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Day 1: RECAPITULATION OF NON FINITES 

 

[Before we start today’s lesson, let us revise Non Finite and Finite Verbs from the 

matter given in the 1
st
 week of April] 

 Finite Verb – agrees with subject (person and number), marked for tense, stands by 

itself in a sentence. 

 Non Finite Verbs – does not agree with subject (person and number), does not 

change with tense. 

 Example (Finite) – He ran as he was chased by a bull 

               (Non Finite) – Having been chased by a bull, he ran. 

 

Non-Finites take 3 different forms - Participle (acts as verb, adverb, adjective; questions 

asked: HOW, IN WHAT CONDITION, WHY) 

- Infinitive (to+verb) 

- Gerund (acts as noun – object to the verb, subject to 

the verb and object to the preposition; question asked : 

WHAT) 

Examples – 1. A barking dog seldom bites. (Participle acting as adjective; describes noun 

dog) 

2. Talking over the phone, she walked in the garden. (Participle acting as the verb of subject 

she) 

3. He ran through the streets, cheering. (Participle acting as adverb; describes how the verb 

ran is done) 

4. Raquel took out the pistol to defend herself. (infinitive : to+verb defend) 

5. Smiling bright makes the day worthwhile. (Gerund smiling, acting as the subject to the 

verb makes; answers to the question: What makes the day worthwhile?) 

6. I like staring at the moon for a long time. (Gerund staring acts as the object to the verb 

like; answers to the question: What do I like?) 

7. She is fond of playing piano. (Gerund playing acts as the object to the preposition of; 

answers to the question: What is she fond of?) 

 

Don’t Forget, Gerund and Infinitive may take the form of noun and verb, without a 

change in meaning: 

 1. To get up early in the morning is a good habit. = Getting up early in the morning is a good 

habit. 

2. Birds love to sing. = Birds love singing. 

3. To respect our parents is our duty. = Respecting our parents is our duty. 

4. He refused to obey the orders. = He refused obeying the orders. 



5. Will you continue to work after your illness? = Will you continue working after your 

illness? 

 

We have already learnt how to change Participle into Finite Verb and vice versa. Let’s 

try once more: 

Before we start, let us learn a quick tip: 

When to use Perfect Participle beginning with Having... 

Use Perfect Participle to denote an action completed before the action denoted by the 

finite verb. 

Example: 1.Having got dressed, he slowly went downstairs. (1
st
 action=he got dressed, 2

nd
 

action=he went downstairs. 

2. Having finished their training, they will be fully qualified doctors. (1
st
 action=they finish 

their training, 2
nd

 action=they will be qualified. 

3. Having read the instructions properly, I learnt how the machine worked. (1
st
 action=I read 

the instructions, 2
nd

 action=I learnt. 

 

Please note, in the above examples, the first action and the 2
nd

 action are not happening 

at the same time, the 2
nd

 action takes place only after the 1
st
 action is completed. 

 

Now look at the following examples: 

1. Walking on the roof, he slipped and fell. 

2. Listening to music, my mother cooked in the kitchen. 

3. Enchanted (delighted) with the whole scene, I continued to sail. 

 

(The participles walking, listening and enchanted take place at the same time with the 

finite verbs slipped, cooked and continued. So, Perfect Participle Having is not used.) 

Do not forget to insert comma (,) if you start a sentence with participle. 

 

WORKSHEET 1: Rewrite each of the following sentences by changing the Finite Verb into 

Participle: 

1. We met an old Sadhu who was walking to Benaras. 

2. As the winter came on, the grasshopper had no food. 

3. As the stable door was open, the horse was stolen. 

4. As Caesar was murdered, the dictatorship came to an end. 

5. After he had done his lesson, he went out to play cricket. 

6. As he was overpowered, he surrendered. 

7. If you follow my advice, you will benefit yourself. 

8. After the people had taken their seats, the bus started. 

9. He made no further attempts as he failed in the first attempt. 

10. As we didn’t have a guide with us, we lost our way. 

 

ANSWER KEY: 1.We met an old Sadhu walking to Benaras. 

2. Winter coming on, the grasshopper had no food. 

3. The stable door being open, the horse was stolen. 

4. Caesar being murdered, the dictatorship came to end. 

5. Having done his lesson, he went out to play cricket. 

6. Having been overpowered, he surrendered. 

7. Following my advice, you will benefit yourself. 

8. The people having taken their seats, the bus started. 

9. Having failed in the first attempt, he made no further attempts. 



10. Having no guide with us, we lost our way. 

 

DAY 2: JOINING SENTENCES WITH NON FINITES 

 

In today’s lesson, we will learn how to join sentences with Non Finites: 

 

1. Joining with Present Participle and Past Participle: 

 Identify the subject and object (if any); avoid repeating the subject and object. It 

should be written only once. 

 Point out the verbs. 

 Identify the 1
st
 action and 2

nd
 action 

 Change the 1
st
 action verb to participle 

 In case of presence of object, the verb performed by the object should be changed to 

participle. 

 Insert comma (if sentence begins with participle) 

 Keep the 2
nd

 action intact, without any change. 

Example: 1.She drove as quickly as possible. She arrived just in time. 

                 Subject – She, Verbs -2; drove (1
st
 action), arrived (2

nd
 action) 

Answer: Driving as quickly as possible, she arrived just in time. 

 

2. The hungry fox saw a bunch of grapes. It was hanging from a vine. 

    Subject – fox, verb – saw; object – bunch of grapes. Verb – was hanging. 

Answer: The hungry fox saw a bunch of grapes hanging from a vine. 

 

3. He hurt his leg. He stopped walking.  

    Subject – He, Verbs – 2; hurt (1
st
 action), stopped (2

nd
 action) 

 Answer: Having hurt his leg, he stopped walking. 

 

2. Joining with Infinitive: 

  

Please note that, other than being used as noun, Infinitives are also used in the following 

ways: 

1. He wept to see his poor performance. (Cause) 

2. Raquel took out the pistol to defend herself. (Purpose) 

3. This medicine is pleasant to take. (To qualify an adjective ‘pleasant’) 

4. To tell the truth, I quite forgot my promise. ( To qualify as a sentence) 

 

Rules: 

 

 Identify the subject and object (if any); avoid repeating the subject and object. It 

should be written only once. 

 Identify the Finite verb. 

 Keep in mind how the infinitive in a particular sentence should be used, - as a noun, 

cause, purpose,  to qualify as an objective or to qualify as a sentence) 

 

Example: 1.You must give me the keys. If you do that you will be able to save your life. 

                  Subject – you, object – me, finite verb – give. Sentence is about the purpose of 

‘you’ giving the keys to ‘me’. 

Answer: You must give me the keys to save your life. 



 

2. I speak the truth. I am not afraid of it. 

   Subject – I, Finite verb – speak. Sentence is about answering the question: what I am 

not afraid of? 

Answer: I am not afraid to speak the truth. 

 

3. I have no interest in politics. I must admit it frankly. 

   Subject – I, Finite verb – admit. Sentence is about the subject admitting a fact frankly. 

Answer: To be frank, I have no interest in politics.  

 

WORKSHEET 2: Combine the following pairs of sentence by making use of participle: 

1. The magician took pity on the mouse. He turned it into a cat. 

2. The porter opened the gate. We entered. 

3. We started early. We arrived at noon. 

4. We met a man. He was carrying a load of wood. 

5. He seized his stick. He rushed to the door. 

6. The hunter took up his gun. He went out to shoot the lion. 

7. Nanak met his brother in the street. He asked him where he was going. 

8. They had no fodder. They could give the cow nothing to eat. 

 

WORKSHEET 3: Combine the following pairs of sentence by making use of infinitive: 

1. He did not have even a rupee with him. He could not buy a loaf of bread. 

2. Every cricket team has a captain. He directs the other players. 

3. He went to Amritsar. He wanted to visit the Golden Temple. 

4. The strikers held a meeting. They wished to discuss the terms of the employers. 

5. He wants to earn his livelihood. He works hard for that reason. 

6. The robber took out a knife. He intended to frighten the old man. 

7. She is out so late. I thought it strange. 

8. This is too heavy. You cannot lift it. 

 

ANSWER KEY: (Worksheet 2)  

1. Taking pity on the mouse, the magician turned it into a cat. 

2. The porter having opened the gate, we entered. 

3. Having started early, we arrived at noon. 

4. We met a man carrying a load of wood. 

5. Having seized his stick, he rushed to the door. 

6. Having taken up his gun, the hunter went out to shoot the lion. 

7. Having met his brother in the street, Nanak asked him where he was going. 

8. Having no fodder, they could give the cow nothing to eat. 

 

(Worksheet 3): 1. He did not have even a rupee with him to buy a loaf of bread. 

2. Every cricket team has a captain to direct the other players. 

3. He went to Amritsar to visit the Golden Temple. 

4. The strikers held a meeting to discuss the terms of the employers. 

5. He works hard to earn his livelihood. 

6. The robber took out a knife to frighten the old man. 

7. I thought it strange for her to be out so late. 

8. This is too heavy for you to lift. 

 

 



DAY 3: FORMAL LETTER 

 

LET’S REVISE THE FORMAT ONCE AGAIN 

 

1. Sender’s Address: 

 Put the sender’s (your) address on the top right-hand corner of the page. 

 The address should be complete and accurate. (3-line address including the pin code 

is a must) 

 

Date:  Leave a line after you complete writing your address. (on the right-hand side of the 

page) This is the day on which you write the letter. 

For example: If you are writing the letter on 12th May, then the Date should be 12th May, 

2020. Do not use abbreviation (short form). Write 25th September, 2020. Do not write 

25th Sep, 20. 

 

Make sure the ‘th’ after 12th should touch the line of the page. Likewise, if the date is: 

21st, ‘st’ should touch the line of the page, 

22nd, ‘nd’ should touch the line of the page. 

23rd, ‘rd’ should touch the line of the page. 

 

2. Receiver’s Address:  

 Leave a line; come to the left-hand side of the page 

 Don’t write ‘To’ above the address 

 Make sure you write the official title/name/position of the receiver as the first line of 

the address, that is, The Editor/The Chairman/The Officer-in-Charge etc. 

 Write the name of the organisation or institution to which the receiver belongs. For 

example: The Statesman/The Kolkata Municipal Corporation/Behala Police Station 

(whichever applicable). 

 Write the address with pin code. (3-line address is a must) 

 Do not use any abbreviations (short forms) in case of Pin code. Write Kolkata-

700061 instead of Kol-61. 

 

3. Greeting: 

 This is where you greet the person you are addressing the letter to. Since it is a formal 

letter, the greeting should not be personal. 

 Leave a line after the receiver’s address in the left-hand corner, and write Dear Sir or 

Dear Madam or only Sir/Madam. 

 Don’t write ‘Respected’; this is a wrong format. 

 Insert comma (,) after the Greeting 

 

4. Introduction: 

 Just below the comma used after the greeting, start the introduction. Don’t leave any 

line. Remember to maintain the same alignment (margin) for Introduction, Body  

 Introduce the topic of concern in the letter. 

 It should be very formal and compact mentioning all the points as given in the letter 

topic. 

 

5. Body of the Letter: 

 Do not leave any line after introduction. 



 This is the 2
nd

 paragraph which should carry the main content of the letter. 

 The tone of the content should be formal. 

 Write in a compact manner, without much exaggeration. It should be to the point. 

 

6. Conclusion: 

 Do not leave any line after body of the letter. 

 If you are writing to the editor, request him/her to publish your concern in his 

esteemed column/reputed newspaper so that it attracts the attention of the concerned 

authorities to take necessary steps as soon as possible. 

 If you are writing to the Commissioner or Officer-in-Charge, or the Chairman, request 

him to look into the matter of your concern and to take immediate necessary steps. 

 After the conclusion is written, without leaving a line, write Thanking you, following 

the same alignment (margin) of the sender’s address, in the right-hand corner of the 

page. 

 Insert comma (,) after Thanking you 

 Without leaving a line, write Yours faithfully, (note: comma should be put after 

Yours faithfully). 

 Starting from just below ‘Y’ of Yours faithfully, write your full name (without any 

full stop) 

 

Marks Division: Format=3  Content=2  Expression=5  [Total=10] 

 

Sample Letter: 

 

Q: Write a letter to the Police Commissioner of your city drawing his/her attention to 

the problems created by hawkers outside your school. Tell what dangers they pose and 

offer solutions for their rehabilitation. 

 

                                                                                                369/A, Biren Roy Road, 

                                                                                                Behala, 

                                                                                                Kolkata-700061. 

                

                                                                                                12th May, 2020. 

 

The Police Commissioner, 

The Office of Police Commissioner, 

6, Lindsay Street, 

Kolkata-700001. 

 

Dear Sir, 

              I am Sunidhi Mitra, a student of Shaw Public School in Behala, Kolkata. I would 

like to draw your attention to the problems created by hawkers outside our school, which has 

been causing severe inconvenience for the students and staff of the school. As a result, the 

smooth functioning of the institution is interrupted. 

             The hawkers sell food and toys from 8 a.m. to 3 p.m. A number of our school 

students and other children in the neighbourhood cluster around them. So, the lane in front of 

our school remains blocked and congested in the rush hours. The hawkers sell open food, 

without maintaining proper hygiene, thus, it has ill effects on the physical condition of the 



students. Due to the congestion in the rush hours, the students and the staff members are 

unable to use the shortest route to school. 

           I would request you to look into this problem and have the hawkers move into the field 

behind our school so that it is ensured they are not deprived of their livelihood and the area in 

front of our school remains congestion free. The hawkers should also be warned about the 

importance of hygiene and the sale of clean food so that the students do not fall sick. I hope 

you will consider my suggestions and take necessary steps as outlined in my letter. 

                                                                                                 Thanking you, 

                                                                                                 Yours faithfully, 

                                                                                                  Sunidhi Mitra 

 

EXERCISE: You want to visit a historical museum in your city to collect information for 

your History Project. Write a letter to the Secretary of the museum, seeking his/her 

permission to visit the museum and requesting him/her to provide you with a guide to help 

you. State the reason for your visit. 

 

DAY 4: SUMMARY WRITING 

 

HOW TO WRITE A GOOD SUMMARY 

 Read the comprehension passage thoroughly, at least twice. 

 Read the question given. Note that the word limit of Summary Writing is 50. 

Find out EXACTLY WHAT IS ASKED. You should keep in mind that the answer to 

the question should be to the point, and not the summary of the entire passage. 

 Underline points from the passage relevant to the question given. 

 Now, put the heading ROUGH DRAFT and make a grid of the number of words 

required, in the following way: (USE PEN) 

 

ROUGH DRAFT 

1 1 2 3 4 5 

2      

3      

4      

5      

6      

7      

8      

9      

10      

 Write down the answer in the fewest words possible. You may shorten the sentences, 

omit unnecessary articles. Do not repeat points and write grammatically correct 

sentences, with all the relevant points. Note that hyphenated words (like mid-

September) should be written in one box. If you are writing a name like Mr 

Fernandez, then write the words ‘Mr’ and ‘Fernandez’ in separate boxes. Use one box 

for single-lettered word (I) and article ‘a’; you should not write any other word in the 

same box.  

 You may initially use a pencil to jot down the points in the rough draft so that 

you can edit it, as per your requirement. 

 After framing the answer, cut the entire rough draft with a single diagonal cut. (Use a 

pencil), in the following way: 



 

 

 

 

ROUGH DRAFT 

1 1 2 3 4 5 

2      

3      

4      

5      

6      

7      

8      

9      

10      

 

 Now, make a similar grid with a heading FAIR COPY, and copy the same points 

written in the ROUGH DRAFT. 

 

Sample Summary Writing: 

Read the passage carefully: 

 

Richard Parker was so named because of a clerical error. A panther was terrorising the 

Khulna district of Bangladesh, just outside the Sundarbans. It has recently carried off a little 

girl. She was the seventh person killed in two months by the animal. And it was growing 

bolder. The previous victim was a man who had been attacked in broad daylight in his field. 

The beast dragged him off into the forest and his corpse was later found hanging from a tree. 

The villagers kept a watch nearby that night, hoping to surprise the panther and kill it, but it 

never appeared. 

The Forest Department hired a professional hunter. He set up a small, hidden platform in a 

tree near a river where two of the attacks had taken place. A goat was tied to a stake on the 

river’s bank. He hunter waited several nights. He assumed the panther would be an old, 

wasted male with worn teeth, incapable of catching anything more difficult than a human. 

But it was a sleek tiger that stepped into the open one night: a female with a single cub. The 

goat bleated. Oddly, the club, who looked to be about three months old, paid little attention to 

the goat. It raced to the water’s edge, where it drank eagerly. Its mother followed it. Of 

hunger and thirst, thirst is the greater urge. Only once the tiger had quenched her thirst did 

she turn to the goat to satisfy her hunger. 

The hunter had two rifles with him: one with real bullets, the other with immobilising darts. 

This animal was not a man-eater, but was so close to human habitation that she might pose a 

threat to the villagers, especially as she was with cub. He picked up the gun with the darts. He 

fired as the tiger was about to attack the goat. The tiger reared up and snarled and raced away. 

But immobilising darts don’t bring on sleep gently, they knock the creature out without 

warning. A burst of activity on the animal’s part makes it act all the faster. 

The hunter, whose name was Richard Parker, picked it up and with his bare hands and 

remembering how it has rushed to drink in river, named it Thirsty. But the shipping clerk at 

the Howrah train station was evidently a man both confused and diligent. All the papers 



received with the cub clearly stated that its name was None Given. Richard Parker’s name 

stuck. I don’t know if the hunter was ever called Thirsty None Given! 

Q:  In not more than 50 words narrate how the hunter and his assistants captured the 

tiger and her cub. 

 

Answer: 

ROUGH DRAFT 

1 1 2 3 4 5 

2 The  professional hunter set  up 

3 a platform near the river 

4 and tied a goat. The 

5 goat approached after a tigress 

6 with cub quenched her thirst. 

7 Hunter used an immobilising gun 

8 which made the tiger lose 

9 her balance and she collapsed. 

10 The cub was found nearby. 

 

 

           FAIR COPY 

1 1 2 3 4 5 

2 The  professional hunter set  up 

3 a platform near the river 

4 and tied a goat. The 

5 goat approached after a tigress 

6 with cub quenched her thirst. 

7 Hunter used an immobilising gun 

8 which made the tiger lose 

9 her balance and she collapsed. 

10 The cub was found nearby. 

 

[Note: The relevant points are already underlined in the passage]. 

 

EXERCISE: Read the passage carefully: 

 

There were other boys in Manjari village, but Bisnu was the only one who went to school. 

His mother would not have fussed if had stayed at home and worked in the fields. That was 

what the other boys did, all except lazy Chittru, who preferred fishing in the stream or 

helping himself for the fruit other people’s trees. But Bisnu went to school. He went because 

he wanted to. No one could force him to go and no one could stop him from going. He had 

set his heart on receiving a good schooling. He wanted to read and write as anyone in the big 

world and so he walked to school every day. 

A colony of langoors lived in the forest. They fed on oak leaves, acorns, and other green 

things and usually remained in the trees, coming down to the ground only to play or sun 

themselves. They were beautiful, supple-limbed animals, with black faces and silver-grey 

coats and long, sensitive tails. They leapt from tree to tree with great agility. The young ones 

wrestled on the grass like boys. 



A dignified community, the langoors did not have the cheekiness or dishonest habits of the 

red monkeys of the plains; they did not approach dogs or humans. But they had grown used 

to Bisnu’s comings and goings and did not fear him. Some of the older ones would watch him 

quietly, a little puzzled. They did not go near the town; because the boys threw stones on 

them. And anyway, the forest gave them all the food they required. Coming from another 

direction was a second path, and at the junction of the two paths Sarru was waiting for him. 

Sarru came from a small village about three miles from Bisnu’s and closer to the town. 

Q:  In not more than 50 words describe what the narrator tells us about the behaviour 

of the langoors. 

 

ANSWER KEY: 

 They fed on oak leaves, acorns, and other green things and usually remained in the 

trees.  

 They were found coming down to the ground only to play or sun themselves.  

 They were beautiful, supple-limbed animals, with black faces and silver-grey coats 

and long, sensitive tails.  

 They leapt from tree to tree with great agility. The young ones wrestled on the grass 

like boys. 

 

                                                                      Nabanita Mukherjee  12.05.2020 


