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[Dear Students, 

Please go through the format, rules and sample of Informal Letter given in Week 6 

Study Material before you start doing the following exercise. Do not spend more than 20 

minutes on this question.] 

 

DAY 1: Informal Letter : Exercise: Write a letter to a friend who stays abroad, 

describing what measures are being taken by the citizens of your city to prevent the 

spread of corona virus. 

 

DAY 2: Transformation of Sentences 

 

There are various ways of saying the same thing. Yet we have to follow certain rules of 

grammar in order to maintain accuracy and clarity in what we wish to convey. The 

transformation of a sentence means changing its form without altering its sense. 

 

Let us revise some of the rules. 

 

Interchange of Affirmative and Negative Sentences  

 

How to do? 

 Add a negative word like no, not or never 

 Use the opposite of the word (verb/adjective/noun/adverb) or change the degree of 

comparison used in the affirmative sentence. 

 Example: I am elder to my sister. ---- My sister is not younger than I. 

                Alfred was the best king that ever reigned in England.----No other king in 

England was as good as Alfred. 

 

Interchange of Interrogative and Assertive Sentences 

 Add negative word in the Interrogative Sentence if the assertive sentence is in the 

affirmative. 

 Remove the negative in the Interrogative Sentence if the assertive sentence is in the 

negative. (in other words, if Assertive Sentence is in Negative, then Interrogative 

Sentence will be in Positive and if Assertive Sentence is in Positive, then Interrogative 

Sentence will be Negative) 

 Add a question mark to write Interrogative Sentences. 

 Example: This is the house that we are buying. ---- Isn’t this the house that we are 

buying? 

They are not rich enough to afford this car. ---- Are they rich enough to afford this 

car? 

 

 



 

Interchange of Assertive and Exclamatory Sentences 

 

Consider the following table to learn how we change expression in Exclamatory and 

Assertive Sentences: 

Words/Expressions used in Exclamatory 

Sentence 

Words/Expressions used in Assertive 

Sentence 

What, How, Such Very, Indeed, Great, Truly 

Alas! Indeed unfortunate/Indeed disappointing 

Hurray! It is a great joy 

How I wish to be a bird! I wish I were a bird. (Do not write: I wish I 

was a bird. In case of expressing a wish, 

always use ‘were’) 

 

 Note that an Assertive Sentence always ends with full stop. (.) Exclamatory Sentence 

always ends with an exclamation mark. (!) 

 Example: What a happy day this is! ----This is a very happy day. 

                Alas! We have lost the match. ---- It is indeed unfortunate that we have lost 

the match. 

                How beautiful the landscape is! ---- The landscape is truly beautiful. 

 In sentences like: Ah, what a sight was there! – note that the expression ‘Ah’ 

expresses delight/pleasure. So in spite of the fact that it is not stated clearly what kind 

of a sight it was, we may change the given Exclamatory Sentence into Assertive 

Sentence in the following way: It was a wonderful sight. 

 

WORKSHEET: Rewrite the following sentences according to the instructions given after 

each. Make other changes that may be necessary, but do not change the meaning of each 

sentence. 

 

1. What would I not give you to see you happy! (Change into Assertive sentence) 

2. We cannot expect anybody to be present today. (Change into Interrogative Sentence) 

3. God will not forget the cry of the helpless. (Change into Affirmative sentence) 

4. I wish I were young again. (Change into Exclamatory sentence) 

5. No one can touch this box without my permission. (Change into Interrogative Sentence) 

6. When can their glory fade? (Change into Assertive sentence) 

7. I was doubtful whether it was you. (Change into Negative sentence) 

8. I care very little what he says about me. (Change into Negative sentence) 

9. What an inspiring life he leads! (Change into Assertive sentence) 

10. It is very stupid of me to forget your name. (Change into Exclamatory sentence) 

11. I shall never forget those happy days. (Change into Interrogative Sentence) 

12. Not many guests will accept the invitation. (Change into Affirmative sentence) 

13. Is this the kind of dress to wear in school? (Change into Assertive sentence) 

14. I wish to have a good horse. (Change into Exclamatory sentence) 

15. There is no smoke without fire. (Change into Interrogative Sentence) 

 

ANSWER KEY: 1. I would give everything to see you happy. 

2. Can we expect anybody to be present today? 

3. God will remember the cry of the helpless. 

4. If only I were young again! / How I wish to be young again! 

5. Can anyone touch this box without my permission? 



6. Their glory can never fade. 

7. I was not sure whether it was you. 

8. I don’t care much what he says about me. 

9. He leads a very inspiring life. 

10. How stupid of me to forget your name! 

11. Shall I ever forget those happy days? 

12. Very few guests will accept the invitation. 

13. This is not the kind of dress to wear in school. 

14. If only I had a good horse! 

15. Is there any smoke without fire? 

 

DAY 3: Transformation of Sentences (Continued) 

 

#Adding Question Tags 

 

 A tag question is a special construction in English.  

 It is a statement followed by a mini question. 

 The whole sentence/statement is a tag question, and the mini question at the end is 

called a question tag. 

 A tag is something small that we add to something larger. We use tag question at the 

end of statements to ask for confirmation. 

 

Consider the following structures of a question tag: 

 

Structure 1: 

Positive Statement Negative Tag 

The boys play cricket everyday, don’t they? 

The Earth is a sphere, isn’t it? 

We have purchased this cycle, haven’t we? 

You can finish it on time, can’t you? 

 

Structure 2: 

Negative  Statement Positive Tag 

You don’t like potatoes, do you? 

It isn’t Sunday today, is it? 

They haven’t yet arrived here, have they? 

I can never leave early, can I? 

 

 Some special cases: 

 I am right, aren’t I? 

 You have to go, don’t you? (‘have’ is followed by infinitive ‘to+go’, so question tag 

takes the ‘do’ form of the verb) 

 We have two teachers for English, don’t we? (‘have’ suggests possession and not 

followed by any other form of the verb, so question tag takes ‘do’ form of the verb) 

 Nothing came in the post, did it? (In case of unspecified subjects like ‘nothing’, we 

replace it with the pronoun ‘it’ in the question tag) 

 

Rules to remember: 

 



In order to add a question tag, we have to: 

 Replace the full stop at the end of the sentence with a comma. 

 Add a negative form or remove the negative form of the main verb of the sentence. 

 Keep the same tense as the main verb of the sentence. 

 Begin question tag with the auxiliary verb/ modal verb as used in the statement. Only 

action verbs in the statement takes ‘do’ form of the verb in question tags. 

 Add pronouns like: he, she, it, they, we, you, I. 

 Add a question mark. 

 

Consider the following table for a better clarification: 

 

 
 

#Interchange of so...that and too...to sentences 

 

Rules to remember: 

 

 If the adverb too is followed by an adjective + to infinitive, we expand the sentence 

into two clauses, the first containing so and the second containing that. 

Example: This exercise is too difficult for me to do. ---- This exercise is so difficult 

that I cannot do it. 

 If the sentence containing too…to is in the affirmative, the sentence 

containing so…that will be in the negative. 

Example: This news is too good to be true. ---- This news is so good that it cannot be 

true. 

 If the sentence containing too...to is in negative, the sentence containing so...that will 

be in the affirmative/positive. 

Example: He is too disloyal not to deceive us. ---- He is so disloyal that he will 

deceive us. 



 The tense in so...that sentence and too...to sentence should be kept same. 

 

Study the following examples: 

 The thief ran too fast for the police to catch. 

The thief ran so fast that the police could not catch him. 

 He is too proud to beg. 

He is so proud that he will not beg. 

 The tea was too hot to drink. 

The tea was so hot that I could not drink it. OR The tea was so hot that it could not 

be drunk. 

 The bag was too heavy for me to lift. 

The bag was so heavy that I could not lift it. 

 He spoke too fast to be understood. 

He spoke so fast that he could not be understood. 

#Interchange of as soon as..., no sooner...than, hardly...when, scarcely...before 

 

Note the changes that the sentences undergo in various forms: 

As soon as No sooner...than Hardly...when Scarcely...before 

As soon as the 

teacher walked in, 

the children greeted 

her. 

No sooner did the 

teacher walk in than 

the children greeted 

her. 

Hardly had the 

teacher walked in 

when the children 

greeted her. 

Scarcely had the 

teacher walked in 

before the children 

greeted her. 

As soon as the bell 

rang, the children 

rushed into the bus. 

No sooner did the 

bell ring than the 

children rushed into 

the bus. 

Hardly had the bell 

rung when the 

children rushed into 

the bus. 

Scarcely had the bell 

rung before the 

children rushed into 

the bus. 

As soon as she 

appeared on the 

stage, the audience 

clapped. 

No sooner did she 

appear on the stage 

than the audience 

clapped. 

Hardly had she 

appeared on the stage 

when the audience 

clapped. 

Scarcely had she 

appeared on the stage 

before the audience 

clapped. 

As soon as Santa 

Claus came, the 

children jumped with 

joy. 

No sooner did Santa 

Claus come than the 

children jumped with 

joy. 

Hardly had Santa 

Claus come when the 

children jumped with 

joy. 

Scarcely had Santa 

Claus come before 

the children jumped 

with joy. 

As soon as the police 

arrived, the mob 

dispersed. 

No sooner did the 

police arrive than the 

mob dispersed. 

Hardly had the police 

arrived when the 

mob dispersed. 

Scarcely had the 

police arrive before 

the mob dispersed. 

 

Rules to remember: 

 Sentences containing ‘as soon as’ have two parts/clauses. We insert a comma (,) after 

the first part. 

 Sentences containing ‘no sooner...than’, ‘hardly...had’ and ‘scarcely...before’ have no 

comma in between. 

 When we change ‘as soon as’ to other forms (as given in the table), only the first 

part/clause undergoes change, the comma (,) is replaced with ‘than’, ‘when’ and 

‘before’ and the second part/clause of the sentence remains unchanged. 

 Note that: after ‘did’ we do not use past tense or participle form of the verb. 

After ‘had’ we use participle form of the verb. 



 The tense should not be changed while conversion. 

 Note the change when sentence containing ‘as soon as’ is in present tense: 

As soon as she wakes up early in the morning, she begins to pray. ---- No sooner does 

she wake up early in the morning than she begins to pray./Hardly does she wake up 

early in the morning when she begins to pray) 

 

WORKSHEET: Rewrite the following sentences according to the instructions given after 

each. Make other changes that may be necessary, but do not change the meaning of each 

sentence. 

 

1. Oliver asked for more food and drink. (Add a question tag) 

2. This cup of tea is too hot for me to drink. (Add a question tag) 

3. Your parents will not be back next week. (Add a question tag) 

4. Sheela does not like to converse much. (Add a question tag) 

5. There was too much noise for me to enjoy the film. (Use: so...that) 

6. She is too clever not to see through your tricks. (Use: so...that) 

7. You speak so fast that I cannot follow you. (Use: too...to) 

8. That man is so old that he cannot endure such massive work load. (Use: too...to) 

9. As soon as we set the table, the dogs jumped on to it and ate up all the food. (Begin: 

Hardly...) 

10. Hardly does the snow melt when the town is crowded by tourists. (Begin: As soon as...) 

11. As soon as the lightning struck, a loud noise deafened us. (Begin: Scarcely...) 

12. As soon the Commander-in-chief ordered, the soldiers began to fire. (Begin: No sooner...) 

 

ANSWER KEY: 1.Oliver asked for more food and drink, didn’t he? 

2. This cup of tea is too hot for me to drink, isn’t it? 

3. Your parents will not be back next week, will they? 

4. Sheela does not like to convert much, does she? 

5. There was so much noise that I could not enjoy the film. 

6. She is so clever that she will see through your tricks. 

7. You speak too fast for me to follow. 

8. That man is too old to endure such massive work load. 

9. Hardly had we set the table when the dogs jumped on to it and ate up all the food. 

10. As soon as the snow melts, the town is crowded by tourists. 

11. Scarcely had the lightning struck before a loud noise deafened us. 

12. No sooner did the Commander-in-chief ordered than the soldiers began to fire. 

 

DAY 4: Transformation of Sentences (Continued) 

 

#Beginning a Sentence with ‘But’ 

 

Beginning a sentence with ‘but’ can be done in the following way: 

Example: 1.If he had not helped me, I would have failed. ----  But for his help, I would have 

failed. 

2. If you had not arrived, we would have been late for school. ---- But for your arrival, we 

would have been late for school. 

3. If the child didn’t know how to swim, he would have drowned. ---- But for the child 

knowing to swim, he would have drowned. 

4. If Jatin had not noticed the speeding car, the old woman would have been killed. ---- But 

for Jatin noticing the speeding car, the old woman would have been killed. 



 

Rules to remember: 

 To convert sentences beginning with ‘If’ to sentences beginning with ‘But’, change 

the first part/clause of the given sentence, the second part/clause of the sentence 

should be kept unchanged. 

 After ‘but’, place ‘for’. 

 Change personal pronouns like ‘he’, ‘she’, ‘they’, ‘I’ to possessive adjectives like 

‘his’, ‘her’, ‘their’, ‘my’. In case of Proper noun, do not make any change. 

 Use the noun form of the verb. 

 

#Beginning sentence with ‘None’ 

 

Example: 1. Only he knew the shortest route to the cave. --- None but he knew the shortest 

route to the cave. / None other than he knew the shortest route to the cave. 

                  2. Only one customer is allowed inside at a time. ---- None but one customer is 

allowed inside at a time. / None other than one customer is allowed inside at a time. 

 

Rule to remember: 

 Replace ‘only’ with ‘None but’ or ‘None other than’. 

 

#Beginning a sentence with ‘Only’ 

 

When we begin a sentence with ‘Only’, we have to be very careful in the placement of the 

subject and the verb. 

Example: 1.You can enter the stadium only if you have a valid ticket. --- Only if you have a 

valid ticket can you enter the stadium. 

2. She can participate in the contest only if she qualifies for the next round. --- Only if she 

qualifies for the next round can she participate in the contest. 

 

How to do? 

 In examples 1 and 2, we have two parts in each sentence --- 1. You can enter the 

stadium (Part 1) only if you have a valid ticket. (Part 2).  

Example 2: She can participate in the contest (Part 1) only if she qualifies for the next 

round. (Part 2) When we begin sentence with ‘only’, we should always begin with 

Part 2. 

 As soon as Part 2 is written, we have to interchange the position of the first two words 

of Part 1. So, ‘you can enter the stadium’ and ‘she can participate in the contest’ 

becomes ‘can you enter the stadium’ and ‘can she participate in the contest’. 

 Wrong sentences – 1. Only if you have a valid ticket you can enter the stadium. 

/2. Only if she qualifies for the next round she can participate in the contest. 
 

#Sentences with the word ‘Lest’ 

 

The word ‘lest’ means ‘in case’. It is generally followed by ‘should’ or no modals at all. 

Example: 1. Put the toys away or the children may fall over them. 

                 2. Light a torch or you may get lost in the dark. 

Answers: 1. Put the toys away lest the children should fall over them. / 1. Put the toys away 

lest the children fall over them. 

2. Light a torch lest you should get lost in the dark. / Light a torch lest you get lost in the 

dark. 



 

Rules to remember: 

 Replace ‘or’ with ‘lest’. 

 Remove modal verbs. The modal verb in the given sentences is ‘may’. 

 If you want to use modal verb ‘should’ in sentences with ‘lest’, replace modal verb in 

the given sentence with ‘should’. 

 Wrong sentences:  

1. Light a torch lest you may get lost in the dark. 

2. Put the toys away lest the children may fall over them.  

 

WORKSHEET: Rewrite the following sentences according to the instructions given after 

each. Make other changes that may be necessary, but do not change the meaning of each 

sentence. 

1. If the doctor had not given the medicine, the patient would have died. (Begin: But...) 

2. If it had not been so sunny, we could have gone to the beach. (Begin: But...) 

3. If his health had not been so good, he would have been infected by the virus. (Begin: 

But...) 

4. Only the parents and the teachers attended the school meeting. (Use: None) 

5. Only the children of this school are participating in this event. (Use: None) 

6. You cannot enter the hall without a valid pass. (Begin: Only...) 

7. Surili will not be allowed to sit for the test if she fails to deposit the exam fee. (Begin: 

Only...) 

8. Remind him about the party or he might forget to come. (Use: lest) 

9. Keep a back up of your documents or you may lose track of them. (Use: lest) 

10. If he had not scored a century, the team would have lost the match. (Begin: But...) 

 

ANSWER KEY: 1. But for the doctor giving the medicine, the patient would have died. 

2. But for it being so sunny, we could have gone to the beach. 

3. But for his good health, he would have been infected by the virus. 

4. None but the parents and the teachers attended the school meeting. / None other than the 

parents and the teachers attended the school meeting. 

5. None but the children of this school are participating in this event. / None other than the 

children of this school are participating in the event. 

6. Only if you have a valid pass can you enter the hall. 

7. Only if Surili deposits the exam fee will she be allowed to sit for the test. 

8. Remind him about the party lest he forgets to come. / Remind him about the party lest he 

should forget to come. 

9. Keep a back up of the documents lest you lose track of them. / Keep a back up of the 

documents lest you should lose track of them. 

10. But for his scoring a century, the team would have lost the match. 

 

Topic: Descriptive Essay(Revision) 

                                           



How to Write a Descriptive Essay 

One of the keys to writing a descriptive essay is to create a picture in your reading audience’s 

mind by engaging all five of their senses – smell, sight, touch, taste and sound. If you can do 

this, then your essay is a success, if not, then you have a lot of work to do. The first steps in 

writing a descriptive essay will lay the groundwork for the entire piece. 

 

#Step 1: Choose a topic 

 A descriptive essay will usually focus on a single event, a person, a location or an 

item. When you write your essay, it is your job to convey your idea about that topic 

through your description of that topic and the way that you lay things out for your 

reader. You need to show your reader (not tell them) what you are trying to describe 

by illustrating a picture in their mind’s eye very carefully. 

 

 Your essay needs to be structured in a manner that helps your topic to make sense. If 

you are describing an event, you will need to write your paragraphs in chronological 

order. If you are writing about a person or a place you need to order the paragraphs so 

that you start off in a general manner and then write more specific details later. Your 

introductory paragraph sets the tone for the rest of the essay, so it needs to set out all 

of the main ideas that you are going to cover in your essay. 

 

#Step 2: Create a statement 

The next step is to create a thesis statement. This is a single idea that will be prominent 

throughout your essay. It not only sets out the purpose of the essay, but regulates the way that 

the information is conveyed in the writing of that essay. This is an introductory paragraph 

that sets out your topic framework. 

 

#Step 3: Get the senses right 

 Next, create five labelled columns in your mind, each one having a different of the 

five senses. This labelled list will help you to sort out your thoughts as you describe 

your topic – the taste, sight, touch, smell and sound of your topic can be sketched out 

among the columns. List out in the columns any sensation or feeling that you 

associate with the topic that you are writing about. You need to provide full sensory 

details that help to support the thesis. You can utilize literary tools such as metaphors, 

similes, personification and descriptive adjectives. 

 

 Once you have the columns laid out you can start to fill them with details that help to 

support your thesis. These should be the most interesting items that you have noted in 

your columns and will the details that you flesh out into the paragraphs of the body of 

your essay. Topics are set out in each separate paragraph and a topic sentence begins 

that paragraph and need to relate to your introductory paragraph and your thesis. 

 

#Step 4: Create an outline 

The next step is to create an outline listing the details of the discussion of each paragraph. 

The standard three - paragraph essay has a particular structure including the introductory 

paragraph with the inclusion of a thesis statement, followed by the body of the essay which 

prove that statement. 

 

#Step 5: Write the conclusion 

Finally, the conclusion paragraph makes a summary of the entirety of your essay. This 

conclusion also needs to reaffirm your thesis (if necessary). Your conclusion needs to be well 



written because it is the final thing to be read by your reader and will remain on their mind 

the longest after they have read the remainder of your essay. 

 

#Step 6: Review your essay 

 It is important to take a break from your writing once you have completed the work. 

By stepping away from the work for a short time you can clear your mind and take a 

short rest. You can then take a look at the essay with fresh eyes and view it in much 

the same way that a person reading it will when they first see the piece. 

 

 After you have taken a short break or a walk (or whatever the case may be), read the 

entire essay again thinking about your reader. You should ask yourself if you were the 

reader, would the essay make sense to you? Is it easy to read so that anyone can 

understand what the topic of the essay is? Do any of the paragraphs need to be 

rewritten because they are confusing and need to be better written to be descriptive? 

 

 Your choice of words and language need to convey what you are trying to describe 

when you talk about a particular topic. The details that you have provided should give 

your reader enough information that they can form a complete picture. Any details in 

the essay should help a reader to understand the meaning of the topic from the 

writer’s point of view. 

 

 Read your entire essay over again, out loud this time. Sometimes reading something 

out loud can help to identify any issues that should be worked out. Read the essay 

again to a friend or family member and have them give you any criticisms that they 

might have. Have someone else ready your essay and then ask them if anything needs 

to be clarified or if they received a clear picture from the details given in the essay. 

 

#Step 7: Finish it up 

Finally, read your essay again very carefully and check for any grammar, punctuation or 

spelling errors that are obvious within the essay. If you find any clichés, be sure to delete 

them, they certainly do not belong in your essay. If there are any parts that are not completely 

descriptive or don’t make as much sense as you would like them to, rewrite them once again 

and then follow the proof reading and reading aloud process again to ensure that the final 

product is exactly as expected. You can never be too thorough when it comes to reading the 

essay over again and checking for any areas that need to be reworked. 

 

 Students, these guidelines are provided to give you a clear idea about how you 

should practise writing descriptive essays at home. 

 Remember to leave 2 finger gap before starting a new paragraph. 

 Make sure you are writing grammatically correct and meaningful sentences. 

 You will be asked to write the essay from 250 to 300 words 

 Total marks allotted for essay writing is 20. 

 Do not spend more than 30 minutes on essay writing. 

 Now, let us consider the following sample of Descriptive Essay writing. 

           [Remember: the more you read, the clearer your idea about essay writing will be] 

 

Q: One of your parents has influenced you considerably. Give details of the influence. 

(ICSE 2012) 

(Or) 



Many people play very important roles in our lives. Describe in vivid detail any one 

person and show how he/ she has played a very special influence in your life. 

 

(Chalk out in your mind) 

Introduction: Influence of parents 

 Greatly influenced by my mother 

 By her industrious nature and qualities of head and heart 

 Love, compassion and sacrifice 

 Willpower and perseverance 

Conclusion: My guide and mentor 

    We are blessed for having parents to look and care for us. They are an incarnation of 

God, for they bring us into the world, and also take care of us when we need them the 

most. They are the ultimate role models, for no other person influences us more than 

our parents. They are there in our sorrow, mitigating our grief and jubilant in our 

happiness, multiplying it manifold. We not only imbibe good virtues from them, but 

also learn to differentiate between good and evil. They leave an indelible impression on 

our mind, which consciously or unconsciously influence our life. Though I love both my 

parents, I am however more influenced by my mother. 

    She has a positive and overwhelming influence on me. She is by nature very 

industrious and loving. Getting up early in the morning, she goes about the daily chores. 

After serving breakfast, packing my lunch box and sending me to school, she goes to 

office. In the evening she has ample time for me hearing my adventures through the day 

and then helping me with my homework. Her stellar qualities of head and heart have 

drawn me close to her. She is very large hearted and forgiving by nature and has often 

stood by me even when I was at fault. Nevertheless, she is strict and stem so that I do 

not repeat it again. This understanding makes me share all my worries and 

apprehensions with her. She encourages me to take decisions, at the same time giving 

me dispassionate advice and suggestions, which boosts my confidence. 

She is an embodiment of love and compassion. Her dedication to work has a great 

influence on my outlook to life. It has enabled me to appreciate emotions like love and 

compassion, which makes one a good human being. Her willpower and perseverance 

makes me proud of her. Despite her busy work schedule, she persevered to complete her 

PhD after doing her post graduation quite some time back. She accomplished this feat 

in the face off many odds, like insufficient time and my illness. I have great respect for 

the redoubtable spirit, which makes her face great odds with a positive approach. 

    I do not have to look elsewhere, for inspiration. She is my mentor and guide. Her only 

advice to me is to be myself, with a clear objective in life. According to her nothing is 

impossible, provided one strives for it. She firmly believes in the words of H.W. 

Longfellow, “Life’s battle don’t always go to the stronger or the fastest man, But sooner 

or later the man who wins is the man who thinks he can.” 

 

 

                                                                                        Nabanita Mukherjee   12.06.2020 

 


