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Unit 01 - People 

01. Match the adjectives with the appearance of the people. 

Adjectives       Appearance 

average       skin   

bald        shoulders 

broad        nose 

curly        lips 

dark        height 

full        head 

long        hair 

medium       face 

middle        eyes 

oval        build  

sharp        age 

 

02. Read the following notice and fill the relevant information. One is done for you. 

Lost 

A brown colour, men's wallet with money and two credit cards in it was lost yesterday (10th 

June) around 4.30 p.m. near the Children’s Park on Park Street, Colombo 05. If found, 

please contact the security office of the Children’s Park. A wonderful reward awaits. 

1 Thing  

2 Colour brown 

3 The place where it was lost  

4 Date when it was lost  

5 Things inside  

6 The place to contact  

 

03. Put the following adjectives in the right column. 

pessimistic, untidy, noisy, obedient, honest, careless, wasteful, kind, truthful, stingy, 

friendly,  optimistic, loyal, lazy. 

Positive Negative 

kind wasteful 
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04. Change the followings in “Reported speech”. First one is done for you. 

a) She said, “I didn‟t go to the party” 

She said that she hadn’t gone to the party. 

b) Ramesh told me, “He hasn’t eaten breakfast” 

Ramesh told me _____________________________________________________ 

c) Suba said, “I can help you tomorrow” 

Suba  _____________________________________________________________ 

d) Tharshi told me, “You should go to bed early” 

__________________________________________________________________ 

e) Sana said, “I won’t see you tomorrow” 

__________________________________________________________________ 

f) Aarujan said, “I’m living in Paris for a few months” 

__________________________________________________________________ 

g) Gnani told me, “I visited my parents at the weekend” 

__________________________________________________________________ 

h) Akshara said, “She hasn’t eaten thosai before” 

__________________________________________________________________ 

i) Ranka told me, “I’ll do the washing-up later” 

__________________________________________________________________ 

j) Saba said , “He could read when he was three” 

__________________________________________________________________ 

k) Jeyanthi said, “I was sleeping, when Julie called” 

__________________________________________________________________ 

 

05. Read the text and do the activities. 

Hello! My name is Joe Green and I'm eleven years old. This is 

a picture of my family. My mother, Emily Green, is on the 

right. She is thirty-five years old and she is very pretty. She is 

tall and thin. She has got big dark eyes, long, straight dark hair, 

a small nose and a small mouth. My father, John Green, is on 

the left. He is forty years old. He is tall and slim. He has got 

short brown hair and small dark eyes. He's got a big mouth and 

a big nose. My sister, Judith, is right behind me. She is thirteen 

years old and she's really nice. She has got long, curly red hair, 

big brown eyes, a small nose and a small mouth. She's got freckles. I almost forgot 

Twinkle, our pet dog. He's very loyal. We are a happy family. 

A. Write true or false. 

1. Joe’s mother is short.  ( ) 

2. His parents are plump. ( ) 

3. His father has a small nose. ( ) 

4. His hair is brown.  ( ) 

5. Joe’s sister has got freckles.  ( ) 

6. Joe is thirteen years old. ( ) 

7. They are a happy family. ( ) 
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B. Answer the questions. 

1. Has Joe’s father got curly hair? …………………………………………………. 

2. What is his sister like? .............……………………………………………………. 

3. How old is she? …………………………………………………………………. 

4. Has his mother got brown eyes?………………………………………................... 

5. Is she tall?.................................……………………………………………………. 

6. What’s his father like?..............…………………………………………………… 

7. Who is Twinkle?.......................…………………………………………………… 

 

06. Fill in the blanks below to complete the sentences. Use the words from the box. 

ADJECTIVES (Describing People) 

ADJECTIVE OPPOSITE ADJECTIVE OPPOSITE ADJECTIVE OPPOSITE 

careful careless healthy sick shy outgoing 

 
fat thin lazy hard-working smart stupid 

friendly  unfriendly old young special ordinary 

funny serious polite impolite strong weak 

happy sad poor rich tall short 
 

1. My friend likes to exercise and eat fruits and vegetable, so he's healthy. 

2. A: Are you a lazy person? B: No, in fact, I'm very ____________________________ 

3. My son Thomas is very _____________________________. He's only five years old. 

4. He should play basketball because he is ________________________. He's not short. 

5. My sister isn't very _______________. She's shy and doesn't like to meet new people. 

6. He worked very hard his whole life and saved lots of money. He's _______________ 

7. I went on a diet last year and lost five kilograms, so now I'm ____________________ 

8. Sarah always says, "Thank you". She's a ______________________________ person. 

9. Of course, I'm very __________________________! I got an A+ on all of my exams! 

10. My uncle loves to tell jokes to make us laugh. He's ___________________________ 

11. My friend can lift 200 kilograms, so he's really quite __________________________ 

12. Jennifer and Kelly always look left and right before they cross a busy street. They are 

________________________when they cross a busy street. 

13. My classmate always smiles and has many friends. She's _______________________ 

14. Nothing seems to make my grandfather sad. He's a  ____________________ person. 

15. Khaled can make many different animal sounds. Most people can't do that. He's 

_______________________ 
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Unit 02 - On your way 

01. Identify the places on the map and write the name of the places. 

(supermarket, park, café, restaurant, pharmacy, cinema, bank, library, fruit stall, toy shop) 

 

1……………………………………… 2………………………………………… 

3……………………………………… 4………………………………………… 

5……………………………………… 6………………………………………… 

7……………………………………… 8………………………………………… 

9……………………………………… 10……………………………………….. 

 

02. Collective noun 

(islands, grapes, chicken, stars, pigs, pigeons, cows, judges, books, ships) 

1. a bunch of …………………… 6. a brood of ………………………. 

2. a galaxy of …………………... 7. a fleet of ………………………… 

3. a chain of ……………………. 8. a panel of ……………………….. 

4. a drove of ……………………. 9. a herd of ………………………… 

5. a shelf of …………………….. 10. a kit of …………………………. 
 

TOYS 
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03. Where is the ball? Write the correct preposition below each picture. 

(near / on / below / next to / between / behind / in / in front of / above) 

 

 

 

 

 
 

04. Parts of the house. 

 

A. Label the house 

(garage, hall, bathroom, kitchen, living room, garden, bedroom) 

………………………………. ……………………………………    …………………………. 

………………………………. ……………………………………    …………………………. 

………………………………. ……………………………………    …………………………. 
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B. Write the suitable places. 

1. There is a car in the ………………………………………… 

2. There is a teddy bear in the ………………………………… 

3. There are two butterflies in the …………………………….. 

4. There are two pillows in the ……………………………….. 

5. There is a fridge in the ……………………………………… 

 

C. Yes or No 

1. There is a cat next to the house.  ( ) 

2. There is a rabbit on the bed.  ( ) 

3. There are two monkeys in the bath. ( ) 

4. There is a sink next to the fridge.  ( ) 

5. There is a mouse under the coffee table. ( ) 
 

05. Read the poem and answer the questions. 

A voice from Mullivaikkal 
 

In the morn, I saw the rising sun 

But my mind was thinking my son 

The sun was shining brightly 

My heart was weighing heavily 
 

Happiness was my son as my baby 

Burden to my wife is me as her baby 

During the war, my son was young 

Now, hard to see his photo is hung 
 

On 12th May 2009, my son was serving 

Within a minute he was bleeding 

His thoughts are still in my mind 

But a shell piece waits to make it blind! 

- KiruS 

1. What is the title of the poem? 

………………………………………………………………………………… 

2. Who is the writer? 

………………………………………………………………………………… 

3. Who are the persons mentioned in the poem? 

………………………………………………………………………………… 

4. What happened to his son? 

………………………………………………………………………………… 

5. Write the rhyming words given in the poem. 

………………………………………  …………………………………….. 

………………………………………  …………………………………….. 

………………………………………  …………………………………….. 

………………………………………  …………………………………….. 
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Unit 03 - Travel 

01. Write ten sentences in simple future tense with the given verbs. 

(draw, go, study, read, visit, buy, find, sell, beat, win, get) 

e.g.: I will draw a picture of a house tomorrow. 

1. ……………………………………………..………………………………………… 

2. ……………………………………………..………………………………………… 

3. ……………………………………………..………………………………………… 

4. ……………………………………………..………………………………………… 

5. ……………………………………………..………………………………………… 

6. ……………………………………………..………………………………………… 

7. ……………………………………………..………………………………………… 

8. ……………………………………………..………………………………………… 

9. ……………………………………………..………………………………………… 

10. ……………………………………………..………………………………………… 

 

02. Form passive voice sentences in present continuous tense with the given words. 

e.g.: (floor - polish)  The floor is being polished. 

1. (cake - bake)   ………………………..………………………………………… 

2. (flowers - pick)  ………………………..………………………………………… 

3. (vegetables - cut)  ………………………..………………………………………… 

4. (hall - sweep)   ………………………..………………………………………… 

5. (register - check)  ………………………..………………………………………… 

6. (bus - repair)   ………………………..………………………………………… 

7. (clothes - iron)  ………………………..………………………………………… 

8. (letter - type)   ………………………..………………………………………… 

9. (lunch - prepare)  ………………………..………………………………………… 

10. (tanks - clean)   ………………………..………………………………………… 

 

03. Make meaningful words with prefixes and suffixes. 

No. Word With prefix With suffix 

e.g.: happy unhappy happiness, happily 

1 use   

2 treat   
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a) Van  ( ) 

b) Taxi  ( ) 

c) Yacht  ( ) 

d) Airplane ( ) 

e) Balloon ( ) 

f) Bus  ( ) 

g) Tram  ( ) 

h) Car  ( ) 

i) Fire engine ( ) 

j) Scooter ( ) 

k) Carriage ( ) 

l) Boat  ( ) 

m) Subway train ( ) 

n) Train  ( ) 

o) Bicycle ( ) 

p) Helicopter ( ) 

q) Ambulance ( ) 

r) Ropeway ( ) 

s) Truck  ( ) 

t) Ship  ( ) 

3 legal   

4 truth   

5 partial   

6 agree   

7 patient   

8 believe   

9 appoint   

10 educate   

 

04. Fill in the blanks using appropriate words from the above table that you have 

completed. 

e.g.: I was very unhappy to see a lot of garbage left carelessly all around the city. 

1. They frequently ………………. with the decision taken by the president. 

2. He had been waiting ……………………… for the good opportunity. 

3. We don’t do any …………………. business. 

4. I got an …………………… to meet the president. 

5. Corona patients can be cured with the proper …………………….. 
 

05. Write the correct number in front of each word. 
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Unit 04 - Let’s Talk 

01. Do the activities with the help of given pictures. 

 
 

A. Answer the questions with right (R), false (F) or we don't know (?) 

1. The kids are on the beach.   ( ) 

2. The teacher is standing behind the children. ( ) 

3. The sun is shining.    ( ) 

4. The girl in the tent is seven years old.  ( ) 

5. The blonde girl's name is Anna.   ( ) 

6. There are four tents.    ( ) 

7. The teacher is young.    ( ) 

8. It’s Sunday.     ( ) 

9. The children are camping.   ( ) 

10. The trees are high.     ( ) 

11. There are more girls than boys.   ( ) 

12. The three boys are siblings.   ( ) 

13. The moon is in the sky.    ( ) 

14. The children will later go swimming in the lake. ( ) 

15. A boy does not wear a shirt.   ( ) 

16. In the meadow are small flowers.   ( ) 

17. A girl has her dog with her.   ( ) 

18. One tent is purple.     ( ) 

19. The middle tent belongs to the teacher.  ( ) 

20. The parents of the children have come too.  ( ) 
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B. Answer the questions. 

1. How many people are in the picture? …………………………………………………….. 

2. Where are they? …………………………………………………………………………... 

3. Why are they there? ………………………………………………………………………. 

4. Who is with the children? …………………………………………………………………. 

5. What is the weather like? …………………………………………………………………. 

6. What season is it likely? ....................................................................................................... 

7. What can you see in the background? ……………………………………………………. 

8. What is the blond boy wearing? …………………………………………………………... 

 

 
 

A. Put the verbs in the correct tense. 

It………(is) a nice day in town. Adela ……………..…… (sit) on a bench and 

……………………… (play) her guitar. Adam and Suzanne……………………. (swim) 

twenty lengths in the outdoor pool. Paul …………….…………… (buy) a postcard to send to 

his friend in England. John …………………………… (listen) to music. Kevin 

……………….. (go) skateboarding. Mr. Cardoso and Ms. Kean ………………….…… (take) 

the tram. Ann ……………………..…. (ride) her bike. A lady dressed in pink 

……………………… (walk) her dog. Sarah ………..……….………… (watch) TV. Will 

…………………….. (eat) a cake and ……………. (put) the wrapper in the bin. Dmitri 

…………………..… (phone) his friend and he ……….………… (ask) him to come and pick 

him up. The old lady ……………………..…(stand) on her balcony and she 

…….……………… (watch) everyone. 
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B. Answer in FULL SENTENCES. Don't repeat the names: use he/she/they. 

1. What is Will doing? ………………………………………………………………………… 

2. What is Adela doing? ………………………………………………………………………. 

3. What is Anne doing?............................................................................................................... 

4. What are Adam and Suzanne doing? ……………………………………………………….. 

5. What is Paul doing? ………………………………………………………………………… 

6. What is Dmitri doing and why? ……………………………………………………………. 

7. What is John doing? ............................................................................................................... 

8. What are Mr Cardoso and Ms Kean doing? ………………………………………………… 

9. What is Sarah doing? ……………………………………………………………………….. 

10. What is the lady in pink doing?............................................................................................... 

11. Look at the old lady. She is also wearing pink.  

What is she doing?.................................................................................................................. 

 

02. Describe the pictures. 

 
…………………………………………………………………………………………………

…………………………………….……………………………………………………………

…………………………………………………………………….……………………………

…………………………………………………………………………………………………

….………………………………………………………………………………………………

………………………………….………………………………………………………………

………………………………………………………………….………………………………

………………………………………………………………………………………………….

…………………………………………………………………………………………………

……………………………….………………………………………………………………… 
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03. Look at the phone conversation between Peter York, a young businessman arranging 

an appointment with a director of WD Company to discuss a new project, and a 

secretary. Fill the gaps using mixed phrases given below. 

 

SECRETARY:  Good afternoon. WD Company, Margaret Baker 1)…………………… 

PETER:  Hello, this is Peter York from International Data.  

  2)…………………………….. Martin Jones, please? 

SECRETARY:  I’m afraid Mr. Jones is out of the office.  

  3)…………………………………………………………………? 

PETER: Well, I was hoping to 4)…………………………….. with him for next 

Wednesday. Do you know, what his schedule looks like? 

SECRETARY:  Mr. Jones is away on business and we don’t 5)………………………… 

until next Thursday, but he could 6)………………………………… 

Friday afternoon. 

PETER: Unfortunately, I’m unavailable on Friday. Let me 

7)…………………………   and could you ask him to 

8)……………………………….. with me as soon as he arrives? My 

phone number is 0-7-2-2-2-3-1-7-6-9. 

SECRETARY:  9)…………………………………… It’s 0-7-2-2-2-3-1-7-6-9. 

PETER:   That’s right. 

SECRETARY:  Fine. I’ll ask him to call you 10)……………………………………….. 

PETER:   Thank you, goodbye. 

SECRETARY:  Goodbye. 

 

…………………………………………………

…………………………………………………

………………………………….…….…………

…………………………………………………

…………………………………………………

…………….……………….……………………

…………………………………………………

………………………………………….………

………………….………………………………

…………………………………………………

…………………….……………………………

……….…………………………………………

…………………………………………………

………………………………………………… 
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a. as soon as he gets on. 

b. Could I speak to 

c. expect him back 

d. get in touch 

e. give you my phone number 

f. let me repeat it. 

g. see you 

h. set up a meeting 

i. speaking 

j. Would you like to leave a message 

 

 

04. Complete the conversation with the correct form of the verb in the present simple or 

present continuous. 

A: Hi, Liz. What (you/do) …………are you doing?.................. 

B: Hello, Emma. I (do) ……………………………. My science homework and 

(listen) …………………………….. to music. And you? 

A: I (go) …………………….. to a party now. 

B: Who (go) ………………….. with? 

A: I (go) ……………….... with Dave and Sue. We (leave)……………………… now. 

B: Sounds good. What (wear) ………………………………? 

A: My new black shirt and jeans. 

B: (you/always/wear) …………………………………………. black? 

A: Yes, I (do) ………………………… I (not/like) …………………………… any 

other colour. 

 

05. Fill in the missing utterances using the future perfect tense. 

 

e.g.: By 9 o’clock, we …………………………………… (finish) our homework. 

1. They …………………………………… (leave) the classroom by the end of the hour. 

2. We ……………………………………. (go) home by next week. 

3. She …………………………………….. (return) from the excursion by 6 o’clock. 

4. ……………………………………. (buy/he) the new house by October? 

5. ……………………………………….. (you/do) the shopping by 3 o’clock? 

6. He ………………………………… (build) his new house by the end of the next year. 

7. Abi ………………………………………. (wake up) by 5 o’clock. 

8. The worksheets …………………………………. (print) by tomorrow morning. 

9. John ………………………………………. (have) his lunch by 1 o’clock. 

10. Schools …………………………………….. (reopen) by the first week of July. 

 

will have finished 
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06. Underline the silent letter in each word. The first one is done for you. 

1. s i g n 

2. k n i f e 

3. w r i s t 

4. s l i c k 

5. w h o l e 

6. w r o n g 

7. r a c k 

8. w h o s e 

9. k n e e l 

10. g n a t 

11. w r i t i n g 

12. c h e c k i n g 

13. w h o m 

14. k n o t t e d 

15. w r e n c h 

16. u n k n o w n 

 

 

‘SO’ and ‘NEITHER’ 

Use ’So + auxiliary/modal verb + SUBJECT.’ to respond to a positive statement when it 

is true for you too. (or true for somebody else!) Use Neither + auxiliary/modal verb + 

SUBJECT.’ to respond to a negative statement when it is false for you too. (or false for 

somebody else!) (This is very similar to tag questions).  
 

Present simple:  

use ‘do / does’ 

Lucy likes coffee. So do I.  

Lucy doesn’t like coffee. Neither do I. 

Present simple with ‘be’:  

use ‘am / is / are’ 

John’s at the office. So am I.  

John isn’t at the office. Neither am I. 

Present continuous:  

use ‘am / is / are’ 

Luke’s going out tonight. So am I.  

Luke isn’t going out tonight. Neither am I. 

Past Simple:  

use ‘did’ 

Jill went to the cinema yesterday. So did I.  

Jill didn’t go to the cinema yesterday. Neither did I. 

Past simple with ‘be’:  

use ‘was / were’ 

She was at the library. So was I.  

She wasn’t at the library. Neither was I. 

Present perfect:  

use ‘have / has’ 

They’ve been to Colombia. So have I.  

They haven’t been to Colombia. Neither have I. 

Future simple:  

use ‘will’ 

Edward will be at the cafe later. So will I.  

Edward won’t be at the cafe later. Neither will I. 

Modal verbs:  

repeat the modal verb 

He would like a cup of tea. So would I.  

He wouldn’t like a cup of tea. Neither would I.  

Emma can speak Russian. So can I.  

Emma can’t speak Russian. Neither can I. 
 

 

Sentence Agreeing Disagreeing 

I play football. So do I. I don’t. 

I don’t play football. Neither do I. I do. 
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SO 

SO is used to show agreement with positive statements. 

SO + Auxiliary/Be + Subject (pronoun) 

The Auxiliary (or To Be/Have) needs to agree with the verb tense in the original statement. It 

is similar to using TOO at the end of a sentence. 

Person A Person B 

I am happy. So am I. = I am happy too. 

I'm going to Brazil in the summer. So am I. = I am going to Brazil too. 

You look nice today. So do you. = You look nice too. 

Stephanie has a new boyfriend. So does Mary. = Mary has a new one too. 

We went to the concert last night. So did I. = I went to the concert too. 

I would love a coffee right now. So would I. = I would love a coffee too. 

He will win a prize. So will I. = I will win one too. 

They have finished their homework.  So have I. = I have finished too. 

I can speak two languages. So can I. = I can speak two too. 

He should study more. So should I. = I should study more too. 

We could see the mountains. So could we. = We could see them too. 

My brother had eaten too much. So had I. = I had eaten too much too. 
 

Sometimes you can use So + Auxiliary + Subject as a continuation of the first part of the 

sentence. 

John can sing well and so can his brother. 

(= John can sing well and his brother can sing well too) 
 

NEITHER 

Neither is used to show agreement with negative statements. 

Neither + Auxiliary + Subject (pronoun) 

The Auxiliary needs to agree with the verb tense in the original statement. It is similar to using 

either at the end of a sentence, although Neither is more commonly used, especially in spoken 

English. 

A: I don't understand Spanish. 

B: Neither do I. (= I don't understand Spanish either.) 

A: I cannot swim. 

B: Neither can I. (= I can't swim either.) 

Sometimes people respond Me Neither instead of Neither + Auxiliary + Subject though this is 

very informal spoken English. 

Person A Person B 

I am not hungry. Neither am I. = I'm not hungry either. 

I'm not going to quit. Neither am I. = I'm not going to quit either. 

They don't speak French. Neither do I. = I don't speak French either. 

Stephanie doesn't eat meat. Neither does Mary. = Mary doesn't eat meat either. 

Mary didn't go to the party. Neither did I. = I didn't go either. 

I wouldn't like to do his job. Neither would I. = I wouldn't like to do it either. 

He won't stop talking. Neither will you. = You won't stop either. 

You haven't finished your meal. Neither have you. = You haven't finished either. 

I can't reach the top shelf. Neither can I. = I can't reach it either. 

You shouldn't talk in the movie. Neither should you. = You shouldn't talk either. 

We couldn't hear him. Neither could we. = We couldn't hear him either. 

I hadn't seen her before. Neither had I. = I hadn't seen her before either. 
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07. Complete the following pieces of conversation. 
 

1. 'I'm tired.' ................................ 

a) So do I. 

b) So am I 

c) Neither do I 

d) Neither am I 

2. 'I was late.' '....................................' 

a) So do I 

b) So was I 

c) So did I 

d) Neither do I 

3. 'I didn't like that film.' '...........................' 

a) So did I 

b) Neither did I 

c) So am I 

4. 'I didn't finish it.' '.................................' 

a) Neither did I 

b) So did I 

c) Neither was I 

5. 'I like coffee.' '................................' 

a) So am I 

b) So do I 

c) Neither am I 

d) Neither do I 

6. 'I can swim.' '.................................' 

a) So I can 

b) So do I 

c) So can I 

7. 'I'm staying for another two days.' '............' 

a) So I am 

b) So do I 

c) So am I 

8. 'She has a degree in physics.' '....................' 

a) So do I 

b) So have I 

c) So has I 

d) So did I 

9. 'I don't have his number.' '...........................' 

a) Neither have I 

b) So have I 

c) Neither I have 

10. 'I found the problem very hard.' '..............' 

a) So am I 

b) So do I 

c) So did I 

d) So have I 

11. Maria can sing beautifully and ................. 

a) so her sister can 

b) so can her sister 

c) neither can her sister 

12. 'I had never seen so much food in my  

life.' '..............................' 

a) Neither have I 

b) Neither had I 

c) Neither did I 
 

 

08. Read the following sentences. Identify the function of the underlined phrases, expand 

and write them in the blanks. Follow the example. 

e.g.: Saba likes pizza. So do I. ……………………………………………………………… 

1. He prefers cola. I don’t. ………………………………………………………………… 

2. She hates rock. So do I. ………………………………………………………………… 

3. Kate doesn’t enjoy yoga. I do. ………………………………………………………….. 

4. Raj isn’t a painter. Neither am I. ……………………………………………………….. 

5. Ben can’t draw cats. I can. ……………………………………………………………… 

6. Tim didn’t like the film. Neither did I. ………………………………………………….. 

7. I enjoy swimming. So does my brother. ………………………………………………... 

8. Mary is on a diet. I’m not.  ……………………………………………………………… 

9. They are going to rewrite the test. So am I……………………………………………… 

10. Tom wants to lose weight. Shannon doesn’t. …………………………………………… 

I like pizza, too. 
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09. Write a conversation to collect the data to complete this application form. Complete 

the form with the collected data. 

 

Application form 

 

Bigbucks Coffee Shop 

 

POSITION APPLIED FOR: 

 

Title: ……………………………………………………………………………………………. 

 

PERSONAL INFORMATION: 

 

Surname: ………………………………… First Name: …………………………………….. 

Address: ………………………………………………………………………………………... 

Age: ………………………………………  Date of birth: …………………………………… 

How did you hear about this job? □ Web page  □ Newspaper advertisement 

 

EDUCATION: 

 

Name of School: ……………………………………………………………………………….. 

Passed grade: …………………………………………………………………………………... 

Exam taken: ……………………………………………………………………………………. 

 

OTHER SKILLS: (including computing, driving licence, languages spoken) 

 

………………………………………………………………………………………………….. 

………………………………………………………………………………………………….. 

 

Date: ………………………………..  Signature: ……………………………………… 
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Unit 05 - Best Practices 

The imperatives 

The word order of a sentence in the imperative is:   base verb + object (if needed). The 

negative imperative is made with do + not or don’t. 

❖ Walk to the corner, turn right, and cross the road.  

❖ Don’t lose that key. 
 

The imperatives have no grammatical subject, they do have an understood subject, ‘you’. 

The basic form of the imperative remains the same whether it is addressed to one or more 

people. 

❖ Come on, Mary; I’m waiting. 
 

The uses of the imperative are as follows: 

➢ to give an order. 

❖ Go away. 

❖ Stop that. 

❖ Keep quiet. 

➢ to give instructions. 

❖ Don’t use this spray near a naked flame. 

❖ Apply the glue thinly and leave it for ten minutes. 

➢ to give advice or warnings. 

❖ Don’t forget to take your passport with you. 

❖ Be careful! 

❖ Don’t go on the ice. 

➢ to make an offer or an invitation. 

❖ Have a piece of cake. 

❖ Come round and see me some time. 
 

The imperative of do + a main verb can be used: 

➢ for polite emphasis. 

❖ Do take your coat off. 

➢ to be persuasive. 

❖ Do try to eat a little of this; it will be good for you. 

➢ to show irritation. 

❖ Do stop talking! I’m trying to work. 
 

Making suggestions: 

Let’s (let + us) + main verb is used in the 1st person plural only. It includes both the speaker 

and the hearer, so the subject that is understood is represented by the plural we. The 

uncontracted form let us + main verb is occasionally used in formal and written English. 

❖ Let’s visit Malcolm this weekend. 

Suggestions which start with let’s often end with the sentence tag shall we? 

❖ Let’s phone her now, shall we? 

In formal English, the negative is let us not + main verb. 

❖ Let us not lose sight of our aims. 
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01. Choose the correct verb. 

 
1. …………….. a minute. 

2. …………….. over here, please. 

3. …………….. the door when you go outside. 

4. …………….. your teacher. 

5. …………….. me your phone number so that I can call you. 

 

02. Construct the negative form of the imperative. 

1. (work) …………………….. so hard. 

2. (go) …………………….. there. 

3. (be) …………………….. so rude. 

4. (forget) …………………….. to tidy up your room. 

5. (smoke) …………………….. inside the building. 

 

03. Complete the imperatives. 

1. …………….. upstairs. (to go) 

2. …………….. in this lake. (not/to swim) 

3. …………….. your homework. (to do) 

4. …………….. football in the yard. (not/to play) 

5. …………….. your teeth. (to brush) 

6. …………….. during the lesson. (not/to talk) 

7. …………….. the animals in the zoo. (not/to feed) 

8. …………….. the instructions. (to read) 

9. …………….. late for school. (not/to be) 

10. …………….. your mobiles. (to switch off) 
 

04. Fill in the gaps with the correct words from the box. Some of these imperative forms 

are negative (-). 

help - phone - go - leave - clean - sit - drink - close - take - tell 

1. …………….. your shoes. 

2. Today's her birthday. …………….. her, please. 

3. …………….. her my phone number. (-) 

4. It's cold outside. …………….. the window, please. 

5. …………….. her in the kitchen. 

6. …………….. on the table. (-) 

7. …………….. your dirty boots outside. 

8. …………….. and drive. (-) 

9. …………….. them to the airport.  

10. …………….. through the park at night. (-) 
 

  

ask, close, come, give, wait 
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Layout for a formal letter 

 

 
 

 
 

 
 

 

 

 
 

 

 
FORMAL LETTER - Useful Expressions 

Greetings / Salutation Dear Mr/Ms (surname), or Dear Sir/Madam, or Sir or Madam, 

Reason for writing I am writing to ... 

I am writing with regard to ... 

I am writing on behalf of ... 

Asking questions I would be grateful if ... 

I wonder if you could ... 

Could you ...?Could you tell me something about ...? 

I would particularly like to know ... 

I would be interested in having more details about ... 

Referring to their letter As you started in your letter, ... 

Regarding ... Concerning ... With regard to ...  

Complaining I am writing to complain about ... 

You said ... but in fact what happened ... 

We were supposed to stay with British families whereas we actually Brayed in 

a guest house. 

Closing If you require any further information, please do not hesitate to contact me. 

I look forward to hearing from you. 

Please contact me if you have any further questions. 

Signing off (If Dear surname)Yours sincerely, 

(If Dear Sir/Madam)Yours faithfully, 

Yours, 

 First name + Surname 

Sender's address and  

other contact info: Email, Telephone, Fax 

Date 

Recipient's address 

Reference number if available 

Dear ……….  (If name 's unknown use Sir/Madam) 

Subject/Title: Sum up the purpose of the letter in one line to focus on the subject at a glance.  

❖ It may be appropriate to start with a reference line 

❖ Re: …………………………………………………. 

❖ Do not use contracted forms - write all words in full.  

❖ Use formal standard English - no slang, 

❖ Keep sentences precise and get straight to the point. 

❖ Keep business letters focused and do not waffle on!  

❖ If complaining be polite and use intelligent vocabulary. 

Sum up your main point and state that you look forward to a response to your letter/ query/ 

complaint etc if appropriate. 

Thank you, in advance, for taking time to respond to my …………………. 

Yours faithfully - (if greeting is to Sir/Madam)  

Yours sincerely - if name is given) 

Signature 

NAME 
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Question: 

You are the head prefect of your School. Write a letter to your Principal on behalf of your 

school to postpone the half yearly examinations by one week, as due to curfew the syllabus has 

not been completed on time. 
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..........................................................................................................................................………  
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NOTICE 

Notice is a written or printed information or news announcement. Notices are either displayed 

at prominent places or published in newspapers/ magazines. It is meant only for a selected 

group. Since a notice contains a formal announcement or information, its tone and style are 

formal and factual. Its language should be simple and formal. Notice is always brief and to the 

point.  

 

♦ Format of a Notice 

A NOTICE is always written in a box. 

 
 

 

E.g.: As the principal of Mathagal Nunasai Vidyalayam, Mathagal, draft notice in not more 

than 50 words informing students of the change in school timings with effect from the 6th of 

July. State valid reasons for the change. 

 

  

NOTICE 

Name of the Institution/Organization/Office,  

Place Suitable Heading 

Contents. The target group for whom the notice is. Date, time, venue and all-important 

details and any extra information that is needed (Body of the Notice, 50 words) 
 

16 June 2020 

Signature 

(NAME) 

Designation 

NOTICE 

Mathagal Nunasai Vidyalayam, Mathagal. 

Change in School Timings 

All students are hereby informed about a change in school timings from 6th July, 2020. The 

school will start at 7.30 a.m. & end at 3.30 p.m. This change is due to the loss of studies 

during the Covid 19 distress period. So, these new timings will be followed till further 

notice. 

22nd June, 2020        Principal 
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Question 1: 

You are Secretary of the History Club of your School. Draft a notice in not more than 50 words 

informing students of a proposed visit to some important historical sites in your country. 

 
Question 2: 

As Sports Secretary of your school, draft a notice in not more than 50 words for your school 

notice board informing the students about the sale of old sports goods of your school. 

 
Question 3: 

Due to a sudden landslide and inclement weather, St. Joseph School, Matale has to be closed 

for a week. As Principal of that school, draft notice in not more than 50 words to be displayed 

at the school main gate notice board. 

 
 

NOTICE 

………………………….........................................................................................................

.................................................................................................................................................

.................................................................................................................................................

………………………….........................................................................................................

.................................................................................................................................................

.................................................................................................................................................

………………………….........................................................................................................

.................................................................................................................................................

................................................................................................................................................. 

NOTICE 

………………………….........................................................................................................

.................................................................................................................................................

.................................................................................................................................................

………………………….........................................................................................................

.................................................................................................................................................

.................................................................................................................................................

………………………….........................................................................................................

.................................................................................................................................................

................................................................................................................................................. 

NOTICE 

………………………….........................................................................................................

.................................................................................................................................................

.................................................................................................................................................

………………………….........................................................................................................

.................................................................................................................................................

.................................................................................................................................................

………………………….........................................................................................................

.................................................................................................................................................

................................................................................................................................................. 
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Categorize the utterances in the above Exclamatory sentences and examples which end 

with exclamation mark ( ! ) under the following topics. 

❖ greetings 

❖ expressing surprise 

❖ positive feelings 

❖ negative feelings 

❖ commands 

 

Greetings Expressing Surprise 

  

  

  

  

  

  

  

  

Positive feelings Negative feelings 

  

  

  

  

  

  

  

  

Commands 
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1. Form adverbs to the given adjectives. 

Example: slow → slowly 

1. perfect  → …………………………….. 

2. quiet  → …………………………….. 

3. careful  → …………………………….. 

4. regular  → …………………………….. 

5. nice  → …………………………….. 

6. terrible → …………………………….. 

7. heavy  → …………………………….. 

8. good  → …………………………….. 

9. hard  → …………………………….. 

10. fantastic  → …………………………….. 

 

2. Rewrite the complete sentence using the adverb in brackets in its usual position. 

Example: 

I play tennis on Sundays. (often) 

I often play tennis on Sundays. 

1. He listens to the radio. (often) 

…………………………………………………………………………………………… 

2. They read a book. (sometimes)  

…………………………………………………………………………………………… 

3. Pete gets angry. (never)  

…………………………………………………………………………………………… 

4. Tom is very friendly. (usually) 

…………………………………………………………………………………………… 

5. I take sugar in my coffee. (sometimes) 

…………………………………………………………………………………………… 

6. Ramon and Frank are hungry. (often) 

…………………………………………………………………………………………… 

7. My grandmother goes for a walk in the evening. (always) 

…………………………………………………………………………………………… 

8. Walter helps his father in the kitchen. (usually) 

…………………………………………………………………………………………… 

9. They watch TV in the afternoon. (never) 

…………………………………………………………………………………………… 

10. Christine smokes. (never)  

…………………………………………………………………………………………… 
 

3. Complete the sentences using the correct form of the word in the brackets correctly. 

Example: He walked slowly across the square. (slow) 

1. He …………………. slipped away. (quiet) 

2. She works …………….. (fast) 

3. They were …………………………… surprised by the windfall. (complete) 

4. They will …………………… like this vase. (certain) 

5. They found his secret ……………………. (easy) 
 




