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DAY 1: CONJUNCTIONS 

Without conjunctions, you’d be forced to express every complex idea in a series of short, 

simplistic sentences: I like cooking. I like eating. I don’t like washing dishes afterward. 

 

What Are Conjunctions? 

Conjunctions are words that join together sentences and words. 

 

Example: I like cooking and eating, but I don’t like washing dishes afterward. Sophie is 

clearly exhausted, yet she insists on dancing till dawn. 
 

Note the use of commas when we join sentences and words. 

Here are some examples: 

 God made the country. Man made the town. - God made the country and man made 

the town. 

 Our hoard is little. Our hearts are great. – Our hoards are little, but our hearts are 

great. 

 She must run fast. She will miss the bus. – She must run fast, or she will miss the bus. 

 I relish the taste of pizza. I relish the taste of pasta. – I relish the taste of pizza and 

pasta. (Note, in this sentence the conjunction ‘and’ joins two words – ‘pizza’ and 

‘pasta’.) 

 

TYPES OF CONJUNCTIONS 

 1. Co-ordinating Conjunction     2.Correlative Conjunction     3.Subordinate 

Conjunction. 

 

Let’s learn how they are used: 

 Co-ordinating conjunctions join two sentences of equal rank. 

 You can remember words used in Co-ordinating Conjunctions by the device:  

 

 

 

 

 Adding one statement to another: 

1. He came. He conquered. – He came and conquered. 

(Note: Do not insert comma (,) if you are joining sentences or words with ‘and’.) 

 

 Expressing opposition or contrast between two sentences: 

1. He is poor. He is honest. – He is poor, but he is honest. / He is poor, but honest. 

2. I was annoyed. I kept quiet. – I was annoyed, yet I kept quiet. 

 

 Expressing a choice between two alternatives:  

FANBOYS, WHEREAS, 

F-FOR   A-AND   N-NOR   B-BUT   O-OR   Y-YET   S-SO 

 

 



1. She must take medicines. She will never recover from illness. – She must take 

medicines, or she will never recover from illness. 

2. The baby doesn’t want toys. The baby doesn’t want food. – The baby wants neither 

toys nor food. 

 

 Expressing a conclusion on the basis of reasoning. 

1. All precautions must have been neglected. The plague spread rapidly. – All 

precautions must have been neglected, for the plague spread rapidly. 

2. He was stuck in traffic jam. He could not reach on time. – He was stuck in traffic 

jam, so he could not reach on time. 

 Some conjunctions are used in pairs. They are called Correlative Conjunctions. 

Words Used Sentences to be joined Joined sentences 

Either-or Take it. Leave it Either take it or leave it. 

Neither-nor It is not useful. It is not 

ornamental. 

It is neither useful nor 

ornamental. 

Both-and We love him. We honour 

him. 

We both love and honour 

him. 

Whether-or I do not care that you go. I 

do not care that you stay. 

I do not care whether you 

go or stay. 

Not only-but also He is foolish. He is 

adamant. 

Not only is he foolish, but 

also adamant. 

 

(Note the common mistakes we make in the use of correlative conjunctions: 

 It is neither useful nor is instrumental 

 We both love him and honour him. 

 I do not care whether you go or whether you stay. 

 Not only he is foolish, but also adamant. / Not only is he foolish but also he is 

adamant.  

These are grammatically incorrect sentences.  

Tip: 1.Avoid using the same nouns, pronouns and conjunctions in the same sentence. 

        2. Do not use finite verb after ‘nor’ or ‘or’) 

 

 Some conjunctions join two statements one of which is dependent on the other. 

These conjunctions are called Subordinating Conjunctions. 

 

Example: I read the paper. It interests me. – I read the paper because it interests me.  

In this sentence, ‘because it interests me’ (Subordinate Clause) depends on the 

statement I read the paper. 

WHY? ‘I read the paper’ is a meaningful statement, but ‘because it interests me’ is an 

incomplete statements which depends on the statement ‘I read the paper’ to make a 

complete meaningful sentence. (Independent Clause) 

 

 Some commonly used subordinating conjunctions are: 

 

 

 

 

 

 The word ‘than’ is also a subordinating conjunction: 

After, because, if, that, since, as, although, though, till, before, unless, where, 

when, while, and whereas, whenever, wherever, lest, as soon as, even if, even 

though, only if, Sometimes an adverb, such as until, after, or before can 

function as a conjunction. 



1. He is taller than I. 

2. I like you more than him. 

3. Hari is more stupid than Dhondu. 

4. His bark is worse than his bite. 

 

HOW ARE SUBORDINATING CONJUNCTIONS USED? 

 Time: 

1. No nation can be great. It has to be perfectly governed. – No nation can be great till 

it is perfectly governed. 

2. I saw you. Since then many things have happened. – Many things have happened 

since I saw you. 

3. He went. I returned home after that. – I returned home after he had gone. 

(We shouldn’t write ‘I returned home after he went’. Note the tense. When two 

actions are in past tense, the first action ‘he went’ should be in past perfect tense (he 

had gone), and the second action ‘I returned’ should be in simple past tense.) 

4. He blew the whistle. There was a commotion before that. – Before he blew the 

whistle, there was a commotion. 

 

 (Note: when we begin sentence with Subordinating Conjunction, we should always 

use comma after the Subordinate Clause.) 

 

 Cause or Reason: 

1. It shall be done. You wish it. – It shall be done because you wish it. / Since you 

wish it, it shall be done. 

2. I spoke to his brother. He was not there. – As he was not there, I spoke to his 

brother. / I spoke to his brother as he was not there. 

3. He is our friend. He may enter. – As he is our friend, he may enter. / He may enter 

as he is our friend. 

 

 Purpose: 

He held my hand. I might fall. – He held my hand lest I should fall. 

 

 Result or Consequence: 

He was tired. He could scarcely stand. – He was so tired that he could scarcely stand. 

 

 Condition: 

1. Rama will go. Hari will have to go first. – Rama will go if Hari goes first. / If Hari 

goes first, Rama will go. 

(Do not write: ‘if Hari will go first’) 

2. Write an application. Only then will the Chairman meet you. – Unless you write an 

application, the Chairman will not meet you. / If you do not write an application, the 

Chairman will not meet you. 

 

 Contrast: (Opposite ideas) 

1. He may cheat me. I will trust him. – Although he may cheat me, I will trust him. 

2. She was bankrupt. She did not beg. – She did not beg though she was bankrupt. 

 

 Certain words are both used as Preposition and Conjunction: 

Preposition Conjunction 

Stay till Monday. We shall stay here till you return. 



I haven’t met him since Monday. We shall go since you wish it. 

He died for his country. I must stay here, for such is my duty. 

The dog ran after the cat. We came after they had left. 

Everybody but Govind was present. He tried, but didn’t succeed. 

He stood before the painting. Look before you leap. 

 

You may refer to the following link for further understanding of the concept: 

https://youtu.be/qCGiSFmZky4 

WORKSHEET: Join the following sentences with Conjunctions, according to instructions 

given in brackets: 

 

1. I cannot give you money. I don’t have money. (Co-ordinating) 

2. You will win the prize. You deserve it. (Subordinating) 

3. You should not lie. I will be offended. (Subordinating) 

4. He may act or recite. I do not know that. (Correlative) 

5. He was punished. He repeated the same mistake. (Co-ordinating) 

6. Mercy is the greatest quality. It blesses the giver and the receiver. (Co-ordinating) 

7. Michael can read. Michael can write. (Correlative) 

8. You should work hard. You will succeed. (Subordinating) 

9. He helped the poor. He gave them shelter. (Correlative) 

10. My grandmother passed away. I was not born then. (Subordinating) 

 

ANSWER KEY: 1. I cannot give you money, for I have none. 

2. You will win the prize as you deserve it. 

3. If you lie, I will be offended. 

4. I do not know whether he will act or recite. 

5. He was punished, yet he repeated the same mistake. 

6. Mercy is the greatest quality, for it blesses the giver and the receiver. 

7. Michael can both read and write. 

8. Unless you work hard, you will not succeed. 

9. Not only did he help the poor, but also gave them shelter. 

10. My grandmother passed away before I was born. 

 

DAY 2: PREPOSITIONS 

 

Let’s look at the following examples: 

 There is a cow in the field. 

 The cat jumped off the chair. 

 

In the first sentence, the word ‘in’ shows the relation between two things – cow and field. 

In the second sentence, the word ‘off’ shows the relation between the action expressed by the 

by the verb ‘jumped’ and the ‘chair’. 

 

 

 

 

Click on the following links to refer to detailed rules of prepositions and their uses: 

A preposition is a word placed before a noun or a pronoun to show in what relation  the 

person or thing denoted by it stands in regard to something else. 

 

https://youtu.be/qCGiSFmZky4


https://www.stmarys-ca.edu/sites/default/files/attachments/files/PrepositionChart.pdf 

https://www.nova.edu/tutoring-testing/study-resources/forms/prepositions.pdf 

Let’s learn some more uses of prepositions through the following examples: 

 In course of time he saw his mistake. 

 I am warning you against the consequences. 

 He died for his country. 

 I wish you on behalf of my mother. 

 The judge gave his verdict in my favour. 

 On account of his negligence, the company suffered heavy loss. 

 He succeeded to the throne after his father’s death. 

 He acted in accordance with my instructions. (He acted according to my instructions) 

 In view of the profits made by our company, we will arrange for a party. 

 She is blind to her son’s faults. 

 Hamelin marched through the town. 

 We made a tour round the world. 

 We climbed up the stairs. They ran down the stairs. 

 Calcutta is on the Hooghly. 

 He fought with courage and worked with determination. 

 She recovered from illness. The beggar died from starvation. 

 He charges interest at 9 percent. Cloth is sold by the yard. (Measurement) 

 I was shocked at his behaviour. He was struck by a ball. They hit him with a 

stick.(Instrument) 

 She did it from gratitude. 

 He killed two birds with one shot. 

 I have been working since April. 

 I shall return within an hour. 

 I prefer milk to tea. 

 Mumbai is famous for its textiles. 

 The cows and goats are feeding on the grass. / The animals survive on grass. 

 We travelled by train. They will go to Delhi in the Rajdhani Express. (Name of train 

is given) 

 I am famous among my friends. 

 He is popular with the people of his city. 

 The place teemed with people. 

 I wish for a grand palace. 

 We are ignorant of this matter. 

 My brother is weak in Mathematics. 

 The human life is divided into four stages. 

 He has a resemblance to his mother. 

 There is no cure for common cold. 

 The desk is made of wood. (Material doesn’t change). This toy is made from plastic. 

(The material is changed through different procedures) 

 He succeeded through hard work. 

 We are all confined to home. 

 We did the work under pressure / under influence. 

 

WORKSHEET: 1. The dog ran_______ the road. 

https://www.stmarys-ca.edu/sites/default/files/attachments/files/PrepositionChart.pdf
https://www.nova.edu/tutoring-testing/study-resources/forms/prepositions.pdf


2. The work was done ______ haste. 

3. He goes _____ church _____ Sundays. 

4. The steam-engine was invented ______ James Watt. 

5. The burglar jumped ______ the compound wall. 

6. Will you walk ______ my parlour? 

7. This is a matter ______ little importance. 

8. The village was destroyed ______ fire. 

9. I shall do it _______ pleasure. 

10. He broke the jug ______ hundred pieces. 

11. I have written the exercise ______ a pencil. 

12. The live ______ the same roof. 

13. Do not cry _______ spilt milk. 

14. The public was cautioned _______ pickpockets. 

15. I bought it _______ fifteen rupees. 

 

ANSWER KEY: 

1.across   2.in   3.to;on   4.by   5.over   6.into   7.of   8.by   9.with   10.into   11.with   

12.under   13.over   14.of   15.for 

 

DAY 3: NOTICE, E-MAIL 

 

1. Notice 

 

What is notice writing? 

A notice is written form of formal message or a type of written announcement made to 

everyone. As notice is a written form of formal message so it is made to inform all about 

various activities like the activities may refer to football tournament or debate competition to 

be held in school, notice for  a holiday, a new scheme implemented by the college for the 

welfare of girls , inter - school competitions and many more .  

Format: 

The notice includes - 

1. Catchy Title – One word or phrase will be accepted as the title of the notice. 

Remember, it should be in accordance with the Topic. For example, if it is about an 

Inter-school Debate Competition, the title can be written as ‘War of Words’. (The 

words used in the title should begin with Capital letters)   

2. Heading - The Heading of the Notice should always be according to main idea on 

which the the notice is based like if it is a notice about a Inter - School  Debate 

Competition then the heading would be " Inter - School Debate Competition " (Each 

word should begin with a capital letter) 

3.  Date - It should be written in the form date in number month in words and then year 

in number. Remember to put a date in advance of the date on which you are writing 

the notice, as you are informing about an upcoming event, not an event which has 

already happened in the past. 

4. Time- The time of the event should be mentioned clearly in the format – from 8:00 

a.m. to 10:30 a.m. 

5. Venue- Venue should be mentioned including the name of place. For example: In the 

auditorium of Shaw Public School, Behala.  

https://www.lexico.com/en/definition/notice


6. Conclusion – Conclude the notice by stating important instructions as per the notice. 

It should be very brief, not exceeding two sentences. 

Tips to Remember regarding Notice Writing 

 Be precise and to the point.  

 It is a formal form of communication so the language used should be formal as well. No 

flowery text. 

 Keep the sentences short and use simple words. Since notices are fairly brief it is best to 

keep it simple. 

 Use passive voice as far as possible. 

 Present your notices in a proper format in a box. The presentation should be neat and thus 

be appealing to the eye. 

 Maintain centre alignment. 

 Leave a line between each point. 

 

Refer to the following sample for a better understanding of the format and marks division. 

(Total marks in Notice writing is 5) 
  

Q: Your school is hosting an inter-school debate competition. Write a notice to be put 

up on the school notice board, informing the students about the event. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                  Title- 1,  Heading-1,  Date-1/2,   Time-1/2,   Venue- 1/2+1/2    Conclusion – 1 

 

2. E-mail 

E-mail, or electronic mail is a formal/informal message sent via internet. We will learn how 

to write formal email, with the purpose to inform/invite/request for a particular special 

event/occasion to heads of institution/ officials of organisations/ other dignitaries. 

 

Format: 

The email includes: 

1. To: A complete plausible email id. (example: principalsps@gmail.com) [1/2 mark] 

War of Words                            

 

Inter School Debate Competition 

 

on 20th July, 2020 

 

from  9:00 a.m. to 12:00 noon 

 

in the auditorium of Shaw Public School, Behala 

 

All students from classes VI to XII who wish to participate in the Inter School 

Debate Competition are to give their names their respective class teachers, by 30th 

June,2020. 

https://www.toppr.com/guides/english/transformation-sentences/active-and-passive-voice/
mailto:principalsps@gmail.com


2. Subject: Must be appropriate to the given topic. (Example: Inter House Debate 

Competition) [1/2 mark] 

3. Salutation: Dear Madam/Dear Sir or Madam/Sir [1/2 mark] 

4. Opening and closing sentence: [1/2+1/2 mark] In the opening sentence, write about 

the event or occasion, adding few necessary information. In the closing sentence, state 

your request/invitation to the person concerned. 

5. Subscription: Thanking you,                                  [1/2 mark] 

                       Yours faithfully, 

                       (sender’s full name) 

                       Designation 

                       Organisation/Institution 

       6. Expression [2 marks]  

 

Tips to Remember regarding Email Writing: 

 

 The tone must be formal. 

 The message is to be conveyed using clear and simple language. 

 Do not use hasty or offensive expressions, short forms or SMS vocabulary and 

spelling. 

 Traditional use for punctuation is to be maintained. 

 Be very particular about the use of capital letters. 

 Communication should follow standard norms of etiquette. 

 Write email in a box. 

 Do not leave line between ‘To’ and ‘Subject’ and between lines in Subscription. 

 Remember to leave lines between paragraphs. (Usually an email has three paragraphs) 

Line should be left between ‘Subject’ and ‘Salutation’, between ‘Salutation’ and first 

paragraph and between third paragraph and ‘Subscription’. 

 Maintain left hand alignment.  

Refer to the following sample for a better understanding of the format and marks division. 

(Total marks in Email writing is 5) 

Q: Write an email to the principal of a neighbouring school requesting him/her to send 

a team to participate in the debate. 
 

Q: Write an email to the Principal of a neighbouring school requesting him/her to send 

a team to participate in the debate. 

 

  

To: principalnghss@gmail.com 

Subject: Inter-School Debate Competition 

 

Dear Madam, 

 

Our school is celebrating its 15
th

 anniversary this year. As a part of the celebrations, we 

are hosting a series of competitions and we are beginning with ‘War of Words’, an Inter 

School Debate Competition. 

 

It will be held on 20th July, 2020 from 9:00 a.m. till 12:00 noon in the auditorium of 

Shaw Public School. 

 

Please send your senior debate team to participate in the event. The topic will be given 

to the participants an hour before the competition. We look forward to your school’s 

participation in the competition. 

 

Thanking you, 

Yours faithfully, 

Iksha Mehta 

Secretary, Debate Club 

Shaw Public School 

 

 

mailto:principalnghss@gmail.com


Please note that notice and email are to be considered as one unit, as the theme is 

common to both. It is only the target audience that is different, example: the Notice is 

for the pupils of the school, whereas the email is meant for Principal/ Guest of Honour 

etc. 

 

WORKSHEET: (a)Your school is organising an Inter House Elocution Competition. 

Write a notice to be put up on the school notice board, informing students from classes 

VII to XII about the event. 

 

(b) Write an email to the Principal of a neighbouring school, inviting him/her to be the 

Chief Judge of the competition. 

 

                                                                                            
                                                                                            Nabanita Mukherjee  20.05.2020 

 

 


