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LECTURE 1 
 

Auxiliary Verbs 
Descriptions of English auxiliary verbs: 

Where they are used? 

● They are used together with a main verb to give grammatical information & therefore add 

extra meaning to a sentence (it is the information that is not given by the main verb). 

● They are used to form the passive voice. 

● They are used to form the continuous tense. 

● They are used to form the perfect tense. 

 

● "to be,” Do & Have are irregular verbs.  And can be used as main verbs.  

● The verbs “to be” & to have are the most commonly used auxiliary verbs.  And work 

alongside the main verbs in any statement.  

 

● Modal verbs are also auxiliary verbs (ex: are can, could, may, might, must, shall, should, 

will, and would), they differ from the others in that they can never function as a main verb.  

 

The 3 most common Auxiliary verbs are:  Do - Does - Did  

Do is used with the Present Simple tense.   DO, DON'T, DOES & DOESN'T are used for 

questions and negatives in the Present Simple Tense.  

● Do-Does are used as part of the sentence structure for negative statements/sentences with the 

present simple tense.   

● Do- Does are used as part of the sentence structure for questions, with the Present Simple 

tense.   
 
Did is used with the Past Simple tense.  

● Did is used as part of the sentence structure for negative statements/sentences with the Past 

Simple tense.   
● Did is used as part of the sentence structure for questions, with the past simple tense. 

 

Verbs “to be” are Auxiliary Verbs:  “to be” is used with the Present Participle in Continuous 

(Progressive) Verbs.  It is also used with the Past Participle in the Passive 

● Am - Is - Are -Was – Were 

 

HAVE/HAS/HAD is used with the Present/Past Participle to form the Perfect Aspect (Key 

words are Auxiliary Verbs). 

● Have - Has -Had 

 

DO, “to be” & HAVE are the English Auxiliary verbs used in a negative structure, a question 

or to show tense. 
Base form = be 
Present form = am/is/are 

Past form = was/were 
Present Participle / Gerund = being 

Past Participle = been 

 “To be”:  Be is the most common verb in the English language. It can be used as an auxiliary 

and a main verb.  It is used a lot in its other forms.  

http://www.google.com/url?q=http%3A%2F%2Fverb&sa=D&sntz=1&usg=AFQjCNHc1X_uyvLvcR6T93lBXhlWQYJGNQ
http://www.google.com/url?q=http%3A%2F%2Fvoice&sa=D&sntz=1&usg=AFQjCNEFEVwpKf8FLdSvSSMXvByjsRQlwA
http://www.google.com/url?q=http%3A%2F%2Ftense&sa=D&sntz=1&usg=AFQjCNF-jfjUwBVByPxA2NxKkGn4Y0eQHQ
http://www.google.com/url?q=http%3A%2F%2Ftense&sa=D&sntz=1&usg=AFQjCNF-jfjUwBVByPxA2NxKkGn4Y0eQHQ


 
 
 
 

 

DO: The verb do is one of the most common verbs in English.  It can be used as an Auxiliary 

& a main verb.  It is often used in questions. 
Base form = do  
Present form = do/does  

Past form = did 
Present Participle / Gerund = doing 

Past Participle = done 

Note - The auxiliary verb do is always 
followed by the base form (infinitive). 

  

 

Forms of “Do”     

  Present  Past  
Perfect 
Form 

Continuous 
Form 

I / you / we / they  do did have / had done are / were doing 

he / she / it  does did has / had done is / was doing 

 

As an auxiliary verb do is used with a main verb when forming interrogative (questioning 

inquiring probing), or negative sentences.  Or for adding emphasis!  It is also called the dummy 

operator or dummy auxiliary. 
 
  

Question  Positive Statement (spoken)  Negative Statement (spoken) 

Singular     

Do I? I do I do not (I don't) 

Do you? You do You do not (You don't) 

Does he/she/it? He/she/it does He/she/it does not (He/she/it doesn't) 

Plural     

Do we? We do We do not (We don't) 

Do you? You do You do not (You don't) 

Do they? They do They do not (They don't) 

 

Examples:  
 Do  Does  

Question - ? "Do you always take the bus to work?" "Does she ever do her homework on time?" 

Positive Answer - Yes "Yes I do." "Yes she does." 

Negative Answer - No "No I don't." "No she doesn't." 

 

 Doing 

Question - ? "Are you doing your homework?" 

Positive Answer - Yes "Yes I am ." 

Negative Answer - No "No I'm not." 

 

When using the Continuous tense do becomes doing and it doesn't change. 

 

When using the Past Simple tense do becomes did and it doesn't change. 
 Did 

Question - ? "Did you always take the bus to work?" 

Positive Answer - Yes "Yes I did ." 

Negative Answer - No "No I didn't ." 

 

 Done 

Question - ? "Have you done your homework?" 

Positive Answer - Yes "Yes I have ." 

Negative Answer - No "No I haven't." 

 

When using the Perfect tense do becomes done and it doesn't change. 
Base form = have  
Present form = have / has  

Past form = had 
Present Participle / Gerund = having 

Past Participle = had 

 

Have: is one of the most common verbs  in the English language.  



 
 
 
 

Forms of  “Have”    

 Present Past Continuous 

I / you / we / they have had Having 

he / she / it has had Having 

 

Have is one of the most common verbs in the English language. It functions in various ways.  

The verb “to have” implies the meaning of possession (ex: “I have a job.” “I have a car.“ "I 

don't have any time."). 

 

In this form it does not take the continuous form (for that you have to use the auxiliary verb be).  

For example: ―I am having a shower.‖ ―Are you having a good time?" 

 

The forms of the verb “to have” are have and has for the present and had for the past. 
  

Question Positive Statement (spoken) Negative Statement (spoken) 

Singular   

Have I? I have (I've) I have not (I haven't/I've not) 

Has he/she/it? He/she/it has (He/she/it 's) He/she/it has not (He/she/it hasn't) 

Have you? You have (You've) You have not (You haven't/You've not) 

Had I / he / she / it / 
you? 

I / He / She / It / You had (I'd / He'd / She'd / 
You'd) 

I / He / She / It / You had not (I / He / She / It / You 
hadn't) 

Plural   

Have we / you / they? We / You / They have (We've) 
We / You / They have not (We / You / They haven't // 

We've / You've not) 

Have you? You have (You've) You have not (You haven't/You've not) 

Have they? They have (They've) They have not (They haven't/They've not) 

Had I / he / she / it / 
you? 

I / He / She / It / You had (I'd / He'd / She'd / 
You'd) 

I / He / She / It / You had not (I / He / She / It / You 
hadn't) 

 

Have is often used to indicate possession (I have) or (I have got). 

Examples:  
 Have Have got 

Question - ? "Do you have a car?" or "Have you a car?" "Have you got a car?" 

Positive Answer - Yes "Yes I have a car." "Yes I've got a car." 

Negative Answer - No "No I don't have a car." "No I haven't got a car." 

 

Have as an auxiliary verb:  The verb “to have” is used as an auxiliary verb to help other verbs 

create the perfect tense - auxiliary verb have [+ past participle].  For example, “I have 

studied English for five years;” or “I have never been to America.” "I have eaten." 
 

Present 
Perfect 

     

I have been a 
teacher.  

You have been a 
student.  

He / She has 
been a student.  

It has been nice.  We have been students.  They have been students.  

Past Perfect      

I had been a 
teacher for 
several years. 

You had been a 
student for 
several years. 

He / She had 
been a student for 
several years. 

It had been nice 
for several hours.  

We had been students for 
several years. 

They had been students for 
several years.  

Future 
Perfect 

     

I will have 
been a teacher 
for several 
years. 

You will have 

been a student 
for several years. 

He / She will 
have been a 
student for several 
years. 

It will have been 

nice for several 
years. 

We will have been 
students for several years. 

They will have been 
students for several years. 

  

Question Positive Statement Negative Statement (possible short forms) 

Singular     

Have you been ...? You have been ...(You've been ...) 
You have not been ... (You haven't been ... // You've not 
been ...) 

Plural     



 
 
 
 

Have we / you / they 
been ...? 

We / You / They have been ...(We've / You've 
They've been ...) 

We / You / They have not been ... (We / You / They haven't 
been ... // We've / You've They've not been ...) 

 

Question - ? "Have you washed your face today?" 

Positive Answer - Yes " Yes, I have."  

Negative Answer - No " No, I haven't."  

Question - ? "Have you ever had a heart attack?" 

Positive Answer - Yes " Yes, I'm afraid I have."  

Negative Answer - No " No, thank goodness, I haven't."  

For example: 
The use of have to:  In addition to the two forms, there is another use for have as a modal verb; 

have to or have got to. This, of course, must be followed by another verb "We have to do 

something". 
 

 Have to Have got to 

Question - ? "Do you have to leave early?" "Have you got to leave early?" 

Positive Answer - Yes "Yes I have to." or "Yes I do" "Yes I've got to." 

Negative Answer - No "No I don't have to." "No I haven't got to." 

 



 
 
 
 

Simple Tenses    Perfect Tenses 

Present:   I learn.   Present perfect: I have learned. 

Past:  I learned.   Past perfect:  I had learned. 

Future:  I will learn.   Future perfect: I will have learned. 

 

Progressive Tenses 

Present progressive:  I am learning. 

Past progressive:   I was learning. 

Future progressive:  I will be learning. 

Present perfect progressive: I have been learning. 

Past perfect progressive:  I had been learning. 

Future perfect progressive: I will have been learning. 

LECTURE 2 
 
Verb Tenses 

Explanation 

 

Tense refers to the form a verb takes in a sentence, whether to express the present, past or 

future. 

 

Examples 

 

 

 

 

Simple Tenses 

 

Present 

The present tense indicates that an action is taking place at the time you express it, or an action 

that occurs regularly. 

  

o We wear organic cotton shirts [an action taking place when it is expressed]. 

o I watch the documentary on PBS each Sunday night [an action that occurs regularly]. 

 

Past 

The past tense indicates that an action is completed and has already taken place. 

 

o Martin Luther King, Jr. gave his most famous speech in 1963 [an action completed in 

the past]. 

o As a girl, she wondered how her college degree would help her career [an action that 

occurred once or many times in the past but did not extend to the present]. 

 

Future 

The future tense indicates that an action will or is likely to take place. 

o Later today I will rinse the dishes [a future action that will definitely occur]. 



 
 
 
 

o The defendant probably will plead innocent [a future action that is likely to occur]. 

 

Perfect Tenses 

Perfect tenses designate actions that were or will be completed before other actions. You can 

form the perfect tenses with the appropriate tense form of the helping, or auxiliary, verb have 

plus the past participle. 

 

Present perfect 

The present tense indicates that an action is taking place at the time you express it, or an action 

that occurs regularly. 

  

o We have worn organic cotton shirts [an action that began in the past and is finished at 

the present]. 

o She has donated extensively to UNICEF [an action that began in the past and extends 

into the present]. 

 

 

Past perfect 

The past perfect tense indicates an action occurring before a certain time in the past. 

 

o By 1995, Doctor Harvey had built the first artificial brain. 

   

 

Future perfect 

The future perfect tense indicates that an action will be finished by a certain time. 

 

o By Thursday, the President will have apologized for his mistake. 

 

 

Progressive Tenses 

The progressive tenses express continuing action. You can form them with the appropriate tense 

of the verb be plus the present participle. 

 

Present progressive 

The present progressive tense indicates that something is happening at the time you express it. 

  

o The worker is hammering, and her foreman is watching lazily.   

 

Past progressive 

The past progressive tense indicates two kinds of past action. 

 

o Poe‘s writing was becoming increasingly bizarre and dark [a continuing action in the 

past]. 

o The mob tackled Jean-Luc Goddard while he was introducing the film [an action 

occurring at the same time in the past as another action]. 

 



 
 
 
 

Future progressive 

The future progressive tense indicates a continuing in the future. 

 

o The government will be monitoring the phones in the lab. 

 

Present perfect progressive 

The present perfect progressive tense indicates action continuing from the past into the present 

and possibly into the future. 

  

o The teacher has been grading since yesterday afternoon. 

 

Past perfect progressive 

The past perfect progressive tense indicates that a past action went on until another occurred. 

 

o Before her promotion, Nico had been working on restoring open space on campus. 

 

Future perfect progressive 

The future perfect progressive tense indicates that an action will continue until a certain future 

time. 

 

o On Tuesday I will have been working on this paper for six weeks. 

 

Adapted from The Brief Holt Handbook, Fourth Edition, Kirsner & Mandell, 2004. 

 

Exercise 1 – Simple Past Tense 

Fill in each blank with the correct past tense form of the verb provided. 

 

Example: 

PLAY  We     played     dodgeball all afternoon. 

FRY  1. We ___________ the fish we caught in the lake. 

STUDY 2. All of us ________________ hard for the physics exam. 

CRY  3. Mary ______________ on his shoulder all through the movie. 

MARRY 4. She _______________ him on Tuesday and played slots that night. 

TRY  5. Fred ____________ to get in the concert by posing as a security guard. 

SHOP  6. I _______________ for all of my birthday presents at the art fair. 

ADMIT 7. No one __________________ that he was tired. 

PLAN 8. Marty and Isabel ________________ their marriage simply and loosely. 

TERRIFY 9. The fireworks __________________ the younger children. 

COMPILE 10. The assistants _________________ the materials into a great handbook. 

 

Exercise 2 – Simple Past Tense 

In each of the following sentences, underline any verbs that should have –ed or –d endings and 

supply the missing letters. Watch for time expressions (last week, yesterday, years ago) that 

indicate past time. 

 incorrect: The committee vote to adjourn yesterday. 

 correct: The committee voted to adjourn yesterday. 



 
 
 
 

1. The driver ask for the exact fare last week. 

2. Oliver use to live in Berkeley when he was a college student. 

3. Katerina studied all the time and so she graduate from college last year. 

4. College students are suppose to attend every class meeting. 

5. Last Sunday, Laura listen to the drummers in the park. 

6. Until I started school, I work twenty hours per week and study the rest of the time. 

7. Finally Gayle‘s cat return home. 

8. Several years ago I witness a crime and identify the criminal. 

 

Adapted from Fog City Fundamentals, Fourth Edition, Altman & Deicke, 1998. 

Exercise 3 – Perfect Tenses 

Use the perfect tense to fill in the blank using the same time period (past, present, future) as the 

sample. 

 

 Example: Joan licks the popsicle. (present tense) 

   Joan  has licked  the popsicle. (present perfect tense) 

 

(Remember:  Perfect tenses for the verb to run are: 

Present: she has run 

Past: she had run 

Future: she will have run) 

 

 

1. Eric took piano lessons. 

Eric ____________________ piano lessons since he was ten years old. 

2. Tara raises as many children as she can. 

Tara _______________ as many children as she can. 

3. Bill, on the other hand, will join the Coast Guard. 

Bill, on the other hand, ____________________ the Coast Guard. 

4. Alyssa gives a drawing to each of her friends. 

Alyssa ________________ a drawing to each of her friends. 

5. Chickens pecked at bugs and fruit in the garden. 

Chickens ____________________ at bugs and fruit in the garden. 

6. Each egg will travel a thousand miles before it lands on her lap. 

Each egg _____________________ a thousand miles before it lands on her lap. 

7. The wings had plenty of room to spread. 

The wings _____________ plenty of room to spread. 

8. Madison collects the hay in the morning after breakfast. 

Madison ____________________ the hay in the morning after breakfast. 

 

 
 
 
 



 
 
 
 

LECTURE 3 
 

Passive Voice 

Verbs are also said to be either active (The executive committee approved the new policy) 

or passive (The new policy was approved by the executive committee) in voice.  

The passive voice does exist for a reason. It is particularly useful (even recommended) in 

a few situations: 

 When it is more important to draw our attention to the person or thing acted upon: 

The unidentified victim was apparently struck during the early morning hours.  

 When the actor in the situation is not important: The aurora borealis can be observed 

in the early morning hours. 

 To avoid responsibility for actions taken: ―Cigarette ads were designed to appeal 

especially to children. ---As opposed to---- We design cigarette ads to appeal 

especially to children.  (Where ―we‖ is taking responsibility.) 

The following chart shows the differences between Active and passive sentences in the 

principal tenses.  

Active  Passive 
Time 

Reference  

They make 

Fords in 

Cologne.  

Fords are made in 

Cologne. 

Present 

Simple 

Susan is 

cooking dinner.  

Dinner is being 

cooked by Susan 

Present 

Continuous 

James Joyce 

wrote 

"Dubliners".  

"Dubliners" was 

written by James 

Joyces. 

Past 

Simple 

They were 

painting the 

house when I 

arrived.  

The house was being 

painted when I 

arrived. 

Past 

Continuous 

They have 

produced over 

20 models in 

the past two 

years.  

Over 20 models 

have been produced 

in the past two 

years. 

Present 

Perfect 

They are going 

to build a new 
A new factory is 

going to be built in 

Future 

Intention 



 
 
 
 

factory in 

Portland.  
Portland. with Going 

to 

I will finish it 

tomorrow.  
It will be finished 

tomorrow. 

Future 

Simple 

If you want to change a passive-voice sentence to active voice, find the agent in a "by the..." 

phrase, or consider carefully who or what is performing the action expressed in the verb. Make 

that agent the subject of the sentence, and change the verb accordingly.  

Passive Voice Agent Changed to Active Voice 

 

most of the 

class  

 

agent not 

specified; most 

likely agents 

such as "the 

researchers"  

 

the CIA 

director and his 

close advisors 
 

 

agent not 

specified; most 

likely agents 

such as "we"  
 

 
 

When is it OK to use the passive voice? 

Sometimes the passive voice is the best choice. Here are a few instances when the passive voice 

is quite useful: 

1. To emphasize an object.Take a look at this example: 

100 votes are required to pass the bill. 

This passive sentence emphasizes the number of votes required. An active version of the 

sentence ("The bill requires 100 votes to pass") would put the emphasis on the bill, which may 

be less dramatic. 

2. To de-emphasize an unknown subject/actor. Consider this example: 

Over 120 different contaminants have been dumped into the river. 

***If you don‘t know who the actor is—in this case, if you don't actually know who dumped all 

of those contaminants in the river—then you may need to write in the passive. But remember, if 

you do know the actor, and if the clarity and meaning of your writing would benefit from 



 
 
 
 

indicating him/her/it/them, then use an active construction. Yet consider the third case. 

3. If the reader does not need to know who is responsible for the action. 

Here's where the choice can be difficult; some instances are less clear than others.  

***Try to put yourself in your reader's position to anticipate how he/she will react to the way 

you have phrased your thoughts. Here are two examples: 

Baby Sophia was delivered at 3:30 a.m. yesterday.(passive) 

and 

Dr. Susan Jones delivered baby Sophia at 3:30 a.m. yesterday.(active) 

The first sentence might be more appropriate in a birth announcement sent to family and 

friends—they are not likely to know Dr. Jones and are much more interested in the "object"(the 

baby) than in the actor (the doctor). A hospital report of yesterday's events might be more likely 

to focus on Dr. Jones' role. 

 

Summary of strategies 

Identify 

● Look for the passive voice: "to be" + a past participle (usually, but not always, ending in 

"-ed") 

● If you don't see both components, you do not have the passive voice. You may think 

about revising your weak verb, but that is a different style choice.  

● Does the sentence describe an action? If so, where is the actor? Is he/she/it in the 

grammatical subject position (at the front of the sentence) or in the object position (at the 

end of the sentence, or missing entirely)? 

● Does the sentence end with "by..."? Many passive sentences include the actor at the end 

of the sentence in a "by" phrase, like "The ball was hit by the player" or "The shoe was 

chewed up by the dog." "By" by itself isn't a conclusive sign of the passive voice, but it 

can indicate the passive voice. 

Evaluate 

● Is the doer/actor indicated? Should you indicate him/her/it? 

● Does it really matter who's responsible for the action? 

● Would your reader ask you to clarify a sentence because of an issue related to your use of 

the passive? 

● Do you use a passive construction in your thesis statement? 

● Do you use the passive as a crutch in summarizing a plot or history, or in describing 

something? 

● Do you want to emphasize the object? 

Revise 

● If you decide that your sentence would be clearer in the active voice, switch the sentence 

around to make the subject and actor one. Put the actor (the one doing the action of the 

sentence) in front of the verb. 

 



 
 
 
 

LECTURE 4 

Modal verbs 

Modal verbs can be used in a variety of different forms. Study the examples below.  

Modal Simple 
I could swim at the beach. 

Modal Continuous  
I could be swimming at the beach right now.  

Modal Perfect  
I could have swum at the beach yesterday.  

Modal Perfect Continuous  
I could have been swimming at the beach 

instead of working in the office.  

Passive Modal Simple  
The room should be cleaned once a day. 

Passive Modal Continuous  
The room should be being cleaned now.  

Passive Modal Perfect  
The room should have been cleaned yesterday.  

Passive Modal Perfect Continuous  
The room should have been being cleaned but 

nobody was there. (Rare form)  

 

Can 

"Can" is one of the most commonly used modal verbs in English. It can be used to express 

ability or opportunity, to request or offer permission, and to show possibility or impossibility. 

Examples: 

 I can ride a horse. ABILITY  

 We can stay with my brother when we are in Paris. OPPORTUNITY  

 She cannot stay out after 10 PM. PERMISSION  

 Can you hand me the stapler? REQUEST  

 Any child can grow up to be president. POSSIBILITY  

Using "Can" in Present, Past, and Future  

Most modal verbs behave quite irregularly in the past and the future. Study the chart below to 

learn how "can" behaves in different contexts.  

 

Could 

"Could" is used to express possibility or past ability as well as to make suggestions and 

requests. "Could" is also commonly used in conditional sentences as the conditional form of 

"can." 

Examples: 

 Extreme rain could cause the river to flood the city. POSSIBILITY  

 Nancy could ski like a pro by the age of 11. PAST ABILITY  

 You could see a movie or go out to dinner. SUGGESTION  

 Could I use your computer to email my boss? REQUEST  

 We could go on the trip if I didn't have to work this weekend. CONDITIONAL  

Using "Could" in Present, Past, and Future  

Most modal verbs behave quite irregularly in the past and the future. Study the chart below to 

learn how "could" behaves in different contexts.  

REMEMBER: "Could not" vs. "Might not" 
"Could not" suggests that it is impossible for something to happen. "Might not" suggests you do 

not know if something happens.  

http://www.englishpage.com/conditional/conditionalintro.html


 
 
 
 

Examples: 

 Jack might not have the key. MAYBE HE DOES NOT HAVE THE KEY.  

 Jack could not have the key. IT IS IMPOSSIBLE THAT HE HAS THE KEY.  

 

Had Better 

"Had better" is most commonly used to make recommendations. It can also be used to express 

desperate hope as well as warn people. 

Examples: 

 You had better take your umbrella with you today. RECOMMENDATION  

 That bus had better get here soon! DESPERATE HOPE  

 You had better watch the way you talk to me in the future! WARNING  

Using "Had Better" in Present, Past, and Future  

Most modal verbs behave quite irregularly in the past and the future. Study the chart below to 

learn how "had better" behaves in different contexts.  

"Had better" is often simply pronounced as "better" in spoken English.  

 

Have To 

"Have to" is used to express certainty, necessity, and obligation. 

Examples: 

 This answer has to be correct. CERTAINTY  

 The soup has to be stirred continuously to prevent burning. NECESSITY  

 They have to leave early. OBLIGATION  

Using "Have to" in Present, Past, and Future  

"Have to" behaves quite irregularly in the past and the future. Study the chart below to learn 

how "have to" behaves in different contexts.  

REMEMBER: "Do not have to" vs. "Must not"  
"Do not have to" suggests that someone is not required to do something. "Must not" suggests 

that you are prohibited from doing something. 

Examples: 

 You must not eat that. IT IS FORBIDDEN, IT IS NOT ALLOWED.  

 You don't have to eat that. YOU CAN IF YOU WANT TO, BUT IT IS NOT NECESSARY.  

 

Have Got To 

"Have got to" is used to express necessity and obligation. 

Examples: 

 Drivers have got to get a license to drive a car in the US. NECESSITY  

 I have got to be at work by 8:30 AM. OBLIGATION  

Using "Have Got to" in Present, Past, and Future  

Most modal verbs behave quite irregularly in the past and the future. Study the chart below to 

learn how "have got to" behaves in different contexts.  

 

 

 



 
 
 
 

May 

"May" is most commonly used to express possibility. It can also be used to give or request 

permission, although this usage is becoming less common. 

Examples: 

 Cheryl may be at home, or perhaps at work. POSSIBILITY  

 Johnny, you may leave the table when you have finished your dinner. GIVE PERMISSION  

 May I use your bathroom? REQUEST PERMISSION  

Using "May" in Present, Past, and Future  

Most modal verbs behave quite irregularly in the past and the future. Study the chart below to 

learn how "may" behaves in different contexts.  

 

Might 

"Might" is most commonly used to express possibility. It is also often used in conditional 

sentences. English speakers can also use "might" to make suggestions or requests, although this 

is less common in American English. 

Examples: 

 Your purse might be in the living room. POSSIBILITY  

 If I didn't have to work, I might go with you. CONDITIONAL  

 You might visit the botanical gardens during your visit. SUGGESTION  

 Might I borrow your pen? REQUEST  

Using "Might" in Present, Past, and Future  

Most modal verbs behave quite irregularly in the past and the future. Study the chart below to 

learn how "might" behaves in different contexts.  

REMEMBER: "Might not" vs. "Could not"  
"Might not" suggests you do not know if something happens. "Could not" suggests that it is 

impossible for something to happen. 

Examples: 

 Jack might not have the key. MAYBE HE DOES NOT HAVE THE KEY.  

 Jack could not have the key. IT IS IMPOSSIBLE THAT HE HAS THE KEY.  

 

Must 

"Must" is most commonly used to express certainty. It can also be used to express necessity or 

strong recommendation, although native speakers prefer the more flexible form "have to." 

"Must not" can be used to prohibit actions, but this sounds very severe; speakers prefer to use 

softer modal verbs such as "should not" or "ought not" to dissuade rather than prohibit.  

Examples: 

 This must be the right address! CERTAINTY  

 Students must pass an entrance examination to study at this school. NECESSITY  

 You must take some medicine for that cough. STRONG RECOMMENDATION  

 Jenny, you must not play in the street! PROHIBITION  

Using "Must" in Present, Past, and Future  

Most modal verbs behave quite irregularly in the past and the future. Study the chart below to 

learn how "must" behaves in different contexts.  

REMEMBER: "Must not" vs. "Do not have to" 

http://www.englishpage.com/conditional/conditionalintro.html


 
 
 
 

"Must not" suggests that you are prohibited from doing something. "Do not have to" suggests 

that someone is not required to do something. 

Examples: 

 You must not eat that. IT IS FORBIDDEN, IT IS NOT ALLOWED.  

 You don't have to eat that. YOU CAN IF YOU WANT TO, BUT IT IS NOT NECESSARY.  

 

Ought To 

"Ought to" is used to advise or make recommendations. "Ought to" also expresses assumption 

or expectation as well as strong probability, often with the idea that something is deserved. 

"Ought not" (without "to") is used to advise against doing something, although Americans 

prefer the less formal forms "should not" or "had better not." 

Examples: 

 You ought to stop smoking. RECOMMENDATION  

 Jim ought to get the promotion. IT IS EXPECTED BECAUSE HE DESERVES IT.  

 This stock ought to increase in value. PROBABILITY  

 Mark ought not drink so much. ADVICE AGAINST SOMETHING (NOTICE THERE IS NO "TO")  

Using "Ought to" in Present, Past, and Future  

Most modal verbs behave quite irregularly in the past and the future. Study the chart below to 

learn how "ought to" behaves in different contexts.  

Notice "Ought not" 
Remember that "ought to" loses the "to" in the negative. Instead of "ought not to," we say 

"ought not." "Ought not" is more commonly used in British English. Americans prefer "should 

not."  

Examples: 

 You ought not smoke so much.  

 She ought not take such risks while skiing.  

 They ought not carry so much cash while traveling.  

 

Shall 

"Shall" is used to indicate future action. It is most commonly used in sentences with "I" or 

"we," and is often found in suggestions, such as "Shall we go?" "Shall" is also frequently used 

in promises or voluntary actions. In formal English, the use of "shall" to describe future events 

often expresses inevitability or predestination. "Shall" is much more commonly heard in British 

English than in American English; Americans prefer to use other forms, although they do 

sometimes use "shall" in suggestions or formalized language.  

Examples: 

 Shall I help you? SUGGESTION  

 I shall never forget where I came from. PROMISE  

 He shall become our next king. PREDESTINATION  

 I'm afraid Mr. Smith shall become our new director. INEVITABILITY  

More Examples of "Shall" 

 

 

 



 
 
 
 

Should 

"Should" is most commonly used to make recommendations or give advice. It can also be used 

to express obligation as well as expectation. 

Examples: 

 When you go to Berlin, you should visit the palaces in Potsdam. RECOMMENDATION  

 You should focus more on your family and less on work. ADVICE  

 I really should be in the office by 7:00 AM. OBLIGATION  

 By now, they should already be in Dubai. EXPECTATION  

Using "Should" in Present, Past, and Future  

Most modal verbs behave quite irregularly in the past and the future. Study the chart below to 

learn how "should" behaves in different contexts.  

 

Will 

"Will" is used with promises or voluntary actions that take place in the future. "Will" can also 

be used to make predictions about the future. For more information on using "will" and 

associated exercises, visit the Simple Future section of our Verb Tense Tutorial. 

Examples: 

 I promise that I will write you every single day. PROMISE  

 I will make dinner tonight. VOLUNTARY ACTION  

 He thinks it will rain tomorrow. PREDICTION  

More Examples of "Will" 

 

Would 

"Would" is most commonly used to create conditional verb forms. It also serves as the past 

form of the modal verb "will." Additionally, "would" can indicate repetition in the past. For 

more information on the grammar behind the modal verb "would," visit the following tutorials: 

Conditional Tutorial, Future in the Past, and Would Always. 

Examples: 

 If he were an actor, he would be in adventure movies. CONDITIONAL  

 I knew that she would be very successful in her career. PAST OF "WILL"  

 When they first met, they would always have picnics on the beach. REPETITION  

Using "Would" in Present, Past, and Future 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.englishpage.com/verbpage/simplefuture.html
http://www.englishpage.com/verbpage/verbtenseintro.html
http://www.englishpage.com/conditional/conditionalintro.html
http://www.englishpage.com/verbpage/futureinpast.html
http://www.englishpage.com/verbpage/would.html


 
 
 
 

LECTURE 5 
 

RELATIVE CLAUSES. 

1. TYPES OF RELATIVE CLAUSES. 

 DEFINING 

 NON-DEFINING                            

     2. THE RELATIVES (“LINKERS”) 

 Basic: 

 THAT 

 WHO 

 WHICH                                                    

 (OMISSION) 

 ADVERBIALS: 

 WHERE 

 WHY                                           

 WHEN 

 WHOSE 

 

DEFINING OR NON-DEFINING? 

● When the relative clause is necessary to understand the sentence completely 

These give us essential information about the preceding noun (DEFINING) 

In these clauses: 

 There are no commas 

 

 When the relative clause adds some extra information but it is not essential to 

understand (NON-DEFINING). 

In these clauses: 

Commas are needed around the clause. 

―That‖ cannot be used as an alternative to ―who‖ or ―which‖. 

These are not contact clauses. 

 

DEFINING RELATIVE CLAUSES 

 When the relative refers to a person: 

– ―The man who lives next door has a bird‖ 

– ―The man that lives next door has a bird‖ 

 

● When the relative refers to a thing or animal: 

– ―My mother rented the house which has three tall palms‖  

– ―My mother rented the house that has three tall palms‖ 

2. RELATIVE  OMISSION.   

     We can omit the relative if and only if: 



 
 
 
 

– the relative clause is Defining. 

– the relative is not adverbial 

– the relative is not subject of the clause 

– there is no preposition before the relative. 

 

I SAW THE CAR THAT /WHICH YOU TOLD ME ABOUT ON TV. (YES) 

   I SAW THE CAR YOU TOLD ME ABOUT ON TV 

 

I SAW THE CAR ABOUT WHICH YOU TOLD ME ON TV. (NO) 

                         

NON-DEFINING  

These give us extra information about a preceding noun which has already been clearly or 

identified.  

       

Mr. Taylor, who gave a talk here last month, will be here again last Monday.        

A painting by Picasso, which was thought to have been lost for ever, has recently been 

discovered. 

The White House, where the president of the USA lives, is in Washington.    

 

3. ADVERBIAL RELATIVES 

● TIME     “when” 

– I remember the times when we danced together at the disco 

● REASON     ―why‖ 

– We will never know the reason why she didn't come to the party. 

● PLACE      ―where‖ 

The city where I study is not very interesting. 

● POSSESION       ―whose‖ 

The girl whose parents you talked to was my neighbour.   

 

 

 

Grammar: relative clauses 

 

There are various ways of adding more information to a word.  Look at these examples where 

information is added to the word „company‟. 

 

A large company.     

An educational software company.   

 A company that produces educational software. 

 A company that was recently taken over by Microsoft. 

 The company I work for. 

 

 



 
 
 
 

Decide which of these sentences contain  

 a) relative clauses 

 b) adjectives 

 c) compound nouns 

 

Look at the sentences below: 

1 I liked the story that we read in the text book. 

 

2 He bought a mobile phone that he‘d seen in a TV advertisement. 

 

3 Smart phones, which are more like computers than phones, have become cheaper and 

more popular recently. 

 

 i) Circle the relative pronouns and underline the relative clauses. 

 ii) Identify what the relative clause relates to in each example 

 iii) Which of the relative clauses contain essential information 

  about the subject of the clause? 

 

Defining or non-defining?  

Underline the relative clauses and add commas where necessary. 

 

Microsoft which was founded by Bill Gates in the 1970s is one of the world‘s best-known 

software companies. 

 

Electronic equipment which is made in China is often cheaper than similar products made in 

Japan. 

 

Electronic equipment which these days is increasingly made in China has fallen dramatically in 

price over the last few years. 

 

Production costs in Hong Kong have risen sharply over the past twenty years which has resulted 

in much of Hong Kong‘s manufacturing business moving over the border into China. 

 

 

 

 

 

  



 
 
 
 

Answers 

 

A large company. adjective + noun    

An educational software company.  adjectives +  compound noun  

 A company that produces educational software.  relative clause 

 A company that was recently taken over by Microsoft.  relative clause 

 The company I work for. relative clause 

 

 

 

Look at the sentences below: 

1 I liked the story that we read in the text book. 

 

2 He bought a mobile phone that he‘d seen in a TV advertisement. 

 

3 Smart phones, which are more like computers than phones, have become cheaper and 

more popular recently. 

  

i) Circle the relative pronouns and underline the relative clauses. 

 ii) Identify what the relative clause relates to in each example 

 iii) Which of the relative clauses contain essential information 

  about the subject of the clause? 

 

Defining or non-defining?  

Underline the relative clauses and add commas where necessary. 

 

Microsoft, which was founded by Bill Gates in the 1970s, is one of the world‘s best-known 

software companies. Non-defining relative clause 

 

Electronic equipment which is made in China is often cheaper than similar products made in 

Japan. Defining relative clause 

 

Electronic equipment, which these days is increasingly made in China , has fallen dramatically 

in price over the last few years.  Non-defining relative clause 

 

Production costs in Hong Kong have risen sharply over the past twenty years,  which has 

resulted in much of Hong Kong‘s manufacturing business moving over the border into China.  

Non-defining relative clause 

 

 

 

 

 

 

 

 



 
 
 
 

LECTURE 6 
Infinitives, Gerunds & Participles 

 

Infinitives  

Form 

  Infinitive  Examples 

 Active  to see  I hope to see you again. He promised not to see the girl. 

 Passive  to be seen  Such disgusting scenes are not to be seen here. 

 

Form 

- The infinitive is the form of the verb NOT changed for person, number or tense. It is usually 

introduced with to. 

- The negative is formed by putting not before the infinitive. 

 

Usage 

 The to-infinitive is used   Examples 

 1. as subject.  To find fault is easy. 

 2. as object.   He refused to pay the bill. 

 3. after a noun.  There is a lot of work to do/to be done 

today. 

 4. after an adjective.  She was happy to win the prize. 

 5. after a question word.  I don‘t know what to do. 

 6. after the verb to be.   She is to see her class teacher after school. 

 7. after certain verbs.  He wants to become a lawyer. 

 8. after too/enough constructions.   He has got enough money to live on. 

 9. with only to express 

disappointment. 

 She came in only to find her boyfriend 

had left. 

10. in expressions: to begin with/be 

honest 

 To tell the truth, I don‘t like him. 

 

 

Bare infinitives 

Form - The infinitive is used without to after certain verbs. 

 

Usage 

 The bare infinitive is used  Examples 

 1. after the verbs do, does and did.  He did not write down the answer. 

 2. after modal verbs-

can,could,should,will … 

 You can leave now if you want. 

 3. after perception verbs-

see,hear,smell,feel.. 

 I saw Tom run out of the bank.  

 4. after let and make. 

   (passive + to-infinitive) 

 They made him pay for the damage. 

 He was made to pay for the damage.  

 5. after would rather, had better.  I would rather not go out tonight. 

 I had better stay at home. 



 
 
 
 

 6. after except,cannot but, can do 

nothing but. 

 We could do nothing except/ but 

wait. 

  

Gerunds 

Form 

  Gerunds  Examples 

 Active  seeing  Seeing is not believing. 

 Passive  being seen  She does not mind being seen to work in the restaurant. 

 

Form 

- The gerund is a verb ending in - ing. It acts as a noun. 

- The negative is formed by adding not before the gerund. 

  

Usage  

 The gerund is used  Examples 

 1. as a noun – subject/ object.   Reading is fun. Your car needs 

washing. 

 2. after prepositions.  The child is fond of playing chess. 

 3. after certain verbs: spend, waste, 

avoid … 

 He spends his free time digging the 

garden. 

 4. after possessive adjectives/ noun+‘s.   Do you mind my joining you on the 

trip? 

 5. after go + verb–ing (activities)  Let‘s go shopping/ swimming/ 

camping. 

 6. after be busy/ worth.  He is busy doing exercise. It is worth 

seeing. 

 7. after certain phrases: 

   look forward to/ devoted to/ objected 

to/ 

   consent to/ used to/ accustomed to… 

 I look forward to seeing you soon. 

 I am not used to going to bed late. 

 He objected to pulling down the old 

house. 

 8. after certain expressions: 

   It‘s no use/good…There‘s no/no point 

in.. 

   It‘s a waste of time/money… 

   have difficulty(in) /can‘t help 

 as/ like/ than   

 It is no use crying over spilt milk. 

 There is no joking about this matter. 

 It is a waste of time playing online 

games. 

 I can‘t help laughing. 

 It was like being in the desert - so 

quiet! 

 

 

Verb + to-infinitive or –ing? 

Usage 

1. The to-infinitive and the gerund are used after certain verbs. 

 The to-infinitive is used after certain 

verbs: 

 The gerund is used after certain verbs: 

 afford, agree, appear, ask, attempt, 

decide, 

 admit, anticipate, appreciate, avoid, 

consider, 



 
 
 
 

 expect, fail, hope, learn, manage, offer, 

plan,  

 prepare, pretend, promise, refuse, 

seem,  

 threaten, want, wish …  

 

 e.g. He offered to help us. 

 

 delay, discuss, enjoy, escape, excuse, 

 fancy, finish, forgive, imagine, 

involve, keep 

 mention, mind, miss, object to, 

practise, 

 prevent, postpone, quit, recall, report, 

resent,  

 resist, risk, save, stand, suggest, 

tolerate …  

 

 e.g. We should avoid making mistakes.  

 

2. Either the to-infinitive or gerund can be used after certain verbs with no difference in 

meaning.     

 advise, allow, begin, bother, can‘t bear, continue, encourage, hate, intend, like, 

love, permit, 

 prefer, propose, recommend, require, start ... 

 

 e.g. We started to do/ doing our summer homework. 

 

   

 

3. Verbs taking to-infinitives or gerunds have a change in meaning. 

 

 Verbs taking to-infinitives  Verbs taking gerunds  

 1. forget: forget to do sth 

   e.g. I‘m sorry, I forgot to lock the car.   

 1. forget: forget a past event 

   e.g. We‘ll never forget visiting Paris. 

 2. remember: remember to do sth 

   e.g. Remember to read the 

instructions. 

 2. remember: recall a past event 

   e.g. I don‘t remember meeting Ali 

before. 

 3. mean: intend to 

   e.g. He means to move to New York. 

 3. mean: involve 

   e.g. Love means sharing.  

 4. try: do one‘s best; attempt 

   e.g. She tried hard to cope with her 

job. 

 4. try: do sth as an experiment 

   e.g. Try adding more sauce to your 

pasta. 

 5. stop: pause temporarily 

   e.g. He stopped to buy a gift on his 

way. 

 5. stop: finish; cease 

   e.g. Stop talking to each other, please! 

 6. regret: be sorry to 

   e.g. I regret to tell you that you‘ve 

failed. 

 6. regret: feel sorry for what we‘ve 

done 

   e.g. I regret telling lies. 

 7. be sorry: feel sad 

   e.g. I‘m sorry to hear the bad news.  

 7. be sorry for: apologise 

   e.g. I‘m sorry for being late. 

 8. hate: hate what one is about to do 

   e.g. I hate to interrupt, but I must do 

so. 

 8. hate: feel sorry for what one is doing 

   e.g. I hate making you feel 

uncomfortable. 



 
 
 
 

 9. be afraid: too frightened to do sth 

   e.g. I‘m afraid to walk over that 

bridge.  

 9. be afraid of: afraid that sth may 

happen 

   e.g. She is afraid of being too fat.   

10. would prefer/love/like: specific 

preference 

   e.g. I ‗d prefer/like to see the 

manager.  

10. prefer/love/like: in general  

 e.g. I prefer/love watching TV.    

11. want/need: wish/ have to 

   e.g. I want/need to find a better job. 

11. want/ need: sth needs to be done 

   e.g. Your dress wants/needs cleaning. 

12. go: action 

   e.g. He went to see his sick 

grandparents. 

12. go: for activities 

   e.g. We often go shopping/ hiking. 

13. go on: finish doing sth & start to do 

sth 

   e.g. After sleeping, she went on to 

study.  

13. go on: continue 

   e.g. She goes on doing exercise.  

  

 

 

Note  

1. I saw Ken swim. It spent him an hour. (I saw the whole action from beginning to end.)  

   I saw Ken swimming. ( I saw part of the action. I didn‘t wait until he had finished.) 

2. The teacher doesn‘t allow us to eat in class. (object + to-infinitive) 

We are not allowed to eat in class. (passive form + to-infinitive) 

The teacher doesn‘t allow eating in class. (verb + gerund) 

 

 

Participles 

Form  

 Form  Usage  Examples 

 Present participle 

(verb+ing)  

 - tell what sbd/sth is 

 - being active 

 - The film was an exciting. 

 - The burning candle was 

mine. 

 Past participle (verb+ed)  - tell how sbd feel 

 - being passive 

 - The students were excited. 

 - The burnt candle was mine. 

 

Sentence Transformation 

1a. Driving fast is dangerous. 

 b. It is dangerous to drive fast.  

2a. I prefer driving to flying. 

b. I prefer to drive rather (than) fly. 

3a. They made him admit his guilt. 

 b.  He was made to admit his guilt. 

4a. They let him enter the building. 

b. They allowed him to enter the building. 

5a. She was too inexperienced to get the job. 



 
 
 
 

b. She wasn‘t experienced enough to get the job.  

6a. We were interested in the lecture. 

b. The lecture was interesting to us. 

7a. Could you clean up the room? 

b. Do/Would you mind cleaning up the room? 

c. Would you be so kind as to clean up the room? 

8a. It was difficult for him to do the crossword. 

b. He had difficulty (in) doing the crossword. 

c. He found it difficult to do the crossword. 

d. He could hardly do the crossword.  

9a. It took her an hour to prepare the meal. 

b. She took an hour to prepare the meal. 

c. Preparing the meal took her an hour. 

d. She spent an hour preparing the meal. 
 



 
 
 
 

LECTURE 7 

Conditionals 

Listed below are examples, uses and formation of Conditionals followed by some exercises.  

  Examples Usage 

Conditional 0  

If I am late, my father 

takes me to school.  

She doesn't worry if Julian 

stays out after school. 

Situations those are always true if something happens.  

NOTE  

This use is similar to, and can usually be replaced by, a 

time clause using 'when' (example: When I am late, my 

father takes me to school.) -See note below- 

Conditional 1  

If it rains, we will stay at 

home.  

He will arrive late unless 

he hurries up.  

Simon will buy a new car 

if he gets his raise. 

Often called the "real" conditional because it is used for 

real - or possible - situations. These situations take place if 

a certain condition is met. The first conditional is used to 

talk about the future or facts / situations which are true in 

the present and future. 

NOTE: In the conditional 1 we often use unless which 

means 'if ... not'. In other words, '...unless he hurries up.' 

could also be written, '...if he doesn't hurry up.‘ 

―Provided‖ and ―as long as‖ can also introduce a condition: 

E.g.  “Provided you leave now, you’ll catch the train” 

Conditional 2  

If he studied more, he 

would pass the exam.  

I would lower taxes if I 

were the Prime Minister.  

They would buy a new 

house if they won the 

lottery. 

Often called the "unreal" conditional because it is used for 
unreal - impossible or improbable (hypothetical) – 
situations, (contrary to the present situation). It is also used 
to give advice and express hopes and ambitions. 

This conditional provides an imaginary result for a given 
situation.  

NOTE  
The verb 'to be', when used in the 2nd conditional, is 

always conjugated as 'were'. 

Conditional 3  
If he had known that, he 

would have decided 

differently.  

Joanna would have found a 

new job if she had stayed 

in London. 

Often referred to as the "past" conditional because it 

concerns only past situations with hypothetical results. 

Used to express a hypothetical result to a past given 

situation. They always refer to unfulfilled conditions in the 

past (contrary to what really happened). 



 
 
 
 

Notes: 

 Temporal clauses: In addition to if and unless, there are other words that are not 

followed by the future tense. These words include: before, after, when, whenever, until, 

till, by the time, once, the moment that, as soon as, as long as. These words are followed 

by the Present Simple even when we  talk about the future 

 When you are ready, we will leave. 
 Until you are ready, we won't leave. 
 Before you leave, could you tidy your room? 
 Whenever I go on holiday, I buy a souvenir. 
 

Mixed Conditions  

 

For past events which have a result continuing in the past it is possible to use the form of a 3
rd

 

conditional in the if clause and the form of a 2
nd

 conditional in the result clause.  

 

E.g.  “If you had saved some money, you wouldn’t be so hard up”.  
 

Conditional Clause Variations Scheme: 

 

 

Conditionals: Time and Probability Table 

Probability Conditional Example Time 

Certain 
zero 

conditional 

If/When it rains, my father takes me home 

If you heat water to 100 degrees Celsius, it 

boils. (Universal Truths) 

any time 

http://www.usingenglish.com/articles/english-conditionals-zero-conditional.html
http://www.usingenglish.com/articles/english-conditionals-zero-conditional.html


 
 
 
 

Likely  
first 

conditional  
If it rains, I will stay in. future 

Unlikely 
second 

conditional 
If I won the lottery, I would retire. future 

Impossible 
second 

conditional 
If I had the money, I would lend it to you present 

Impossible 
third 

conditional 

If I had seen him, I would have given him the 

message. 
past 

 

 

http://www.usingenglish.com/articles/english-conditionals-first-conditional.html
http://www.usingenglish.com/articles/english-conditionals-first-conditional.html
http://www.usingenglish.com/articles/english-conditionals-second-conditional.html
http://www.usingenglish.com/articles/english-conditionals-second-conditional.html
http://www.usingenglish.com/articles/english-conditionals-second-conditional.html
http://www.usingenglish.com/articles/english-conditionals-second-conditional.html
http://www.usingenglish.com/articles/english-conditionals-third-conditional.html
http://www.usingenglish.com/articles/english-conditionals-third-conditional.html


 
 
 
 

LECTURE 8 
NOUN PHRASES 

 

 So FAR, The Sentences in Module 1 were sentences in which the complete subject 

consisted of one word—a noun.  However, sometimes two or more words are used for the 

subject.  When several words are used together like that, they are called a noun phrase.  The 

noun phrase is the complete subject.  For example, when applying the Verb-Subject 

Identification Procedure to the sentence: 

 

  The old gray mare limped down the lane. 

 

What is the verb?  Right!    ―limped‖   so we write a ―V‖ above it.  Then When we ask the 

―Who/What Question,‖ what group of words gives the right answer?    ―The Old Gray mare.‖   

The old gray mare is the complete subject.  The word ―mare‖ is the main subject.  It is the most 

important word in the complete subject. 

    S        V 

  The old gray mare limped down the lane. 

 

This is how the sentence is identified for the Verb-Subject Identification Procedure. 

Noun Phrases 

 

 

On the sentences below, mark the verb with a “V” and the main subject with an “S” on 

the answer sheet. 

 

1. The old gray mare limped down the lane. 

2. The silver-winged plane soared. 

3. Johnny’s baby sister cried for hours. 

4. The first three girls giggled. 

5. Fourteen good pilots died in the war. 

6. The chairman of the meeting left early. 

7. The chrome-plated motorcycles glistened in the sun. 

8. The pioneers in our family fled from England. 

9. The dog’s buried bones rotted in the ground 

10. Carol’s best china plate broke into a hundred pieces. 

Verb Phrases 

 

 Just like several words can form the subject of a sentence, the verb can consist of two or 

more words.  This is called a verb phrase.  In the sentence below, the verb phrase is, ―must have 

gone.‖ 

S V 

  The bus must have gone by now. 

These three words form the complete verb.  The word ―gone‖ is the main verb.  It shows the 

action.  Without it, the action of the bus would be unknown. 

 Verb phrases are formed by putting one or more helping verbs in front of a main verb.  

Here is a list of helping verbs. 



 
 
 
 

 

HELPING VERBS 

 

   am☺      is☺ 

   are☺       

 

   can      may 

   could      might 

         must 

 

   do      shall 

   does      should 

 

         was☺ 

   has      were☺ 

   have      will 

   had      would 

 

be☻ 

been☻ 

being☻ 

 

The linking verbs:  am, are, is, was & were [look for ☺]can be used in front of another 

verb.  Two or more of these helping can be used in combination with one of the helping 

verbs that starts with the letter “h.”  One can also use a helping verb in combination with 

“be☻,” “been☻,” or “being☻,” in front of the main verb.  These three words are at the 

bottom of the list because they are not used by themselves in front of a main verb.  They 

can only be used in combination with other helping verbs. 

 Any time you are asked to identify the verb of a sentence, you should identify the 

helping verb or verbs and the main verb in any sentence that has a verb phrase.  After you 

find the action verb, always check to see if there are one or more helping verbs to the left 

of the action verb.  Make an arch above the helping verbs and the main verb, and write a 

“V” above the arch. 

Verb Phrases 

 

 

On the sentences below, mark the verb(s) with an arch and a  “V” and the main subject 

with an “S” on the answer sheet. 

   

1. The bus must have gone by now. 

2. My best friend could not work tonight. 

3. The light green grapes have been eaten. 

4. The committee of environmentalists is working to solve the smog problem. 

5. Steven’s aunt is not following her new diet. 

6.  The old rickety wagon should not have been filled to the top. 

7.  The merry pied piper would have played a happy tune. 



 
 
 
 

8. A stray sunbeam could have pierced through the clouds. 

9. The paint on the old gray house was peeling. 

10. The peace treaty might have been signed today. 

 

Sometimes words in sentences show action without being the main verb of the 

sentence. 

  Chad hoped to go sledding. 

 

In this sentence, several words represent things you can do:  hoped, go, and sledding.  

Which one is the main verb of the sentence?  Any verb that has the word “to” in front of it 

is an infinitive; it is not the main verb of the sentence.   

When you have a sentence with several action words in it, check for the word “to.”  Never 

identify as the main verb a word that has “to” in front of it. 

 

Types of Simple Sentences 

 

 There are other kinds of simple subjects than those with only one subject and only 

one verb. A second kind of simple sentence contains two or more subjects.  When two or 

more subjects appear in a sentence, it is called a compound subject.  

          S            S      V  

Bill and Sue want to go to the movies. 

 

In the same respect, the third kind of simple sentence contains two or more verbs.  When 

two or more verbs appear in a sentence, it is called a compound verb. 

            S       V               V 

Sally swam and played all afternoon. 

Some simple sentences have both a compound subject and a compound verb. 

   S        S            V                       V 

The ponies and calves scampered and played in the field. 

 

To summarize, there are four different kinds of simple sentences.  These formulas  are 

represented on the chart below. 

 

     S        V 

              SS        V 

                S      VV 

              SS      VV 

 

 You should follow four simple steps when you want to write a simple sentence. 

 

Step 1:  Pick a formula  (this means you choose one of the formulas from the 

chart above. Some may have these on a card.  Some desks have the cards on them.) 

 

Step 2:  Explore words to fit the formula.(Once you’ve chosen a formula, 

explore words to fit the formula.  This means to find words that best express the 



 
 
 
 

idea you have in mind.  You may use noun phrases and verb phrases to fit the 

idea.) 

 

Step 3:  Note the words.(Once you’ve thought of the words, write them down.  

When you write the words, capitalize the first letter of the first word in the 

sentence, and put a period at the end of the sentence.  Your sentence will not be a 

sentence if you do not capitalize the first word and put end punctuation.) 

 

Step 4:  Search and check.  (After you’ve written the sentence, do the Search 

and Check step.  This fourth step helps ensure that your sentence is complete and 

fits the formula you chose in step 1.  First identify the verb or verb phrase; second 

ask the who/what question to help you find the subject or subjects.)√Capital letter; 

End punctuation. Makes sense. 

 

After you have identified the verbs and subjects, you’ll need to do the “Check” part 

of the Search and Check Step.  You’ll need to read the who sentence one last time to 

see if it makes sense and to make sure you haven’t left out any words.  Also check to 

see that you began the sentence with a capital letter.  Now does it make sense.  Then 

you’re done. 

 

Take a look at the first letters that are bigger in each step.  The mnemonic device 

“PENS” is the check device for WRITING A SENTENCE. 

 

Formulas for Simple sentences 

 

Write a sentence for each of the formulas given. 

 

1. S V   6. SS VV 

2. SS V   7. S V 

3. S VV   8. SS V 

4. SS VV   9. SSS V 

5. S VV   10.  Write the mnemonic device for  

                             writing sentences 

 



 
 
 
 

LECTURE 9 
 

PRONOUNS 

 Pronouns  are words that stand for nouns or for words that take the place of nouns.  

Pronouns get their meaning from the words they stand for.  These words are called 

antecedents. 

 

 Personal pronouns refer to the person speaking (first person), the person spoken to 

(second person) or the person, place, or thing spoken about (third person). 

 

Personal Pronouns 

 singular Plural 

1
st
 person I, me we, us 

 my, mine our, ours 

 

2
nd

 person you you, 

 your, yours your, yours 

 

3
rd

 person he, him, his they, them 

 she, her, hers their, theirs 

 it, its their, theirs 

 

Reflexive pronouns  end in –self or –selves.  They point back to a noun or pronoun earlier 

in the sentence.  Intensive pronouns end in –self or –selves and simply add emphasis to a 

noun or pronoun in the sentence. 

 

Reflexive and Intensive Pronouns 

 Singular Plural 

1
st
 person myself ourselves 

2
nd

 person yourself yourselves 

3
rd

 person himself, herself themselves 

      itself  

 

  Joy helped herself to some turkey.  REFLEXIVE 

 

 

  The mayor herself attended the carnival.    INTENSIVE 

 

 

Demonstrative, Relative, and Interrogative Pronouns 

 

Demonstrative pronouns direct attention to specific people, places, or things. 

 

Demonstrative Pronouns 

 



 
 
 
 

Singular Plural 

this, that these, those 

 

 A relative  pronoun begins a subordinate (minor) clause and connects it to another 

idea in the sentence. 

 

Relative Pronouns 

that  which  who  whom whose 

 

 An interrogative pronoun is used to begin a question. 

 

what  which  who  whom whose 

 

Indefinite pronouns refer to people, places, or things, often without specifying which 

ones. 

 

Indefinite Pronouns 

 

 

Singular 

 

 

Plural 

Singular 

Or 

Plural 

Another      everyone       nothing 

Anybody    everything     one 

Anyone       little              other 

Anything     much            somebody 

Each            neither          someone 

Either          nobody         something 

Everybody  no one 

Both 

Few 

Many 

Others 

several 

All 

Any 

More 

Most 

None 

some 

 

Pronouns 

 

Label each underlined pronoun as personal, interrogative, relative, demonstrative, 

reflexive, intensive, or indefinite. 

 

1. Who is the boy I saw in that class? 

2. When I go home, I will rest. 

3. Will she go with us? 

4. I myself would like to do my work. 

5. This one is mine. 

6. I hit myself on the head. 

7. Everybody needs to go to school. 
 

Choose the pronoun that best fits the sentence. 

 

8. Jerry and (him, he) lost their dog. 

9. With (whom, who) are you going to stay in Houston? 

10. That horse lost (its, it‘s) race. 



 
 
 
 

11. The player (who, which) caught the pass run for a touchdown. 

12. The dog bit both her and (I, me). 

13. (We, Us) and the other campers enjoyed the trip. 

14. Get George and (he, him) some water. 

15. George and (they, them) bought the Christmas tree. 

 



 
 
 
 

LECTURE 01 
 

Reported speech  

 

Direct and indirect speech 

Direct speech: we give the exact words that were said. We use quotation marks and a comma 

or colon is placed immediately before the remark. Direct speech is mainly used in written 

stories but also in conversation to give a more dramatic effect.  

 

Indirect speech: we give the exact meaning without necessarily using the speaker‘s exact 

words. 

 

The conjunction “that” is used when reporting. It is generally dropped but not after certain 

verbs such as reply and shout or after nouns: he disagreed with her view that… 

 

Pronoun shift: 1
st
 and 2

nd 
persons to 3

rd
 person (except when reporting his/her own words). 

 

Time references: The person reporting uses tenses that relate to the time s/he is making the 

report. 

Yesterday --changes to --- the day before, the previous day 

Today     --------------------that day 

Tomorrow ------------------the day after, the following day, the next day. 

Next week/year… --------- the next week, the following week. 

Last week ------------------ the previous week, the week before 

Now-------------------------- then. 

 

Place references: sometimes have to be specified.  

She said, “you can sit here”  / she said (that) I could sit on the sofa. 

 

Demonstratives: this becomes that and these become those (or the reverse if there is a greater 

proximity at the time of the reported utterance) 

This / that when used as adjectives may become ―the” 

This /these may become it/them.  

He said, “I hate this” / He said (that) he hated it. 

Tenses the change of verb forms is termed backshift. Sometimes this means that past verbs are 

used to talk about the present or the future: Your mother said that I could play here today or I 

knew you were Irish. 

 

General rules: 

Direct speech     Indirect speech 



 
 
 
 

Simple present    simple past 

Present continuous    past continuous 

Simple past     past perfect 

Past continuous    past perfect continuous 

Present perfect    past perfect 

Present perfect continuous  past perfect continuous 

Future      conditional 

 

Exceptions to backshift. 

After present, future and present perfect reporting verbs, tenses are usually the same as in the 

original because there is no important change of time:  

The government has announced that taxes will be raised. 

I don’t want to play anymore /he says he doesn’t want… 

I’ll tell her your idea is great./he said he would tell her my idea is great 

 

Present tense: if talked about a situation that has still not changed the reporter can choose 

whether to keep the original tense or change it: D:The earth goes round the sun. 

I: He proved that the earth goes/went round the sun. 

We do not keep the original tenses if we do not agree with the statement, if we are not certain of 

its truth, or if we wish to make it clear that the information comes from the original speaker, not 

from ourselves. 

 

Past tenses 

A speaker‘s present perfect and past tenses are often reported using past perfect tenses. 

However, if the time relationship is clear the change is not needed. 

The man said that dinosaurs were around for a long time.  

But in, He said, ”I loved her” // he said he had loved her otherwise there would be a change in 

meaning. 

Past tenses in time clauses remain unchanged. 

He said, “when I lived/was living in …// he said (that) when he… 

 

 

Conditional 

Would/should remain unchanged. 

After past reporting verbs, conditional sentences referring to unreal situations are often reported 

with past conditionals. 

He said, “If I had any money I would buy you a drink” 

He said that if he had /had had any money he would buy/have bought me… 

 

 



 
 
 
 

Modals 

Would, should, could, might, ought, must, need, had better are usually unchanged. 

Must when used for obligation: 

The doctor said I must /had to / would have to stop smoking. 

Must becomes had to when the time of fulfilment of the action has been fixed or is not remote.  

He said he had to be there by 9 o‘clock. 

Could used as a request is reported by ask + infinitive: 

He said, “Could you get the tickets?” 

He asked me to get the tickets. 

Could as present permission does not change but as past permission we may change it into 

was/were allowed to or had been allowed to: 

He said he couldn’t/wasn’t allowed to interrupt his mum … 

As a past ability we may keep could or use had been able to: 

He said he had been able to read when he was three. 

Needn’t usually remains unchanged but it can become didn’t have to or wouldn’t have to. 

 

Introductory verbs: To say, to tell, to think. 

In direct speech: 

Say and think can introduce or follow the statement: (Ann said), ―I‘ve just arrived‖ (Ann said or 

said Ann). But, Ann said to me, only in end position.  

Tell must be placed after the remark. 

Say and think can also go between clauses or after discourse markers: 

…. Well, I thought,… “if that’s the case”, I said, “what are you… 

Other introductory: add, admit, answer, complain, reply, assure… 

 

Questions in indirect speech 

The form changes to the affirmative, so the subject comes before the verb. However, after What 

/ which / who + be + complement be can go before or after the complement: 

She asked me who was the best student / the best student was. 

Note that negative questions often express emotions such as surprise or enthusiasm and these 

are reported in special ways: 

Isn’t she lovely?  He remarked how lovely she was. 

Don’t they like ice-cream? She was surprised that they didn’t like… 

Yes/no questions are reported with if or whether. However Whether is preferred when we 

emphasize that a choice has to be made:  

she asked whether I went by train or by bus. 

Or if the question contains a conditional (we‘d have two ifs): 

She asked whether if I got the job I would move to NY. 

 

 



 
 
 
 

COMMANDS 

Verbs of command: tell, order, command, order, request, urge, ask… 

In direct speech the person addressed is often not mentioned but it must be included in indirect 

speech. 

The imperative form of the verb changes to the infinitive form. 

 she told me (not) to eat it. 

Other ways of expressing commands: 

Was/were + infinitive: He said that John was to sit down. 

Order + should + infinitive: he ordered that John should sit down. 

 

Promises, agreements, offers, requests, advice and suggestions are often reported with 

infinitives or object + infinitive as well.. 

She has offered to baby-sit tonight /I advise you to think about it. 

The structure question word + infinitive is common:  

She asked her mother how to make an omelet. 

Let’s becomes suggest + gerund / that + subject + should(BrE) 

He suggested trying/that I (should) try the main car park. 

When ―let’s” means a call for action it is reported by ―urge/advice sby+ infinitive.  

The boss urged/advised the workers to work more. 

 

Exclamations 

Usually become statements in R.S. He said, “good luck”/he wished me luck. 

 

Yes /no 

Are expressed by subject + appropriate auxiliary verb in reported speech. 

He said,”can you swim?” and I said, “no” / He asked…and I said I couldn’t. 

 

In British media the indirect speech construction is often used with very few reporting verbs. 

The use of tenses is enough. A similar situation exists in literary narrative. 

 

 

 


