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FUNCTIONALWRITING/ORALSKILLS/POETRYANALYSIS

INTRODUCTIONTOTHEENGLISHSYLLABUSINKENYANSECONDARYSCHOOLS

ThesyllabuscoversthefollowingareasasexaminedintheKenyaCertificateofSecondary

Education(KCSE).

PAPERONE

Thesearetheareasexaminedunderpaperone

1.Functionalwriting—thisentailsitemsorcompositionswrittenforaspecificpurpose;For

example,applyingforajob,writingminutesformeetings,writingreports,recipes,memosetc.

2.Clozetest—thisisatestonhowtobestchoosevocabulariesorwordsthatfillblanksinthe

givencontextofthepassage.Itisalsoatestonknowledgeofcategoriesofwordsandfunctions

ofthosecategoriesinasentence.

3.Functionalskills—thesearelanguagemannerismsskills.Theyarepracticalskillsonhowto

behaveinapolite,creativeandeffectivewaywhenusingtheEnglishlanguage.Theyareskillson

etiquette,spellings,pronunciation,speaking,dramatisationandlistening.

PAPERTWO

Papertwohasthefollowingareas

1.Comprehension—thiscoversreadingandcomprehensionskills.

2.Extractsorexcerptsfrom settext—thisistotestthelearner’scriticalandanalyticalskills.

3.OralLiterature—theseareskillsonoralstories,songs,riddles,proverbsetcthatform an

importantpartoftheAfricanculture.Thisareafocusesonanalyticalandcriticalskillsaswellas

morality.

4.Poetry—Theappreciationandstudyofpoetryandpoeticlanguage.

5.Grammar—languageuse,constructionofsentences,linkingparagraphs,paraphrasing,creating

andmodifyingsituationsetc.

PAPERTHREE

Paperthreeisaboutcreativeandcriticalwriting.

1.Thefirstquestionisalwaysaboutwritinganimaginativecompositionoracriticalessay.

2.Thesecondquestionisalwaysbasedonacompulsorysetbookinwhichthecandidatewritesa

criticalessaybasingillustrationsonitandhisorhersociety.
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3.Thethirdquestionisalwaysaboutotherthreesetbooksthatareusuallyoptionalsothat

candidatehastochooseonequestiontoansweracriticalessaybasedonsocietyandthebook.

Writinglegibly

Themainaim ofwritingistocommunicate.Thereisnopointinwritinganythingillegibleas

informationisthereforeinaccessibleandthepurposeofwringnoachieved.

So,towritelegiblyandcoherentlyobservethefollowing:

a)Beneat,avoidunnecessaryerasure,writinginthemarginetc.Andspaceyourwords.

b)Givetitlesandsubtitlesorheadlinestoyourtexts.

c)Divideyourworkintoparagraphs.

d)Usepunctuationmarkscorrectly.

e)Writewordsintheirproperform,forexample,thesmall‘i’mustalwayshaveadotasthehead.

f)Usecapitalletters,smalllettersandarticleswell.

DebatingSkills

Adebateisaformaldiscussiononacontentiousorcontroversialissuebetweentwogroupsof

people.Todebateeffectively,membersofeachgroupplusthehostsmustunderstandthe

debatingrules,scheduleandskills.

Thedebatingscheduleisfixedbythehostsandindicatesthetimethedebateissupposedto

beginandthetwoopposingteams.Theschedulealsoindicatestheformatofdebatelikehow

manymembersperteam,howmanyproposersandopposersandhowmanyminutesallocated

perspeaker.Itisalsoimportantfortheparticipantstoknowiftheycanusetheentirestage,be

fixedatthemicrophoneordressinadefinedway.

Whenpreparingfordebate

1.Identifythetopicandpreparetosupportandopposeit.Itisimportanttotrybothsidessothat

youcanbestpresentyourargumentsobjectivelyandknowledgeably.

2.Carryoutamockdebatefrom theopposingsideandproposingsideandworkontheuseofnon

verbalcues.

3.Researchthoroughlyonthetopicfrom themagazines,newspapers,internet,teachersand

books.

4.Notedownwhateveryouresearchthatisrelevantbyindicatingthedateofevents,thescholars

oforiginalinformationetcsothatwhenyouusetheinformationduringdebatesyouquotebooks

andpeoplefrom whom yousourced.
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Duringdebate

1.Shareresponsibilitiesi.e.firstspeaker,secondspeaker,conclusion,rebuttaletc.

2.Speakinaconfidentandaudiblemanner.

3.Useintonationandothernon-verbalcuestomakeyourargumentconvincing.

4.Observetimeallocated

5.Listencarefullytotheotherspeakerssothatyoucanfindweaknessintheirargumentsand

dismissthem whenyourturncomesup.

6.Maintaineyecontactwiththeaudienceandjudges.

7.Insituationswhereyouforgetpointsoryouarenotsureofwhatyouaresaying,maintaina

straightandconfidentfacesothattheaudiencecanbelieveyourlie.

8.Alwaysobserveturntaking.Incaseofaneedtointerrupt,doitthroughthechair’sindulgence.

Usingadictionary

Allwordsinadictionaryarealphabeticallyarrangedinorderofalllettersofthewordsrespectively.

Thisisforconvenienceofusage.

Adictionarywillhelpheuser

--Findoutthecorrectspellingsofaword.

--Identifyhowthewordfunctionsinasentencee.g.averb,conjunction,adjectiveetc.

--Getthemeaningoftheword.

--Getthecorrectpronunciation.

--Findthesynonymsthehomophonesofaword.

--Identifycompoundnounsthatcanbederivedfrom theword.E.g.Over—overcrowd,overreact,

overachieve,overworketc.

Somewordsinadictionaryarepolysemyi.e.theyhaveseveralmeaningsdependingonthe

context.Itisthereforeimportantwhencheckingupthemeaningofawordinthedictionaryto

knowthecontextwhereyouwanttoapplythemeaning.E.g.Minutecanrefertotimeor

somethingtiny.

Compositionwriting

Whenwritingacompositionconsiderthefollowing:

1.ThecompositionshouldbeoneaquarterpagelongA4size.
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2.Thestorymustbewrittenclearlyandlegibly.Avoiddirtyworkanderasure.

3.Agoodcompositionwouldhaveagoodandcreatingintroductionfullofdescriptiontosetthe

moodofthestoryandcreatesuspenseorcuriosityintheexaminer.

4.Acreativecompositionshouldincludeafewepisodesofdialoguefollowedbyvividdescription.

Thereadermustseeandexperiencewhatishappening.Thestoryshouldinvolveatleastthe

senseofsight,senseoftouch,andsenseofhearingplusthinkinginthedescription.Letussee

whatthecharacterswerewearing,howtheweatherwaslike,yourenvironmentetc.Letusfeel

howyoufelt:joy,sadness,ecstasyetc.Letushearwhatyouheard:thesounds,thescreaming,the

hollowlaughersetc.Letusknowwhatwasgoingthroughyourmind—yourinteriormonologueat

thetime.

5.Whenwritingthestorymakesureyouhaveashortplotthatrunsonlyforafewminutes.For

exampleyoucanwriteastoryaboutmeetingafriendintowntocloseabusinessdealbutduring

thenegotiations,somethinghappens,soyouconcentratefirstondescribingthemeetingplace,

theweather,howheisdressedwhatareyourexpectationsetc;sothat,yousetthemoodandthe

curiosityinthereader.

6.Beambitiousinyourstory.Lettheexaminerknowthatyouaremodernandtrendy.Inyourstory

besuccessful,richandevenstillambitious.Showawarenessoftrendingtopics,modern

technologylikephones,vehicles,houses,streetsinthecity,TVsets,laptopsetc.Researchonthe

recenttitlesofphones,clothesandcurrentaffairssothatyoucanweavethem togetherinyour

story.

7.Thesettingofthestoryshouldbeurbanized.Avoidgoingtotheforest,andavoidexhausted

plotslikebeinghijackedbygiganticmen,accidentsandweddings.Comeupwithsomethingshort,

uniqueandoriginalifyouwanttoscoreanAincomposition.

8.Makesureyourpunctuationiscorrect.Learnhowtopunctuatedialogueandhowtoparagraph

dialogueinastory.Bewatchfulofcapitalandsmallletterswhenwriting.Alwaysstartproper

nounswithcapitallettersandalwaysendyoursentenceswiththefinalpunctuationmarks.

9.Arrangeyourworkinclearparagraphsandbesuretofloweryourworkusingmodern

terminologies,aproverboranidiom andquoteswherepossiblebutavoidoverusedphrasesor

clichés.

Articles

Articlesareveryshortwordsplacedinfrontofnouns.Theytelluswhetherwearereferringtoa

nouninaspecificorgeneralway.

Definitearticleisthe.Itisdefinitebecauseitisusedwhenthespeakerandthelistenerknowwhat

isbeingtalkedabout.E.g.Thedeskthatyouaskedforisthis.Themanhascome.TheIndian

Ocean.Theguitar.

--Itisalsousedwhentalkingaboutnationalitiesbecausetheyarefamiliar.E.g.TheKenyan,the
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Briton,theAmericanetc.

--Itisalsousedwhenreferringtoinventionsbecausetheyareknownandstudied.E.g.Who

inventedthecomputer,thetelegram,theelectricityetc.

--Usewithsuperlativeformsbecausetheyrefertouniquethingsorpeoplewithinagroupwhoare

known.E.g.Sheisthetallestinourclass.MountEverestisthetallestintheworld.USAisthe

richestcountryintheworld.

Indefinitearticles‘a’and‘an’areusedwithsingularnouns.‘a’isusedwithnounsthatbeginwith

consonantsoundslikeacow,agoat,asticketc.whereas‘an’isusedwithnounsthatbeginwith

vowelsoundslikeanelephant,anumbrella,anhouretc.

--Theindefinitearticle‘a’and‘an’ismainlyusedwhenmentioningsomethingorsomeoneforthe

firsttimeandincaseswherenotallpartiesareawareofwhoorwhatisbeingtalkedabout.E.g.I

sawamanrunaway.Aladycamewasaskingforyou.Ineedanumbrella.

Exercise

Fillineachblankspacewithanappropriatearticle.

__mancameintotheroom with__womancarrying__umbrella.Theytooktheirseatsandordered

tea.__manwhisperedsomethingin__woman’sear.Sheremainedtransfixedforawhilebefore

lurchingforwardandhugginghim .__umbrellawhichwasonthetablefell.

Capitalization

Acapitalletterisusedto

a)beginasentence.E.g.Heiscoming.

b)Tobegindirectspeech.E.g.“Gohomemyfriend!”hecommanded.

c)Towritethepersonalpronoun‘I’.E.g.JohnandIarebrave.

d)Tobeginpropernouns.E.g.Ghana RomeoandJulietKenyaetc.

e)Daysoftheweekandmonths.E.g.Sunday Monday January Februaryetc.

f)Namesoforganisationsandreligiousbodiese.g.TheCatholicChurch, UnduguSocietyof

Kenyaetc.

g)Inabbreviationse.g.KBC,KTN,R.N.Mbithietc.

Turntaking

Turntakinginvolvesskillsinmakingagoodconversation.

Whenhavingaconversationobservethefollowing
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a)Listencarefullywhenotherstalk.

b)Showinterestinwhattheyaresaying.

c)Encouragethem tocontinuebynoddingyourhead,usinginterjectionslikewow!Eheh!Etc.

d)Speakonlywhenityourturntodoso.

Youcantellwhenitisyourturnby

1)Listeningforpausesintheotherparty’sspeech.

2.Predictwhenhewillcometoanend.

3.Watchthebodylanguageoftheotherspeakerthatmightindicatethatheisdonespeakinge.g.

leaningbackwards.

4.Notingwhenaquestionrequiresyourresponse.

5.Notingwhentheotherspeakerbeginstorepeathimselfneedlesslyusinginterjectionslike‘you

know’‘Imean’.

6.Notingtheotherspeaker’sintonationpatternse.g.thefallingtoneindicatesfinality.

GroupDiscussions

Toeffectivelyparticipateinagroupdiscussion

1.Selectatopic—choosefrom thoseprovidedespeciallyonethatyoucanmanageasagroup.

2.Chooseachairpersonandasecretary.

Achairpersonto

--guidethegroup

--tocalluponindividualmemberstocontribute.

--Keepthediscussionmovingandguidefrom digressionorgoingoutoftopic.

--keepemotionsincheck.

Asecretaryto

--recordimportantpointsofdiscussion

--identifyandrecordareasofagreement

--makeapresentationofwhatwasdiscussedtotherestoftheclass.

3.Participantspreparationforthediscussion
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--Researchandlistthepointsyouwanttomake

--Arrangethem insomeorder—preferablyfrom theleasttothemostimportantplustheir

respectiveexamples.

--Donotmemorizethepointsasyourspeechmightnotflownaturally.

4.Whenhavingadiscussion

--listencriticallytoothers

--showinterestintheircontribution

--andwhenitisyourturntospeakdosoinplainEnglishforclarity

--donotshowoffforotherscanturnagainstyou.

--bebriefandsticktothetimeallocated

--bepolitethoughtfulandconsiderate

--don’tinterruptothersifyoudisagree.

Disagreeingpolitely

Ifyouareindisagreementwithanotherpersontryto

--listenattentivelyinordertounderstandtheotherperson’spointofview.Sometimeswedisagree

becausewehavenotunderstoodeachother.

--putyourselfintheshoesoftheotherpersonanddeliberatelytaketheotherperson’spointof

view;trytounderstandthatperson’sposition.

--Focusonthecurrentissue.Evenifyouhavedisagreedbefore,donotrevisitpastissues.Doing

soraisesunnecessarytensions.

--Explainclearlywhatyoudisagreewith.Donotattackthepersonbyhumiliatinghim orhertackle

theproblem.

--Exerciseself-control.Usepolitelanguagethatissoundandsincere.

--Rememberthatwecanagreetodisagree.Otherpeoplehavearighttoholddifferingopinions.

Whendisagreeingusetheseexpressions

Iam sorrytosaythis... Iam afraidyouarewrongonthat.... pleaseconsideralso....

Pardonmeonthis...excuseme...Iregrettoadmitthat...Iunderstandwhatyoumeanbut...

Thatisprobablytruebut...Youhaveapointbutsuppose...
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Thisisnoteasyformetosaybut....

InterruptingCourteously

Inthecourseoflistening,wemayfinditnecessarytointerruptthespeaker.Thiscouldhappen

whenwefeelthatwehavesomethingimportanttoaddtowhatisbeingsaidanditcannotwaittill

thespeakerfinishestalking.Wemayalsointerruptwhenwefeelinclinedtourgentlyexpressdoubt

ordisbeliefaboutafalsehoodonsomethingimportantbeingpassedasafact.Interruptingshould

bedoneonlywhenitisabsolutelynecessary.

Whenyouwanttointerrupt

--beginwithpoliteexpressionssuchasexcuseme,pardonme,sorryetc.

--onlyinterjectwhenthespeakerpausesbetweenonesentenceandanother,notinthemiddleofa

sentenceoraword.

--interruptinapoliterespectfulmannerwithoutportrayingintolerance

--donotlaughatthemistakesofothersasyouinterruptwithyourcontribution

--donotwaitimpatientlytoseizetheopportunitytointerruptsincethiswilldisruptyourlistening.

Usingyouvoiceeffectively

Touseyourvoiceeffectivelyonthestage,itisimportanttomanagestagefrightby

--doingthoroughpreparationonwhatyouaregoingtopresent

--Learningtoacquaintyourselfwiththeaudiencesothatyouseethem asabunchofordinary

peoplewhoshouldn’tscareyou.

--Standinguprightwhenspeaking

--Lookingstraightattheaudiencebyestablishingeyecontact

--usingappropriategesturesandfacialexpressionsthattallywithwhatyouaresaying.

Tobeabletouseyourvoiceeffectively

--openyourmouthwideenoughtoletoutthevoice

--avoidshrillandhigh-pitchedtones

--avoidhorseandharshtones

--breatheinregularlyandsmoothly—takeabreakwhenyoupause

--finishononewordbeforestartingonanother
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--pronouncewordscorrectly

Barrierstoeffectivelistening

--Distractionssuchasnoiseandmovementofotherpeople

--Failuretopayattentionorhavingashortconcentrationspun,whichoccurswhensomeoneis

speakingtousandourmindsbegintowander.

--Impatience—wegetsoimpatientwithaspeakerthatwebegintoguesswhatheorshewantsto

say.Weendupnotunderstandingwhatonesaysbecausewemakewrongguesses.

--Criticisingdeliveryandphysicalappearance—aslisteners,wemayfocusmoreonthemannerand

languageofthespeaker,forinstance,mispronunciationorthemannerofdressingattheexpense

ofthemessage.

--Jumpingtoconclusions—wemaynotletthespeakerfinishtospeak;instead,wereacttowhat

wethinkheisgoingtosay.

--Overreactingtoemotionalwords—whenaspeakeruseswordsthatprovokeusemotionally,we

makejudgementthatblockoutthingsthatwedonotwanttohear.

--Ourdesiretospeak—whensomeoneelseisspeakingtous,wemaybebusythinkingaboutwhat

tosaynext.

--Physiologicalandemotionalstates—sometimeshunger,anxiety,tirednessorsicknesscan

preventusfrom listeningeffectively.

--Daydreaming.

Personalspace

Personalspaceissimplythespacearoundsomeonewhenevertheyare.Adistanceofonemetre

radiuscouldbeseenasanidealpersonalspace.Onthequeue,inabus,ataparty,inpublicor

private,everyonehastheirownpersonalspacenomatterwhotheyare.Personalspacerepresents

comfortzonesforpeopleandnotnecessarilystatus.

Examplesoftipsandthingavoidinrespecttootherpeople’spersonalspace

a)Touchingpeople—avoidtouchingpeoplewithwhom youdonothavecloseties.Touching

shouldbeconsensual.

b)Standingtooclosetopeople—avoidgettingtooclosewhentalking,greetingetc.anddonot

holdontopeople’shandsunnecessarily.Alsoavoidsittingtooclosetosomeoneyoubarelyknow.

c)Brushingyourbodyagainstotherpeople—insituationswhereyoupasseachotherinanarrow

space,itisbettertopauseandlettheotherpersonpassfirstthantosqueezein.Insome

situations,thiscanbeseenassexualharassment.
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d)Avoidtalkingoverpeople—thebestthingistomovenearandtalk;notshoutingatapersonin

thecrowd.

--Avoidriflingthroughsomeone’sdeskwithouthisorherpermission—someworkshouldnotbe

accessedwithoutpermission.

--Avoidbeingloudasyouspeakoverthephone,shouting,draggingyourfeetorchairinan

environmentwhereotherpeopleareconcentratingonsomething,eatingfoodwithaverystrong

smell,playingmusicloudetc.

Enteringsomeone’sspaceusuallymeansthatyouaredefininganewrelationshipwiththem,

whichismutuallyagreed.

Question

Identifysituationsinwhichitwouldbecourteousforyoutomaintainarespectabledistanceas

youinteractwithpeople.

--Whenqueuingforservices,inabank,whilevoting,whilewaitingforanelevator,foodetc.

--Whilesharingpublicfacilitiesliketransport,urinalsandlifts

--Wheninteractingwithastranger

--Wheninteractingwithelders,VIPs,leadersetc.

--Whenotherpeoplearebeingservedinanoffice,wheninconsultationwithadoctoretc.

--Whileinteractingwithpeoplewhoseculturedemandsit.E.g.Noshakingofhands.

--Whiletalkingonphone.

Stressonwords

Stressisaforceplacedonaspecificsyllableinawordoronaspecificwordinasentenceto

changeitsmeaning.Asyllableisadistinctsoundinaword.Awordcanhaveonetoseveral

syllables.Forexample

Go—onesyllable

Trans/fer—twosyllables

Edu/ca/tion—threesyllables

Changeinstresswithinawordcanleadtoconversion.Conversionisaprocessofpronunciation

whichinvolveshiftinstresstochangeawordfrom onecategorytoanotherlikefrom anountoa

verboradjectivetoaverbandvicevisor.Forexample

‘TRANSport(noun)—trans’PORT(verb)
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‘REject(noun)—re’JECT(VERB)

Question

Usingadictionaryshowhowstresschangesinthesewordsfrom nountoverbandadjectiveto

verbwhereapplicable.

Reject project conduct contest record invalid

StressinSentences

Stresscanbeusedinasentenceforcertaineffects.Usually,whenstressisplacedonaword

withinasentence,thatwordwillbepronouncedwithahigherpitchthantherest.This

automaticallyaddsweightonitwhichineffectmanipulatesthemeaningofthatsentence.

Considerthesentencebelow.

Carolstolemybookandsoldittothehawkers.

Wecanusestresstomanipulatethemeaningofthissentencetoachievethefollowing

implications.Theunderlinedwordineachconstructioncarriesthestress.

a)ThatitwasCarolandnooneelsethatstolemybook.

Carolstolemybookandsoldittothehawkers.

b)ThanIam theownerofthebookthatwasstolenandnooneelse.

Carolstolemybookandsoldittothehawkers.

c)Thatthebookwassoldandnothidden.

Carolstolemybookandsoldittothehawkers.

d)Thatthehawkershavethebookandnotanyotherperson.

Carolstolemybookandsoldittothehawkers.

e)WhatCaroldid.

Carolstolemybookandsoldittothehawkers.

Question

Usestressinthefollowingsentencestoachievethefollowingimplicationsinmeaning.Rewrite

thesentencewiththestressedword(s)underlinedineachcase.

WhenEunicediedofmalaria,allhopesthatJohnhadofmaritalblissdiedwithher.
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a)ThatJohnwasEunice’sfiancéandnotanyother.

b)WhathappenedtoEunice.

c)WhatJohnlostapartfrom Eunice.

d)ThetimethatJohnlosthopeinmaritalbliss.

e)WhatkilledEunice.

NaturalStress

Naturalstresswouldusuallyfallonthelastwordinasentence.Forexample:

Hetalkedofgoingabroad.

Butifasentenceendswithapronounoraprepositionwedonotstresseither,instead,westress

thewordprecedingeither.E.g

Somethingcameup. Shetoldhim.Itissomethingtofightfor.Theykilledher.

Ifasentenceendswithaprepositionprecededbyapronounorapronounprecededbya

preposition,thenwestressthewordthatcomesbeforethetwo.E.g.

Thestrangershoutedatme. Sheledmeon.

IntonationinSentences

Intonationreferstothechangingofpitchlevelsfrom lowtohighandhightolowinasentence.

Pitchistheintensityofthevoiceorsoundwhenyouutteraword.

Higherpitchimpliesloudersoundandlowpitchimplieslowsound.

Wecanuseintonationtoencouragesomeonetogoonspeakingordiscouragehim.

Risingintonationcanbeusedtoencouragesomeonetogoonspeakingorshowthatweare

interested.E.g.

Speaker:Oneday

Listener:yes(rising)

Speaker:Imet....

Wecanusefallingintonationtodiscouragesomeonefrom speakingorshowthatwearenot

interested.E.g.

Speaker:YesterdayIsawaman...

Listener:Okay(falling)
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Risingintonationisalsousedwhenyoucallfortheattentionofsomeone.E.g.

Sheila?(rising)Hey(rising)

--Allstatementsandexclamationshaveafallingintonation.

Iam cominghometoday.(falling)

Whatamatchthatwas!(falling)

--Fallingintonationalsoindicatesfinality.Forexamplewhendenyingaccusations,youcansay

Ididnotdoit.(falling)

--AllquestionsthatrequireaYes/Noanswerhavearisingintonation.E.g.

Didyougohome?(rising)Yes/No

Isyourmom around?(rising)Yes/No

--Allquestionsthatdonotrequireayes/noanswerhaveafallingintonation.Suchquestionswould

normallybeginwithhorwhelement.E.g.

Whatisyourname?(falling)MynameisJohnKimi.

Howwasyourflight?Whenwillshearrive?Etc

--Intonationcanbeusedtomanipulatestatements;changingthem intoquestions,expressing

certainty,politeness,doubtsetc.

HernameisMary.(falling)certain

HernameisMary.(rising)doubting.

Haveyouhadyourlunch?(falling)polite

Haveyouhadyourlunch?(rising)indifferent

--Fallingintonationisalsousedinalisttoshowthatyouhavereachedyourfinalitem.E.g.

One(r)two(r)three(r)four(r)five(falling)

Question

Identifytheintonationthatisusedineachofthefollowingsentencesandstatewhetheritisa

risingorfallingintonation.Usearisingorfallingarrowrespectively.

a)Itoldhertogohome.

b)Didyouseeyourmother?
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c)WhereisyourteacherofEnglish?

d)Johnstudiesveryhard.

e)Howoldisyourfriend?

f)Haveyoulearntgoodstudyskills?

g)Fatimahisabeautifulgirl.

h)OhmyGod!

i)Whenwereyouborn?

j)Shutup!

CoordinatingConjunction

Acoordinatingconjunctionsuchasand,or,andbutjoinsclausesthatareequalinimportance

togethertoform compoundsentences.

Weuseandtoshowadditione.g.JamesandJohnaremissing.

Weusebuttoexpresscontraste.g.Heiscleverbutarrogant.

Weuseortoshowachoiceoroptione.g.TellJamesorCaroltocome.

CorrelativeConjunctions

Theseconjunctionsjoinclausesofequalimportance.Theyusuallyoccurinpairsandbothreceive

thesameattention.Examples.

1.Both...and...e.g.BothMuliandMusemisellcloths.

2.Notonly...butalso...Shewasnotonlystupidbutalsoastammer.

3.Either...or...e.g.Weweretoeitherkillourselvesorbekilledbythem.

4.Whether...or...Sabinadoesn’tknowwhethershewillbeadmittedintheUniversityofNairobior

Maseno.

5.Neither...nor...e.g.Sheisneitherbeautifulnorhardworking.

6.Hardly/seldom/rarely/barely/scarcely...when...e.g.Itwashardlyoneo’clockwhenshearrived.

Sheseldom eatswhenangry. Herarelygoestochurchwhenstressed.

7.Too..toe.g.Itwastoogoodadealforhim tobetrue.

8.So...that...Heransohardthathefaintedoncompletion.



isabokemicah@gmail.com

Novels,UpdatedICT,CPA,CIFA,CICT,ATD,College,HighSchool&PrimaryNotes 0714497530

Exercise

Combinethefollowingsentencesusinganappropriatecorrelativeconjunction.

1.Sarahwasdevotedtoherfamily

Sarahwaskindtoherneighbours

2.Theboyslosttheirmatch

Thegirlslosttheirmatch

3.Wecangoonholiday

Wecandocommunitywork

4.Wedon’tknowiftomorrowwillbesunny

Wedon’tknowiftomorrowwillbewet

5.Kerendirefusedtosing

Karendirefusedtosayaword

6.Shewasyoung

Shewantedtobepresident

7.Itwasnoon

Shedied

8.Itwasgood

Itwasnottrue

SubordinatingConjunctions

Asubordinatingconjunctionjoinsamainclausewithinasentencetoasubordinateclauseor

dependentclause.

Adependentclauseisaclausewithinasentencethatcannotmakesenseonitsown.Ittherefore

dependsontheindependentormainclauseformeaning.E.g.

ShecameafterfourO’clock.

Main subordinate

Shemadeitalthoughshealmostlost

Main dependent
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Themostcommonsubordinatingconjunctionsareas,because,for,since,whereas,after,before,

until,while,asif,asthough,except,if,otherwise,unless,althoughetc.

--Sometimesdependentclausesappearattheendofsentencesandothertimesatthebeginning.

E.g.

Sinceitisgettinglate,wehavetowalkfaster.

Dependent main

Whenthedependentclauseappearsfirst,acommamustbeusedtoseparateitfrom themain

clause.

--Whenasentencehasasubordinatingconjunction,itimmediatelybecomesacomplexsentence.

Acomplexsentencecanhaveoneormorethanonesubordinatingconjunctionse.g.

Whilewewerewaitingforthebus,anoldmancameandjoinedusalthoughwedidnotknowhim.

Compoundsentencesaremadeupoftwoormoremainclausesjoinedtogetherbyacoordinating

conjunction.E.g.Hecamehomebutdidnotseehim.

--Sometimesacompoundsentencecanoccurwithouttheconjunctione.g.Herlifewaspure,her

marriagecalm.

Asimplesentencehasnoconjunctionse.g.Joanissick.

SentenceStructure

Asentenceisagroupofwordsusuallycomposedofasubject,verbandobject.Asentencecan

standonitsownasanindependentthought.

Josephwantedtobuythebook.

Subj verb obj

--Asentencemustnameapersonorthingthatformsitstopic(thesubject)andmakeacomment

aboutit(predicate).Thusthesubjectisthethingorpersonmentionedandthepredicateis

thecommentmadeaboutit.

Ken issick

Subj predi

Apredicatecontainaverb,objectandsometimeprepositioninasentence.

She cameforyou

--Sometimesthepredicatecomesatthebeginningofasentencee.g.

Herecomethebus
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--Insomesentences,thesubjectcanbeassumedorleftoute.g.

(You)sitdown. Sitdown.

Exercise

Identifythesubjectandthepredicateinthefollowingsentences.

1.Theboystoodontheburningdeck.

2.Thesingingofthebirdsdelightsus.

3.Badhabitsgrowunconsciously.

4.Natureisthebestphysician.

5.Edisoninventedthephotograph.

6.Borrowedgarmentsneverfitwell.

7.Ishotanarrowintotheair.

8.Onthetopofthehilllivesahermit.

9.AllroadsleadtoRome.

10.Theearlybirdcatchestheworm.

Othertypesofsentencesare

Statement—Mostsentencesstartwithacapitalletterandendwithafullstop.Statementscanbe

DeclarativesiftheydeclaresomethinglikeIhavewon.

Affirmatives/Assertivesiftheyemphasissomethinge.g.Iwilltakeyouhomeforsure.

Commands/Imperativesiftheyordere.g.Bequiet.

Interrogatives/Questionsiftheyaske.g.Whatisyourname?

Exclamatoryiftheyendwithanexclamationmark.E.gWhatashame!

Negativestatementsiftheyhavethewordnotorno/nevere.g.Youdonotlooktired.

FILLINGINFORMS

Formshelpustocollectandgiveinformation.Whenfillinginformsconsiderthefollowing:

1.Readtheentireform carefullyandmakesureyouunderstandwhatisrequiredofyou.

2.Payattentiontoinstructions
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3.Fillbywritinglegiblyperinstructions.

4.Usecapitallettersandavoidcrossingoutbythinkingcarefullybeforewriting.

5.Ifaquestiondoesn’tapplytoyouwriteN/A ornotapplicable:donotleaveblankspaces.

6.Whenindoubtaboutanyquestionaskorrefertonotesonthemargin.

7.Avoidfillinginspacesreservedforothersorofficialuse.

8.Whenyouhavefilledintheform,proof-readitandmakeallthenecessarycorrections.

10.DistinguishclearlybetweenSirnames(familyname),firstname(Christian)lastname(oftSir

name).Onmostforms,theSirnameisrequiredfirst.Iftheform asksforyourfullname,

startwithyourfirstorChristiannameandendwithyourSirname.Donotuseinitials.

11.Homeaddressshouldbethestreetnameandtheblocknumberplushousenumberinthe

townorvillageofyourresidency.

INTERJECTIONS

Aninterjectionisawordorgroupofwordsthatexpressstrongfeelings.Ithasnogrammatical

connectiontoanyotherwordsinthesentence.Interjectionsareoftenfollowedby

exclamationmarks.

Thefollowingarecommoninterjections

Word
Alternate/

Similar
Translation Example Meaning

aah!
aaah,

aaaahh
"Help!"

"Aaaah!It'seatingmy

leg!"
Fright,shock.Sometimesitmeans"ahh"instead.

aha a-ha "Iunderstand"
"Aha!Soyoutookthe

money!"
Understanding,triumph(canalsobeusedas"ahh")

ahem
"Attention,

please!"

"Ahem!Swearingis

againstofficepolicy."

Thesoundofclearingone'sthroat.Usedtogetsomeone's

attention,especiallyiftheydon'tknow(orapparently

forgot)thatyou'rethere.

ahh ahhh,ohh "Ok,Isee"
"Ahh,yes,I

understandnow"

Realisation,understanding.Sometimesitmeans"aaah"or

"eh"instead.

ahh ahhh.. "Sorelaxing"
"Ahh...Thishottubis

amazing"
Relieforrelaxation

argh augh "Damn!"
"Argh,thecarwon't

work!"
Annoyance,anger,frustration

aww aw,awww "Howsweet!"
"Aww,whatan

adorablepuppy"
Showssentimentalapproval(alsoseenextentry)

aww
aw,ohh,

ahh
"That'stoobad"

"Aww,ithithim right

inthenuts!"
Feelingsorryorpityforsomeone
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aw oh "Comeon!"
"Aw,don'tbelike

that!"
Milddisappointmentorprotest

bah "Whatever"
"Bah,Ineverlikedhim

anyways."
Dismissive,annoyed

boo booh "That'sbad"
"Boo,getoffthe

stage!"
Disapproval,contempt

boo! booh! "Scaredyou!"

Ijumpedoutfrom the

closetandyelled

"boo!"

Anoiseusedtoscarepeoplebysurprise

boo-hooboohoo "I'm crying!"

Yourinternetisslow?

Boo-hoo,howsadfor

you.

Used,oftensarcastically,toimitatecrying.

brr brrrr "It'scold" "Brrr,it's-20Coutside"Beingcold,shivering

d'oh doh
"Thatwas

stupid/bad!"

"Ijustdeletedallmy

files.D'oh!"

HomerSimpson'scatchphrasewhensomethingbad

happens.

duh "That'sdumb"
"Duh,youdidn'tplugit

in."
Expressesannoyanceoversomethingstupidorobvious

eek eeeek "Help!" "Eeek,amouse!" Girlyscream.Surprised,scared.

eep "Ohno!"
"Eep!Ididn'tmeanto

saythat!"
Surprise(female)

eh? huh? "What?"
"Eh?Ididn'thearwhat

yousaid."
Misunderstanding.Alsosee"eh?"below

eh? huh?,eyh? "Isthatright?"
"Soshedumpedyou,

eh?"
StereotypicallyoverusedbyCanadians

eww ugh,ewww "Disgusting"
"Ewww,thisappleis

rotten"
Disgust,dislike

gah
"Thisis

hopeless"
"Gah,Igiveup" Exasperationanddespair

gee "Really?" "Gee,that'ssuper!" Surprise,enthusiasm,orjustgeneralemphasis.

grr grrrr "I'm angry" "Grrr,I'llkickhisass"
Anger,snarling,growling.Oftenusedfordogsandother

animals.

hmm
hm,

hmmmm
"Iwonder"

"Hmm,I'm notsure

aboutthat"
Thinking,hesitation.

humph harumph "Idon'tlikethis"
"Therearekidsonmy

lawnagain,humph!"
Asnort,toexpressdislike,disbelieforannoyance.

hah heh "Funny." "Heh,that'sclever"
Thefirstsyllableof"hahaha",whensomethingisjusta

littlefunny

haha

hehe,

hahaha,

bahaha

"Funny!"
"Haha,that's

hilarious!"
Regularlaughter.

huh "Really?" "Huh,youwereright"Mild,indifferentsurprise
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hurrah
hooray,

huzzah
"Let'scelebrate!""Hurrah,wewon!" Genericexclaimationofjoy

ick
yuck,ich,

yak
"Disgusting"

"Ick,thismilkhas

gonebad"
Disgust,dislike

meh eh "Idon'tknow"
"Meh,whateveryou

thinkisbest"
Indifference

mhm
mmhm,uh-

hu
"Yes"

"Doyouthinksotoo?"

"Mhm"
Agreement,acknowledgement.

mm mmm,mmh"Lovely"
"Mmm,thisicecream

isdelicious"
Pleasure.Sometimesitmeans"hmm"instead.

muahah

a

mwahaha,

bwahaha
"I'm soevil!"

"Iswitchedthesugar

andthesalt!

Muahaha!"

Evilvillain'striumphantlaugh

mwah m-wah "Kiss!"
"Thanks,you'reso

sweet!Mwah!"
Thesoundofblowingakiss

nah "No"
"Wantanotherbeer?"

"Nah,I'm good"
Informalno

nuh-uh
nuh-hu,nu-

huh

"No,it

isn't!"/"Didnot!"

"Ihityou!""Nuh-uh!"

"Yuh-uh!""Nuh-uh!"
Childishnegationorrefusal

oh "Isee"
"Oh,youwanted

sugar,notmilk."
Realisation

ooh-la-laoh-lala "Fancy!"

"Asevenlayer

weddingcake?Ooh-la

-la!"

Anoftenironic(orjustfunny)wayindicatingthat

somethingisfancyorhighclass

ooh oooh "Wonderful!" "Oooh,it'sshiny!" Wonder,amazement(ohhhcanalsomeanahhh)

oomph umph
"I'm exerting

myself"

"Pushon3..1,2,3..

oomph!"

Agruntmadeonsuddenexertion.Alsousedasanounto

mean"power"or"energy"("Thissongneedsmore

oomph!")

oops
"Ididn'tmeanto

dothat"

"Oops,Iknockedyour

cupover"
Beingsurprisedatoracknowledgingyourownmistakes

ow
oww,ouch,

yeow
"Thathurts" "Oww,Ihitmythumb"Pain

oy oi,oyh "Hey,you!"
"Oy!Youforgotyour

wallet!"

MainlyBritish:Usedtogetsomeone'sattention,similarto

"hey!".Alsouseddisapprovingly("Oy,youspilledyourdrink

alloverme!").

oy oyvay "Ohno..."
"Thebillsarebiling

up.Oy..."

MainlyJewish:Usedtoexpressself-pity,similarto"woeis

me!"

pew pee-yew "Itstinks!"
"Pew,thatsmellsso

gross!"
Usedforfoulodors

pff
pffh,pssh,

pfft
"That'snothing"

"Pff,Ioncecaughta

fishtwicethatsize"
Unimpressed

phew "Thatwas "Ididn'tdomy Expressingrelief
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close!"

homework,butthe

teacherdidn'tcheck.

Phew!"

psst
Whispering

"Hey,you!"

"Psst.Let'sskipthe

nextclass!"

Usedtoquietlygetsomeone'sattention,oftentotellthem

asecret.

sheesh jeez
"Ican'tbelieve

this!"

"Sheesh,nowhe's

drunkagain"
Exasperation,annoyance(corruptionof"Jesus")

shh hush,shush"Bequiet"

"Shh,I'm tryingto

hearwhatthey're

saying!"

Usedtomakesomeonebequiet

shoo "Goaway"
"Getoutofhere!

Shoo!"
Usedtodriveawayanimalsorsmallchildren

tsk-tsk tut-tut "Disappointing"
"Tsk-tsk,heislatefor

workagain"

disappointment,contempt(thisisaclickingsound.Clip

from Futurama)

uh-huh mhm,uh-hu"Yes"
"Doyouthinksotoo?"

"Uh-hu"

Agreement,acknowledgement(easilyconfusedwithuh-

uh)

uh-oh oh-oh "Ohno!"

"Uh-oh,Ithinkthe

bearisinsidethe

house"

Concernedforindicationsthatsomethingwillhappen

uh-uh unh-unh "No"
"Eatyourspinach!"

"Uh-uh!"

Refusal,especiallyifyourmouthisfullorifyourefuseto

openit(easilyconfusedwithuh-huh)

uhh uhm,err
"Wait,I'm

thinking"

"Seventimeseight

is...uhh...56"
Indicatesapausein,ratherthantheendof,asentence

waah waaaaah "I'm crying!"
"Idon'twantyouto

go!Waaah!"
Used,oftensarcastically,forimitatingcryingorwhining.

wee whee,weee"Thisisfun!" "Weee!Faster!"
Usedbychildrenwhendoingsomethingfun,andoften

ironicallybyadultswhensomethingisfunbutchildish

whoa "Holdon." "Whoa,takeiteasy!"

Canbeusedtosuggestcautionasinhere,andalso

stereotypicallyusedbymarijuanasmokerstoexpress

dumbfoundedamazement("whoa,lookatthecolors!").

Originallyasoundusedtomakehorsesstop.

wow "Amazing!"
"Wow,that's

incredible!"
Impressed,astonished

yahoo yippie "Let'scelebrate!""Yippie!Wewon!" Genericexclaimationofjoy

yay "Yes!" "Yay!Wewon!" All-purposecheer.Approval,congratulationsandtriumph

yeah yeeeeaah! "Yes!"
"Yeeeaah!Kickhis

butt!"

Commonslangfor"yes",sometimesalsousedasan

interjection.

yee-hawyeehaw "I'm excited!"
"Let'sgathersome

cattle!Yee-haw!"

Muchlike"yahoo",butalmostalwaysassociatedwith

cowboys.

yikes
"That'sabad

surprise."

"IfoundoutIowed

$5000inbacktaxes.

Yikes!"

Fearandalarm.
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yoo-hooyoohoo "Heyyou!"
"Yoo-hoo,sugercup!

Comegivemeahug!"

Theoftenironic/comical,seductivecallofawomantoget

someone'sattention

yuh-uh
yuh-hu,yu-

huh

"Yes,itis!"/"Did

so!"

"Ihityou!""Nuh-uh!"

"Yuh-uh!""Nuh-uh!"...

Childishaffirmation,oftenusedtocounter"nuh-uh!"(notto

beconfusedwithyoo-hoo).

yuck
ick,ich,

blech,bleh
"Disgusting!"

"Yuck,Iwouldn'twant

totouchthat"
Disgust,dislike

Exercise

Filltheblanksinthesentencesbelowwithanappropriateinterjectionineachcase.

1.__!Iforgotmyraincoat.

2.__!Wewonthematch.

3.__!Howareyou?

4.__!DidyouseehowKomenleapt?

5.__!Thatwaspainful.

6.__!Itreallyworks.

7.__!Weachievedourgoal.

8.__!Thatwillshowthem.

9.__!Whatanexcitingexperience.

10.__!Letustryoutmynewbicycle.

Reminders

Areminderisusuallyalistofthingsyouwanttodoandappointmentsyouwanttoremember.Itis

apersonaldocument.E.g.

Saturday2October2016

--CompleteEnglishassignment

--washclothes

--helpdadtrim thehedge

--visitD.J.Inhospital

--Readchapter4ofCaucasianChalkCircle—mustdo.

--Sometimeswithinanorganisation,remindersareusedtorefreshspecificpeople’smemory



isabokemicah@gmail.com

Novels,UpdatedICT,CPA,CIFA,CICT,ATD,College,HighSchool&PrimaryNotes 0714497530

aboutimpendingresponsibilities.

Thesecretarycanbeinstructedtoremindacertainworkeroreventhebossofanupcoming

meetinge.g.inform ofamemo.

LUGULUGIRLSHIGHSCHOOL

P.O.BOXPRIVATEBAG

WEBUYE

REMINDER

FROM:Theprincipal

TO :theH.O.Dlanguages

DATE:20thMay2016

SUBJECT:Submissionofrecords

Youareremindedthaton3rdofJune2016,thecountysupervisionofschoolswillbeunderway.

Makesureyousubmityourdepartmentalrecordsintime.

Sign:-h__ysh

Reminderscanalsobeinform ofaformallettere.g.

NZOIASUGARCOMPANY

P.O.BOX411

BUNGOMA

23RDMAY2016

JoashMalo

P.O.BOX468

MATUNDA
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RE:AReminder

Youareremindedtoreporttoworknextmonthon2ndofJune2016,at9.00AM.

Yourpersonnelmanagerwillbewaitingwithinstructions.Beprompt.

TheSecretary

JaneWakoli

WritingaDialogue

Adialogueisaconversationbetweentwopeopleormore.Adialoguecanbewrittendirectlyintwo

forms—playandprose.

Dialogueincompositionorprose

Whenwritingadialogueinacompositionobservesthefollowing:

--Usespeechmarkstoenclosespokenwordsandseparatethem from commentaryand

description.

--Alwaysstartquotationswithacapitalletter;theopeningquotationmarksshouldbebeforethe

firstletterandtheclosingquotationsafterthepunctuationmarkasshownbelow.

“CanItalktohim?”askedMoses. “Tom shouldgohome,”Annesaid.

--thecommentarywordscomingafteraquotationshouldalwaysstartwithasmallletterunlessit

isanameofaperson.

“Iloveyou,”hewhispered.“Whoareyou?”sheasked.“Gotohell!”hethundered.

--Ifaquotationstartswithcommentarywords,thenacommamustbeusedtoseparatethem from

thedirectspeechandthespeechmustendinaquestionmark,exclamationmarkorfullstop.E.g.

Heasked,“Wherearewegoingtomeet?” Shesaid,“Ican’tcopeanylonger.”

Janeshouted,“Ihateyou!”

Writingdialogueinacompositioncanonlybecreativeifyoumixthedialoguewithvivid

descriptionordramaticsituations.Alwaysprovideacontextforthedialogueintermsofwhatwas

goingthroughthemindofthespeaker,bodylanguage,theweather,ifheorshewasnervous,how

theysaidthewordsetc.e.g.

“Hi?”shewhisperedtohim.Shewastryinghardtohideherembarrassment.Theheatoftheday

wasrisingmakingthestreetshostileandinhospitable.Sheregrettedwearingtheheavycotton
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outfitthatwasabsorbingtherisingheat.

“Hey,”heanswereddrawinghercloseforahug.Theyhuggedforlongmomentsbefore

disengaging.

“Youlookdifferent.”

“Ido?”shehadn’tnoticedthechangehewastalkingabout.

--Whenwritingdialogue,alwaysstartthedialogueinanewparagraph.Makesureyouspaceyour

dialoguebydecongestingitfrom thegeneralnarration.

Writingdialogueinplayform

Whenwritingdialogueinplayform,observethefollowing:

1.Aplaymustalwaysstartwithstagedirections.Thestagedirectionsarealwayscanteredonthe

pageandenclosedinbrackets.Theyintroducethefirstcharacters;detailthesettingofthe

dialogue,themanneroftalking,thetimeandbackground.E.g.

{Actiontakesplaceinasingleroom thatlookslikealivingroom commonplaceinrichsuburbs.A

verycomfortablecouchisvisibleandonitamiddleagedwomanissittingreadinganovel.Sheis

dressedinpyjamasandontheothersideofthecouchamanwholooksvisiblyannoyedissitting

pensiveanduncomfortable.}

2.Namesofcharactersshouldbewrittenincapitallettersandplacedontheleftsideofthepage

followedbyacolonbeforetheirspeech.E.g.

KEN:Howareyoudoingmom?

3.Pronounsshouldnotbeusedinplaceofnames.Onlynamesshouldbeusedorothertitles.E.g.

I:ME:HE:ISNOTALLOWED.

4.Thespeechofcharactersshouldbeseparatedfrom theirnamesclearlywithoutanyoverlap.E.g.

SIMON:TellmemoreabouttheproblemsyoudiscussedyesterdaywithHisExcellencythe

presidentat thefunctionyouwroteabout.

5.Usestagedirectionstoshowemotionsandnonverbalcuesusedwithinthedialogueandto

makeyourdialoguecreative.E.g.

KEN:(smiling)Hullodear.

JANET:(blushing)Iam fineKen.Thanks.(Whileransackinginherbag)Iwantedtoshowyou

something.Canyousparemeafewminutes?

KEN:(Visiblyexcited)Yes...er..huh.Whatisitmydear?

6.Speechmarksarenotusedinplayformatandthespeakerstaketurnstospeak.
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Poetry

Poetryisthestudyofpoemsandthepoeticlanguage.Apoem isacreativecompositionusually

writteninverseandthatusesdiction,imageryandeconomyofwordstocommunicate.

Apoetissomeonewhowritespoems.Thevoicespeakinginapoem iscalledthepersona.What

thepersonareferstoortalkstoinapoem wouldbethesubjectandtheissuethatisbeingtalked

aboutorbeingraisedisthesubjectmatterortheme.

Inmanycasesthevoicespeakinginthepoem orthepersonaisdifferentfrom thepoet.The

personacanbeafemalevoicedenouncingmenbutthewriterofthepoem ismale.

Thegirlnextdoorby G.R.Lazarus

Shewasthegirlnextdoor

Beautifulboomingandshy

Ourinteractionwasmeasured

Ourchemistryguarded

Butshewascuriousandhideous

ThenshewasofageandImarried

Butmorelustfulandhideous

Inthepoem abovethepoetisLazarus.Thesubjectofthepoem isthegirlnextdoorbecausethe

personaisreferringtoher.Thesubjectmatterorthemeofthepoem islove/lustbecausethe

personaisattractedtothegirlnextdoorandalthoughhelatergetsmarriedtosomeoneelsehe

stillseesher.Thepersonainthepoem isamanwhoneighboursthegirl(shewasthegirlnext

door).Rememberthepersonaisdifferentfrom Lazarus,thepoet.

LapobobyCliffLumbwa

Lapobo,
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Tallbutnottootall

Shortbutnottooshort

Sheisofmedium height

Lapobo

Herteetharenotasash

Northecolourofmaizeflour

Herteethareaswhiteasfreshmilk

Thewhitenessofherteeth

WhenIthinkofherLo!

Makesfooddropfrom myhand

Lapobo

Blackbutnottooblack

Brownbutnottoobrown

Herskincolourisjustbetweenblackandbrown

Lapobo

Herfeethavenocracks

Herpalmsaresmoothandtendertotouch

Hereyes—Ho!Theycandestroyanybody

Thestructureofthepoem referstohowthelinesinapoem arearranged.Forexample,apoem

canhavefourstanzasandeachstanzacancarryfivelines.Insomecaseslikeinthispoem by

Lumbwa,thestructureofthepoem ismadetoresembleapictureofabeautifulwomanwhose

featuresarewellarranged.

Inthispoem thepoetisCliffLumbwa,thepersonaisaloverwhoadmiresLapobo(Lapobo,black

butnottooblack),thesubjectisLapobo(Lapobo,herteetharewhiteasfreshmilk),subjectmatter

islove—thepersonalovesLapobo(Hereyes—ho!Theycandestroyanybody)

ClementinebyOkotP’Bitek

Ocolisnolongerinlovewiththeoldtype
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Heisinlovewithamoderngirl

ThenameofthebeautifuloneisClementine

BrotherwhenyouseeClementine

Thebeautifuloneaspires

Tolooklikeawhitewoman

Herlipsarered-hotlikeglowingcharcoal

Sheresemblesthewildcat

Thathasdippeditsmouthinblood

Hermouthislikerawmeat

Itlookslikeopenulcers

Likethemouthofanogre

Tinadustspowderonherface

Anditlookssopale

Sheresemblesthewizard

Gettingreadyforthemidnightdance

Questions

Identifythestructure,thepersona,thepoet,thesubjectandthesubjectmatterofthepoem.

Rhythm inPoetry

Rhythm inpoetryisachievedthroughrepetitionofwordsorsounds.

Rhymeistherepletionofsoundsattheendoflinesinapoem.Thisrepetitioncanbeinform ofa

schemewhereitformsapatternthatrunsacrossthepoem orjustinafewlines.E.g.

Theysaidweshouldbehonest
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Andtaughtustobethebest

Instayingpureandchaste

ButIfeelandlooklikeaguest

Becausehere,tobebest

Istobecorruptwithzest

Inthispoem theendsounds/est/hasbeenrepeatedseveraltimesandthereforethepoem has

rhyme.Whenidentifyingrhymeonlysoundsshoudbeconsiderednotwords.Thelasttwosounds

whethertheyconstituteasyllableornot.E.g.–estinbest,/eid/inmade,/et/inset.Alongsound

isconsideredasasinglesoundandmustthereforebeattachedtoanotherbeforedecidingifit

rhymesornot.E.g.

Thewordsbee,seeandteadonorhymealthoughtheyallendwith/i:/butthewordsdear,seer,

fearandtearrhymebecausetheyendwithtwodistinctsounds/ia/.

Sometimeswordsrhymealthoughtheyhavedifferentspellings,soitimportanttoonlyconsider

howwordsarepronouncedandnotwritten.Forexample,thewordsday,weigh,greyandbouquet

rhymefortheyallendwiththe/ai/soundsasin/dei//wei//grei/and/bukei/buttheyhave

differentspellingsattheend.

Whenapoem hasafewwordsthatrhymethenthestyleinthepoem willbeuseofrhymingwords

e.g.

Wesufferfrom normalcy

Andignoranceinourdiplomacy

Weoughttofindnormalboring

Lifeshouldnotgetcomfortable

Toomuchcomfortkills

Inthispoem thereisuseofrhymingwordsi.e.diplomacyandnormalcybutthepoem hasnot

rhymescheme.

Internalrhymereferstouseofrhymingwordswithinalineofapoem ifthelineisdivedintotwo

clausesandtheyallendwiththesamesounde.g.

Althoughtheysetatarget,itwasnotmet

Soshedevisedadifferentstructure,amidstthetroubledfuture
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Rhymeschemeisapatternthatiscreatedbyrepetitionofsoundsattheendoflinestocreate

rhythm.Theschemecanberegularorirregulardependingonwhetherthenextsetofsoundscan

bepredicatedornot.Lettersofthealphabetareusedtorepresentsoundsinarhymescheme.A

rhymeschemeiswritteninaflowingmannerwithoutusesofcommasoranyotherpunctuation.

ThisthedebtIpay(a)

Justforoneriotousday(a)

Yearofregretandgrief(b)

Sorrowwithoutrelief(b)

Payit,Iwilltotheend(c)

Untilthegrave,myfriend(c)

Givesmeatruerelease(d)

Givesmetheclaspofpeace(d)

SlightwasthethingIbought(e)

SmallwasthedebtIthought(e)

Poorwastheloanatbest(f)

God!Buttheinterest(f)

Therhymeschemeinthepoem abovewillbeaabbccddeeffthisrhymeschemeisaregularone

becausewecaneasilypredictthenextsoundtobegg.Thisrhymeschemecreatesmusicalityin

thepoem andalsoreinforcesthemeaningsofthewordsthatrhyme.

Alliterationinvolvestherepetitionofinitialconsonantsoundsincloseproximityinordertocreate

rhythm,forexample,

ShesangasadsongorTheylastedlongerthantheyhadlasttime

Consonanceontheotherhandinvolvesrepetitionofconsonantsoundspresentatthemiddleorat

theendofwordse.g.

HefoughtandthoughtaboutitorShehadtalkedaboutitalot

Exercise

Describetheuseofalliterationandconsonanceinthepoem below.



isabokemicah@gmail.com

Novels,UpdatedICT,CPA,CIFA,CICT,ATD,College,HighSchool&PrimaryNotes 0714497530

Hague

Thegloomygallantfaces

Staresadlyattheirfate

Thesilentvoicessoeloquent

BeggingforjusticeasJesusjustified

‘Nolovebetweenneighbours

Isthebiggestsinonearth.’

Assonanceinpoetry

Assonanceistherepetitionofvowelsoundsinwordsthatfolloweachothercloselyinapoem

usuallytocreatemusicality.

Question

Describeassonanceinthepoem below.

Politics

AllhislifeJameshadthankedher

Pleadingheavingandleaningonfalsefortifiedforce

Filthsicklyandsinfultoherhatefuleyes

Booinghim shelookedgood—slyflyandlikelytopuke

Shehadsleptwithhim andbornehim aboy

Theboywasbuoyantandyoung

Iam theironlysonandtheyarerivalpoliticians

ImageryinpoetryistheuseofFigurativelanguageorlanguagethatcreatementalpicturesof

situations.Suchmentalpicturesarecreatedbythefollowingstyles:

Metaphorwhichisthedirectreferencetosomethingusingthequalityofsomethingelseinorder

toshowthattheysharesuchatrait.E.g.Josephisalion.ToshowthatJosephisas

strong/dangerous/braveetcasalion.
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Simileismakingacomparisonoftwothingsusingwordslikeas...as,like,akintoetce.g.shesung

likeanangel.

Symbolism referstotheuseofobjectsorthingsinapoem thathavemeaningoutsidethepoem.

Forexampleasnakeisgenerallyconsideredtobeanembodimentofevilandtrickery;whitenessa

symbolofpurity,bloodasymbolofviolenceanddeathetc.whensuchthingsareusedinapoem

theycreatesymbolism.

Personificationreferstogivinghumanqualitiestoanimalsandthingslikeplantsorstones.Atree

whispering,astonecrying,anelephanttalkingetc.

Exercise

Describeimageryinthepoem below.

Hetoiledfrom dawntoduskforapieceofsilver

Hewasalionessinthehuntformeat

Manydaystheneedsgrewasthemusclesmoaned

Sixpackalbs,tricepsandbicepswinked

Hisleanbodymysteriouslikeanaphrodisiac

Wasasourceoflustfuladmirationtothemaster’swife

whowishedherhusbandhadsuchabody

Yetthehusbandwasfullofsilver

Shedidnotwishherhusbandtolosethesilver

Shewantedtheleanbodyandthesilver

Butitseemeditwasdifficulttohaveboth

Thesilverinthepoem isusedsymbolicallytorepresentwealthormoney.Themanissaidtobea

lionesswhichmeanshewasverybraveanddeterminedasalionessusuallyiswhenitwantsokill

abiggame.Thesixpackalbs,bicepsandtricepsaresaidtowinkwhichwouldbepersonification

toshowthattheyweretemptingandcharming.Alsothemusclesmoaningispersonification.His

leanbodymysteriouslikeanaphrodisiac—thisisasimilewhichshowshowsexuallyattractivethe

manwas.

IronyinPoetry
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Ironyinpoetryoccurswhenthereisacontradictionbetweenwhatthereaderexpectsandwhat

happensinthepoem.

Describeironyinthepoem below.

TheyRanOutofMudbyMiriam Were

Thereisalittlehut

Builtacrossfrom here

They’vemuddedtwowalls

Andthereststandsunmade

Fortheyranoutofmud

Thereisadeepgully

Runningalongtheroad

Theyhavefilledithalfway

Andtherestisstillgaping

Fortheyranoutofmud

Thereisapotythealter

Thattheybegantomould

Theyfinishedthebase

Buttheneckremainsundone

Fortheyranoutofmud

Mud!Mud!

Whocanfindmud

Maybeifitweregold

Someonewould
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Answer

Mudiscommonplace—itisubiquitousandhencealameexcusefornotfinishingtomudthewalls,
orfillthegullyorcompletemouldingthealter.Thepersonasuggeststhatifitwasgoldwhichis
veryexpensivetheycouldhavefounditbutnotmud.Thisshowsthattheworkersareverylazyand
giveinexplicableexcusestohidetheirlaziness.Itisthusironicalthattheyhaverunoutofmudbut
ifitweregoldtheycouldhavefoundit.

TheBeard

Inthepulpitheswayedandturned

Leantforward,backward,

Totheright:totheleft

Hissolemnvoiceechoed;

Lowlythecongregationfollowed

“Doyouloveyourneighbour?”

Meeklytheybowathiskeeneye.

Nowexaminingagreyhead

Heavingunderhersobs

Hisheartleaptassured—

“Hersinsweighonher”

Sowithherhechatoutside;

“Weepnotchild,youarepardoned.”

“But,Sir,yourbeardconjuredup

Thespiritofmydeadgoat!”

Question

Describeironyinthepoem above.

Theladycriesandthepreacherthinksthatitisbecausehersinsweighonhersohetalkstoher

andthinksthatbyherrepentanceshehasbeenpardoned.Butinrealitythewomanwasweeping

becauseshesawthepreacher’sbeardwhichconjuredupmemoriesofherdeadgoat.
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SatireinPoetry

Satireisastylisticdevicewhereapersonausesamockinglanguagetocriticisepeople,thingsor

situations.Thepoetmightcreatecharactersatwhom wecanlaugh,especiallybydepictingthem

inaridiculousway.

Satireismainlyusedtoexposethewrongorfoolishdeedsorbeliefsofapersonorsociety.

SpoilingOurCelebrations

WhenlastJamuhuriday

Theceremonialflagstuffswerelaidinourstreets

Itwassoondiscovered

Twentyofthenewflagshadbeenstolen

“Wefear,”saidthecouncil

thatifthetheftcontinue

thewholeoftheJamuhuricelebrations

mayberuined

Weonlyrecentlyacquiredthisnewset

Ofonethousandfrom thegovernment

Eachcostsh1000,wespentsh1,000,000onall

Policearesearchingforthethieves

Theflagswhicharesixfeetbyfour

Arenotbeingstolenfordisplay

Theyareprobablyusedasrags

Orbedcoversbybeggars
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Thisismisusinganationalemblem

Inanundignifiedmanner

Whatashamethatbeggarsintheirbeds

Arenotdignifiedwiththeirbedcovers

Question

Describesatireinthepoem above.

Thepersonaismockingthegovernmentforputtingsomuchemphasisonthedignityoftheflag

asanationalemblem butignoringthewantsofthepoorandbeggarswhohavenobeddingsand

havenowresortedtostealingtheflagsforthispurpose.Itisfunnythatthegovernmentofficials

talkaboutindignityofthebeggarswhentheyactuallyhavebeenabandonedwithnoselfdignityby

thegovernment.

IWenttoChurch

Iwenttochurchtoday

YesIwentandprayedforall

Friendsandfoesalike

Deadandthosealive

Ialsoprayedhard

Forthesoulofthatsoldier

Whogotshot

Fightingforourmotherland

WhileIshothotlifeintohiswife

AndIprayedtoGodtoo

ThatIlivelong

Togoandprayagain
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Question

Describesatireinthepoem above

Thepoetusesthepoem toridiculechurchgoers.Thatsomeofthem gotheretocoveruptheir

sinsanddonotreallygowithanaim torepentandworship.Thepersonathinksofcarryingonwith

hisadultererbehaviourwhichwillkeephim comingtochurch.Hesayshepraysforthesoldier

whogotshotwhilethepersonawasshootinghotlifeintohiswife.

WesternCivilization

Sheetsoftinnailedtopost

Drivenintheground

Makeupthehouse

Someragscomplete

Theintimatelandscape

Thesunslantingthroughthecracks

Welcometheowner

Aftertwelvehoursofslave

Labour

Breakingrock

Shiftingrock

Breakingrock

Shiftingrock
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Fairweather

Wetweather

Breakingrock

Shiftingrock

Oldagecomesearly

Amatonthedarknights

Isenoughwhenhedies

Gratefully

Ofhunger

Question

DescribeSatireintheabovepoem.

Thepoetmockswesterncivilisation.Thereceivedwisdom isthatwesterncivilisationisalways

associatedwithexoticmodernthingsandwaysoflivingbutthepersonainhisquestforwestern

civilisationexperienceshardshipsworkingonhotandrainydaysuntilheagesquicklylivingina

shantyhouse.Thisisthedarkersideofthecivilisationthatmanypeoplegothroughandthatthe

personaknowswell.

MoodAttitudeandToneinPoetry

Moodreferstothefeelingsyougetwhenyoureadapoem ortheatmospherethatsurround

eventsinapoem andthatcouldinfluencehowthereaderortheaudiencefeelsafterreadingor

listeningtothepoem.

Apoem thatcentresonafuneral/deathwillcertainlyhaveasorrowfulorsadmood,whereas,one

thatcentresonaweddingoranycelebrationofanachievementshouldhaveahappy,contentedor

jovialmood.

Attitudereferstothefeelingsthatthepersonahastowardsthesubjectthepersonaistalking

about.Forinstance,inthepoem thepersonamaydescribesomeonewhoiscorruptingchildren

andoppressingpeopleusingwordslikedisgusting,blemish,rogueetc.Theattitudetherefore

wouldberesentfulorhatefulorevenmalicious.Ifthepersonausespoliteandlovingtermsto

describeaneventorapersonlikecharming,amiable,kindetc.Thentheattitudeofthepersona
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towardsthesubjectisapproving,welcoming,sympatheticetc.Itisimportanttousethepersona’s

wordsindetermininghisorherattitudetowardsthesubject.

Tonereferstothenatureofthevoiceusedinapoem.Itisimportanttoknowwhatthepoem is

talkingaboutinordertoidentifythetoneofthepersona.Thetoneofthepersonaisclosely

influencedbytheattitudetowardsthesubjectandthegeneralmoodofthepoem.Forinstance,if

thepersonalovedthesubjectandhisattitudetowardsitwasloving;ifthesubjectisdead,thenthe

tonewouldbesad,ifthesubjectisarounditmightbelovingtoneetc.Ifthepersonaisafather

talkingtoasoninapolitewaythenthetonecanbepatronizing.

Adjectivesfortoneinpoetry

Sarcasticremorsefulobnoxiousdullguiltyalarmedfresh dreary lightstartledsadistic

happyheavyhorrifiedsecularsadquizzical/inquisitivedisgruntledpoliticalnarcissistic

sardonic/mockinghurtfulsocialdevoted foolishlovingliberal/democratic bitter/sour

sympatheticmysterious conservativeangryintelligent/enlightened/cleverreligious

resentful/hatefulirritateddespitefulprayerful annoyedsuspicious/doubtfulmelancholic

Attitude

Joyousangry sadcold Warm agreeable contemptuouscalm delightfulkind trustfulsadistic

cheerfulplayfulappreciative fearfulresentful

Mood

Serene/calm respectfulhappy fearfulsorrowfulsombre melancholic jovial

reflective/meditative angrynostalgic thoughtful

Question

Readthepoem belowandestablishitsmood,toneandattitude.

APregnantSchoolGirl

Hepaidherseatinthematatu

Andwalkedaway:

Ashedisappearedinthecitycrowd
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Allherdreamsvanished

Onemorepassengersqueezedin

Andlitacigarette

Sheopenedthewindow

Andspatcoldsalivaout

Asthecigarettesmokeintensified

Shewantedtovomit

Sherememberedthewarm nights

Whenshewasherman’spet

Sherememberedthepromises

Thegifts,theparties,thedances

Sherememberedherclassmatesatschool

Whoenviedherexpensiveshoes

Lipstick,wristwatch,handbag

Whichshebroughttoschool

Afteraweekendwithhim

Thefuturestoodagainsther

Darklikeanightwithoutthemoon

Andsilentliketheendoftheworld

Asthematatuspedawayfrom thecity

Shebegantotremblewithfear

Wonderingwhatherparentswouldsay
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Withallhopegone

Shefeltlikeacorpse

Goinghometobeburied

Themoodofthispoem issadbecausewhenyoureadyoufeelsadandabitsympatheticforthe

pregnantschoolgirlwhohasbeenusedbyherloveranddumpedandwhonowfeelslikeacorpse

withnofuture.

Theattitudeofthepersonatowardstheschoolgirlissympathetic.Thepersonafeelssympathy

forthegirlandthatiswhyhedwellsontheconsequencesofherconditionbysayingthefuture

stoodagainsther;shebegantotremblewithfearetc.

Thetoneofthepersonaiscalm/indifferentbecausethepersonaremainscalm throughoutthe

poem onlyshowingabitofsympathyforthegirl’sconditionbutnotgettingemotionallyinvolvedin

thelifeofthegirl.

DramatisationinPoetry

IntroductionbyRichardNtiru

Perhapsitwashisuglyshirt

Themissingbutton

Theunassertivecollar;

Perhapsitwashisknottyhair

Thatboastedlittleacquaintancewiththecomb

Ormaybeitwashisusualness

--onemoreimpersonalhandshake

Alongtheconstantstreet—

Thatinducedthefunctionalsmile

Andoperatedthemechanicalhandshake.

Hisnamedidn’thelpeither;
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MugamboMugenge—you’dhearthename

Intheout-patient’sattendancequeue;

Notinthecurrenttelephonedirectory

Youcertainlyneededprompting

Isaidhewasanold-timefriend

Butyoucontinuedtowavetopassingcars;

Iaddedthathewasahighplacedman

Andyoupromptlytooyoucue

--“Auniversityteacher,authorofseveralworks”—

“RE-E-E-ally?Er-um-oh!...”

Andyoubecamewordandemotionalperfect

Likeadogthatmistakesathiefforavisitor

Andrememberstobarkathismater’scoughing,

Yourenewedandpumpedthehandshake

--reshapedyourmouthtoapropersmile

--recalledhisfamouspublictalk

Thatyouhadregretfullymissed...

Andobserved,thoughtfully,

Howunlikehisphotographhelooked

Youweretuned—

Delveddeepintohislatestnovel

Andwonderedwhyhismaincharacters

Donotwalkonthesolidearth

Andfailtoeffectlivingcommunication
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You’dhaverambledon,nolongerlookingathim

Buthequipped:“Theyareingoodcompany!”

Andwasabouttoaddwhenyouknowledgeablyinterrupted

“Societyisamarketstall

Andmengoodsondisplay

Wherethelabelismoreimportantthanthelabelled

Andpricemorefascinatingthanthevalue.”

Wepartedhopingtomeetagain

Youwentawayrehearsinghisname

Butprobablyunrememberinghisface

Questions

1.Howwouldyousaythefollowinglines?

a)Perhapsitwashisuglyshirt.

b)Perhapsitwashisknottyhair.

c)Thatinducedafunctionalsmile.

d)Butyoucontinuedtowavetopassingcars.

e)Butprobablyunrememberinghisface

Pronouns
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Apronounisawordthatcanreplaceanouninasentence.E.g.Tom lovesMarybutshedoesn’t

lovehim.ShereplacesMaryandhim replacesTom.Nounsthatarereplacedbypronouninthe

samesentenceareknownasantecedents.ToandMaryareantecedentsinthesentenceabove

becausetheyarereplacedbyhim andsherespectively.

--Apronouncanoccurasasubject(comebeforeaverbinasentence)oranobject(comeaftera

verborprepositioninasentence).Ifapronounoccursassubjectitwillbeinsubjectiveform andif

itoccursasanobject,itwillbeinobjectiveform.

Personalpronounsarepronounsthatrefertopeople.

Subjectiveandobjectiveforms

Singularsubjective Singularobjective Pluralsubjective Pluralobjective

I Me WE us

YOU You YOU You

HE Him THEY Them

SHE Her THEY Them

IT It THEY Them

Firstpersonpronounreferstoapronounthatisusedassubjectsoraspeakerinasentenceboth

singularandplural.E.g.

(Subjective)Iwenthome.Weatethemangoesetc.

(Objective)Shegavemethebook.Bringusthebottles.

Secondpersonpronounreferstothepronounthatisusedasthelistenerorthepersonorthing

beingtalkedtoinasentence.E.g.

(Subjective)Whatdoyouwant?Youshouldgohome.

(Objective)Shecameforyou.Themoneywasforallofyou.

Youisusedinsubjectiveandobjectiveformsandagain,bothsingularandpluralformsinthe

secondpersonpronouns.

Thethirdpersonpronounreferstothepronounthatisusedasthepersonorthingbeingtalked

aboutbutisnotpresent.E.g.

(Subjectiveforms)Hewenthome.Sheisnotfeelingwell.Itrainedheavilylasttight.Inplural,they
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isusedinallcases.Theywenthome.Theyarenotfeelingwell.

(Objectiveforms)Theygavehim thejob.Johncameforher.Kensawitrun.Inpluralobjective

form ,them isusedinallcases.Annegavethem themoney.

Possessivepronounsshowpossession.E.g.Thisismybook.Thisismine.Apossessive

pronounreplacesnotjustanounbutanadjectiveplusanounasseenintheaboveexamplewhere

minereplaces‘mybook’.

--Weusepossessivepronounswhenitisnotnecessarytousethepossessiveadjectiveanda

noun.

Isthishisbook?No,itisyours.

--Thepossessiveadjective,its,doesn’ttakeanapostrophe.E.g.Thecatdrunkitsmilk.

POSSESSIVE

ADJECTIVES

SINGULAR

POSSESSIVE

ADJECTIVES

PLURAL

POSSESSIVE

PRONOUNS

SINGULAR

POSSESSIVE

PRONOUNS

PLURAL

MY OUR MINE OURS

YOUR YOUR YOURS YOURS

HIS THEIR HIS THEIRS

HER THEIR HERS THEIRS

ITS THEIR

Possessiveadjectivemeansthewordoccursbeforeanounandatthesametimeshows

possession.E.g.Mybook,yourcow,hisdesk,itsboneandinPluralourbooks,yourcows,their

desks,theirbonesetc.

Possessivepronounmeanstheonewordthatcanreplacethepossessiveadjectiveaboveplusthe

nouninasentence.E.g.Thisismybookbecomes Thisismine,Thisisourbooksbecomes

Theseareours.

Yours,his,hersrespectively;inpluralitwouldbe,yours,theirs,theirsrespectively

Reflectivepronounsarepronounsthatreferbacktothesubjectordoeroftheaction.Theyalways

endwiththesuffix -selfinsingularand-selvesinplural.Theyareusedtoshowthatactionofthe

verbisperformedonthedoeroronthesubjectitselfbythesubject.

--Reflexivepronounsareusedforemphasisandaresometimescalledemphasispronouns
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--Reflexivepronounscanstillbeleftoutofthesentenceandwillmakesense.

E.g.She,herself,escortedtheboy.

Reflexivepronouns

Singular plural

Myself Ourselves

Yourself Yourselves

Himself Themselves

Herself Themselves

Itself Themselves

Oneself Themselves

--Reflexivepronounsonlyoccurinobjectiveforms.

SubjectiveandObjectivecaseofpronounsinasentence

--Whenapronounoccursafterapreposition,itshouldbeinobjectiveform.E.g.

Shecameforher/me/them/him/it.Itisbetweenhim andme,betweenusandthem.

--Whenapronouncomesafteraverb,inasentence,itshouldbeinobjectiveform.E.g.

Sarahhelpedhim/her/them/it/me

--Whenapronounoccursbeforeaverborasasubjectinasentence,itshouldbeinsubjective

form e.g.

I/We/He/She/They/Itwillgetitsoon.

--Apronounthatcomesafterthephrase‘Itis’willbeissubjectiveform e.g.

ItisI/they/she/he/it/thatdiditandnotI/they/she/he/it/(thatdidit)althoughthislastpartis

omittedandonlyimplied.

Itwashewhocame.ItisshethatissickandnotI.

--Pronounsaftertherequestword‘let’alwaysappearinobjectivecasee.g.

Letusgohome.LetmeseewhatIcando.

Unlikepronounsaftertheword’shall’thattakesubjectivecase.E.g.
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ShallIgohome?Shallweseehim?

--Pronounsaftertheword‘than’takesubjectivecasee.g.

SheisbetterthanIam/SheisbetterthanI

Otherthanhe,whoelseshowedup? YouarebetterthanI.

Ademonstrativeadjectivereferstothewordslikethis,that,thoseandthese thatindicatethe

positionofanouninagivencontextordemonstratesthemannerofaction.Theyoccurbefore

nounstheydemonstrateinasentence.E.g.Thisbook,thathouse,thosetreesetc.Thesehouses

aremine.

Ademonstrativepronounontheotherhandreferstowordssuchasthis,that,thoseandthese

thatreplaceanouninasentenceandthatwouldonlybevalidinabsenceofthenounitrefersto.

E.g.

Thatisterrible Thisismine Isawthem.

IndefinitePronouns

Indefinitepronounsrefertopeople,placesorthingsinaunspecifiedway.Theythereforedonot

havespecificreferenceorantecedents.

--Therearemainlytwotypesofindefinitepronouns

a)‘of—IndefinitePronoune.g.eachof,eitherof,enoughof,oneof,manyof,allof,anyof,severalof,

noneof,muchof,anotherof,neitherof,oneof,fewof,someof,manyof,

Eachoftheboyshasbeenfed.

Wehadhadenoughofhercomplaints.

Allofmybrothersaremarried.

Sometimesthe‘of’phrasemaybeomittedifwhatitreferstoisclearfrom thesituationgivene.g.

Afterpayingformangoes,wediscoveredthatsomewererotten.

Many(ofthe)problemswefacecanbesolvedthroughdialogue.

Althoughtheboyswerehungry,manycontinuedwalking.

b)Compoundindefinitepronounsarecalledsobecausetheyareformedbycombiningtwowords

suchasevery+body=everybody.

POSITIVE NEGATIVE
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Everyone Anyone

Everybody Anybody

Someone Noone

Somebody Nobody

Something Anything

Everything Nothing

Anyisusednegativelyandsomeisusedpositivelye.g.

Anyonecanbedefeatedinamatch.(Negative)

Someoneisalwayswatching.(Positive)

Everythingwillbefine.(Positive)

Nothingwilleverwork.(Negative)

Exercise

Fillineachblankspacebelowwiththecorrectindefinitepronoun.

1.__peoplediedduringthewar.

2.Wehavehad__ofhisoutbursts.

3.__oftheabovementionedturnedup.

4.Itis__ofhisfunnybooks.

5.__calm down.

6.__wassaidatthemeeting.

7.Iwillgive__tobeyou.

8.__ofhisbrothersaredead.

Thesimplepast

Simplepasttenseisusedtodescribeeventsthattookplaceinthepast.Mostverbsform their

pasttensebyadding-dor-edattheend.Theseareknownasregularverbs.E.g.

Play—played.Pose—posed.Kiss—kissed.Cry—cried.Spit—spitted.
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--Someregularverbsendingwith‘y’take‘ied’intheirsimplepasttenseformse.g.

Bury—buried.Study—studied.Hurry—hurried.

--Someregularverbsendingwithaconsonantprecededbyashortvowelsounddoubletheirfinal

consonantsbeforeadding‘-ed’toform simplepasttense.E.g.

Nod—nodded.Stop—stopped.Step—stepped.

IrregularVerbs

Theseareverbswhichdonotfollowaregularpatternwhenchangingintosimplepasttense.

a)Therearethosethatcantake‘-ed’inpasttenseorsimplyadd‘t’e.g.

Spell—spelledorspelt.Spill—spilledorspilt.Dream—dreamedordreamt.Dwell—dwelledor

dwelt.Bless—blessedorblest.

b)Therearethosethatchangethevowel‘i’into‘a’.E.g.

Spit—spat,shrink—shranketc.

c)Thosethatchangethevowel‘i’to‘o’e.g.

Drive—drove, win—won

d)Thosethatchangethevowel‘i’to‘ou’e.g.

Find—found. Grind—ground.

e)Thosethatchange‘i’into‘u’insimplepaste.g.

Strike—struck.Sting—stung.Dig—dug.

Simplepresenttense

Simplepresenttenseisanaspectoftheverbinitspresentstateanditisthereforeusedto

expressthefollowingsituations:

a)Habitse.g.Iwalktoschooleveryday.Sheplaysfootball.Sheswims.

b)Todiscusshobbies.E.g.Iplayfootball,Iwrite,Hepreaches

c)Toshowtheconditioninwhichsomebodyisin.E.g.Iam unwell,EuniceisOk.

d)Tostateaperson’soccupation.E.g.Kenispoet,Myfatherisadoctoretc.

e)Toexpressfeelingsandemotions.E.g.Shehateshim.

Perfecttense
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Averbissaidtobeinaperfecttenseifitshowsthattheactioninthesentencewascompleted

justbeforethespeechorhasbeencompletedjustbeforethespeechorwillbe.Toshowthisform,

theword‘have’anditsvariants(had,has)isused.E.g.

Hehadfinishedthetestwhentheteacherarrived.

Shehasarrived. Theyhavegivenherthemoney.

Themainverbinaperfecttenseisusuallyapastparticiplee.g.given,taken,eaten,saidetcoran

–ingparticipleprecededbytheword‘been’.E.g.Shehasbeeneatingugali.

Aparticipleisaform ofaverbending–edforregularverbsbutfollowedbyhas,hadorhave,e.g.

kill—haskilled,cry—hadcried,box—hadboxedetcbutvariesforirregularverbse.g.hasborne,had

sought,hascome,hadseenetc.

Bothregularandirregularverbsuse–ingparticiplesinperfectprogressivetensese.g.

Shehasbeencookingrice. Hehadbeengivinghermoney.Sheiscleaningutensils.Weare

seeingthem off.

Anyhelpingverbapartfrom has,hadandhavecanbeusedwithan–ingparticiple.

Rememberan–ingparticipleonitsowncanactasanouninasentencee.g.

Swimmingismyhobby. Ilovesinging.

Ifan–ingparticipleactsasanounasshownabovethenwecallthenounagerund.

Weepingisasignofweakness.Weepingisagerundbecauseitan–ingparticiplebeingusedas

anoun.

An–ingparticipleagaincanbeusedasanadjectiveinasentencee.g.

Youshouldn’tsaysuchannoyingremarksorsuchremarksareannoying.

PUNCTUATION

Afullstop,alsoknownasaperiod,isusedattheendofasentencee.g.

Maryissick.

--Itisalsousedinabbreviationse.g.K.N.H.I.F N.S.S.F

Acommaisusedtoindicateashortpauseinasentenceespeciallyinaliste.g.

Shewenttothemarkettobuybread,soapandsugar.

--Itisusedinwritingdialoguetoseparatethespeechfrom commentarye.g.

“Iwillseeyoutomorrow,”shesaid.
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--Inparenthesis(extrainformationinasentence)e.g.

DanielArapMoi,thesecondpresidentofKenyanrepublic,isvisitingNakuruNationallibrary

tomorrow.

Afewofthestudent,bytheway,willnotattendtheceremony.

--Afteryes,noandplease.Yes,Iknowtheman.Please,letusdiscussthematters.No,itisnot

possible.

--Inquestiontagse.g.Adhiambovisitedyou,didn’tshe?

--Inseparatingintroductorywordsofasentencefrom thereste.g.therefore,hewasforcedbythe

publicpressuretoresign.

--Beforethenameofthepersonbeingspokentoe.g.Comeandhelpmepushthiscar,John.

Colonandsemi-colonarecommonlyusedtoconnectpartsofasentencethatarecloselyrelated.

Acolonisusedtointroducealiste.g.Youshouldbringthefollowingitemstomorrow:bananas,

spoons,cups,knivesandplates.

--Tointroducealongquotationorspeeche.g.Theemploymentactsstates:Wagesshallnotbe

paidinabarorataplacewhereintoxicatingdrinksareavailableforsupply.

--Toseparatetwoclauses,ifthesecondclarifiesthefirst.E.g.OgingaOdingaplayedanimportant

roleinKenyanpolitics:heagitatedforthereleaseofJomoKenyatta,participatedinthewritingof

thefirstindependentKenya’sconstitutionandbecamethefirstvicepresident.

--Toseparatetwopartsofasentencethatcompareandcontrast.Thiscreatesabalancedand

eleganteffect.E.g.Theboywhocameinwasshortandlight-skinned:theonewhowentoutwas

tallanddark.

--Toseparatethehourfrom theminutesforexample.10:30P.M.

Semi-colonisusedto

--jointwoindependentclausesthatarerelatedandthatarenotconnectedbyacoordinating

conjuction.E.g.ThisschoolistheoldestinKenya;itwasbuiltin1906.

--tojoinindependentclausesconnectedbyconjunctiveadverbsuchas‘otherwise’and‘however’

ortransitionalphrasessuchas‘ontheotherhand’or‘asaconsequence.E.g.

Don’tcomelate;otherwise,youwillmisstheparty.

Insomeschools,classesaresmall;asaresult,teacherscangivestudentsindividualattention.

--toseparateitemsinaserieswhenoneormoreoftheseitemsaretaggedtootherdefinitionsor

subdivisionsseparatedbycommas.E.g.TheKenyanforeignministervisitedseveralAfrican
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capitals:Lusaka,Zambia;Harare,Zimbabwe;Abuja,Nigeria;Accra,GhanaandCairo,Egypt.

Adash(—)isusedasfollows

--inadialoguetointroduceaclarificationorfurtherdetails.E.g.

Idon’tknowwhyshehasn’tarrived—Imean,sheshouldhavebeenheretwohoursago!

--toindicatehesitationinadialogue

Jo—Johnhasgone—goneho—home.

--tosetofinformationthatneedemphasise.g.

Boyscanbesweet—whentheywanttobe.

--Canreplaceacoloninasentenceforemphasise.g.

Youhavetwooptions—toshutuporraiseyourhand.

--canbeusedinparenthesistoshowthattheinformationinbetweendashesisextraandnotpart

oftheoriginalstructureofthesentence.E.g.

Thefourboxers—Ali,Joe,OtiandTyson—wonthegoldmedals.

Anapostrophe(‘)ismainlyusedtoshowthatsomewordshavebeenleftout,forexample.

Don’t—donot.

--Itcanalsoshowpossessione.g.Maina’sbagorMoses’book..

--Itcanalsoshowelision(wheresoundsareintentionallyleftoutbutthewordstillmakessense)

e.g.

Howareyoudoing—how’reyoudoin’

--Rememberthatinpluralformsanapostropheisremovedfrom thepossessivee.g.

LuguluGirls’HighSchool—LUGULUGIRLSHIGHSCHOOL

--‘Ofcanbeusedwiththepossessive‘stoshowdoublepossessione.g.HeisacousinofCiru’s

brother.

Hyphenisusedtolinkwordsthatform compoundnounsbutlookconfusingtogethere.g.

Fatherinlaw—father-in-law.

--Theyarealsousedtoshowthedifferenceinmeaningofwordsthatsoundorseem similare.g.re

-cover/recoveretc.

--Someprefixoccurwithahyphene.g.antinanti-Christetc.
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Wordsthatoccurwithahyphenaresaidtobehyphenated.

PUNCTUATIONINTITLESOFPUBLICATIONS,QUOTATIONSANDHEADINGS

Therearerulesabouthowtowritetitlesofpublicationsuchasbook,shortstories,oralnarratives,

essays,poems,magazinesandnewspapers.Acrucialdistinctionismadebetweenfulllength

publicationandpartsofapublication.Anovel,forexample,existonitsownasafulllength

publication.Theseshouldthereforebeunderlinedasfollows 1.ComingtoBirth 2.

AdavancedGrammar

Shortstories,oralnarratives,essaysandpoemsareusuallypartofalargerbook.Toshowthis

difference,titlesoftheseworksareenclosedinquotationmarkse.g.

“Tekayo”inEncountersfrom Africa—shortstory

“BeijingBeijing”inEchoesacrosstheValley—poem

“TheHareandtheLeopard”inEastAfricanOralLiterature—oralnarrative

--Magazinesandnewspapersaretreatedafulllengthpublicationsandtheirtitlesaretherefore

underlinedasfollows:

ShewasreadingtheDailyNationyesterday.

BuymeTheStandardonthemarket.

Inallcases,wecapitalizethefirstletterofallimportantwordsinthetitle.Importantwordsare

contentwordsornouns,adjectivesandadverbs.Articlesandprepositionsarenotusuallyseenas

contentwordsandthereforetheyarenotcapitalizedunlesstheyappearatthebeginningorendof

thetitle.Thisrulealsoapplieswhenwritingallheadingsandsub-headings.

TheRiverandtheSourceisanovelbyMargaretOgolla.

Itisnormalwhenwritingtoquotefrom variouspublications.Thisismeanttolendauthoritytoour

writingsandreinforceourarguments.Ofcourse,weshouldnotoverquote,andotherpeople’s

opinionshouldnotovershadowours.Inquoting,however,weshouldobservethefollowingrules:

--shortquotationsofnomorethanthreelinesareincorporatedinthetextofourwritingsand

enclosedinquotationmarks,forexample:

InThingsFallApart,Obiriekasays:“Thewhitemanhasputaknifeinthethingsthatheldus

togetherandwehavefallenapart.”

--Longerquotations,thatis,ofmorethanthreelinesaresetofffrom therestofthetext,for

example:

Inthebook,HowtoWriteandSpeakBetter,wearetold:
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Mostwritingisaprivateactivitybutapublicservice.Youmaydashoffaprotestletterinthe

solitudeofyourstudy,orcompileareportintheofficeaftereveryonehasgonehomeforthenight,

orscribblesafewsecretparagraphsofyourromanticnovelatthekitchentablewhilethebabyis

sleepingbutineachcaseyourintentionisthesame—thateventuallyyourwritingwillbecomethe

readingmatterofsomeoneelse,thatyourprivatewordswillgopublic.

MinimalPairs

Minimalpairsarewordsthatarealmostpronouncedthesamewaybutonlydifferbyonesoundas

shownbelow:

Pin,kill,pit,cap,bag,load,

Bin,gill,bit,cup,bug,road

Adverbs

Anadverbisawordthatmodifiesthemeaningofaverb,anadjectiveoranotheradverb.

Anadverbcanbereplacedbyanadverbphraseinasentencee.g.Hepaidhisdebtsfully.

Hepaidhisdebtdowntothelastpenny.

--Adverbsthatappearatthebeginningofasentenceusuallymodifythewholesentencerather

thananyparticularwordse.g.

Probably,heismistaken.Obviously,theydon’tloveeachother.

Typesofadverbs

Adverbsoftimeshowwhentheactionhappened.E.g.Janewenthometoday.

Adverbsoffrequencyshowhowoftensomethingortheactionhappened.E.g.Ihaveseenhim

twice.

Adverbsofplaceshowwheretheactionhappenedorishappening.E.g.standhere.

Adverbsofmannershowhowsomethinghappenedorbehaved.E.g.Shewassittingawkwardly.

Adverbsofdegreeorquantityshowhowmuch,ortowhatdegreeorextentsomethingoccurred.

E.g.

50Centwasshot9timesbuthedidn’tdieorThemarriagelastedforalongtime.

Adverbsofreasonshowthecause,consequenceorreasonwhysomethinghappenede.g.

Hecouldnotaffordtopaysoheleftschool.
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Whenadverbsareusedinaskingquestions,theyarecalledinterrogatives.E.g.

Whereisthatboy?

Somewordsareusedasadjectivesoradverbs,dependingonwheretheyappearinasentencee.g.

Hespokeinaloudvoice.(adjective)

Don’ttalksoloud.(adverb)

Othersareenough,fast,next,welletc.

Someadverbsoccurintwo:with–lyandwithoute.g.

Romaworkshard andRomahardlyworks.

Someadverbsareusedasnounsafteraprepositione.g.

Hestaysfarfrom here.

Hecomesfrom there.

OrderofAdjectives

Whenanountakesmorethanoneadjective,itisimportanttonotethattheadjectiveswouldhave

totakeaspecificorderusuallyfrom moregeneralopinionstospecificfactualdescription.The

orderistobeginfrom quantitativeornumberadjectivesliketwenty,hundreds,apairetc.to

controversialorsubjectiveopinionslikebeauty,thengeneralopinionslikeproud,thensizeand

shapebeforefactsasshownbelow.

Number—e.g.six,many,some

Lessagreeableopinion—e.g.beautiful,ugly,charming,exciting

Moreagreeableopinions—e.g.proud,clever,mad,promiscuous

Size—e.g.Huge,small,tall

Shape—e.g.round,rectangular,square

Age—e.g.young,old,twelve-yearold,

Colour—e.g.red,golden,greenish,brown

Nationality/Origin—e.g.Kenyan,Japanese,Chinese

Material—e.g.Metallic,plastic,china,sliver,steel

e.g.20,beautiful,small,round,old,red,Kenyanballs.

5,ugly,huge,rectangular,Japanesetractors.
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Predicativeadjectivesoccurafterthenountheymodify,forexample:

Johnissick Joshuaissupportiveetc

Attributiveadjectivesoccurbeforethenountheymodifye.g.

Heisatallman. Beautifulwomenaretemptingetc.

PublicNotice

Anoticeisasmalladvertisementorannouncementinanewspaperormagazine,ornoticeboard;

itcanalsobeinformationorawarninggiveninadvanceofsomethingthatisgoingtohappene.g.

onemaywanttoannounceanupcomingmeeting,entertainmentevent,sportsdayetc.insuch

casesyouissueapublicnotice.

FeaturesofPublicNotice

1.Thenameandtitleofthegroupthatistomeete.g.DRAMACLUBMEETING

2.TheWhat?Theeventtotakeplacee.g.INTERCLASSDRAMACOMPETITION

3.TheWhen?Thisisthetimeoftheevent.E.g.SaturdayOctober15th2016at10.00AM

--Dependingonthenatureoftheevent,itmaybenecessarytogivetwoitemsoftimei.e.thearrival

anddeparturetimeorstartingandendingtime.E.g.

Arrival—10.00AM

MatchKickoff—10.30AM

4.TheWhere?Thisisthevenueorlocationoftheevente.g.Venue—AssemblyHall

--Thenoticeshouldbecaptivatingi.e.catchtheattentionoftheintendedreader.

--Itshouldbewrittenonwhitepapersothatitcanbesenclearly.Youcanusemorethanone

colourtomakeitcatchybutdonotoverdoit.

--Aformalpublicnoticeshouldhaveafewdecorations.

--Itshouldbewrittenincapitallettersespeciallyinformationonwhat,whom andwhere.

--Spellingsandpunctuationsmustbeaccurate.

--Oncethenoticeisready,placeitinastrategicplacewherecrowdstendtogather.

Example
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LUGULUGIRLSDEBATINGCOMPETITION

SATURDAY23MARCH

2017

ATTHEASSEMBLYHALL

FROM 10AM TO1PM

FORM 2RVSFORM 3W

COMEONECOMEALL

Posters

Aposterisalargeprintedpictureornoticewhichyoustickonthewallorboardtoadvertiseor

communicatespecificinformation.

Whenpreparingapostermakenoteofthefollowing:

1.Thepostershouldhaveathemeorsubjectmatterthatisverybriefandclearincapitalletters.
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2.Decideonthegraphicsorpicturestouse.Theyshouldbecolourfulandattractive.Bright

coloursshouldbeprioritized.

3.Thepostershouldbesimpleanddecongested.

4.Thepostershouldbedisplayedatanappropriateplace.

NB

Advertisementsarelikepostersbutareusuallysmallerandputonnewspapers.Theyareusually

designedtopersuadepeopletobuyorusecertainproducts.Warningsforsideeffectsinadverts

shouldbeinsmallletters.

Question

Imaginetheschooladministrationwouldwishtoenrolmorestudentsintoyourschoolinform one.

AssecretarytothelanguageClubinyourschool,theprincipalasksyoutowriteanoticetobe

positedinthelocalnewspaper.

Writethenoticeandwithitincludethefollowing:

--Statetheschool’sgeographicallocation
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--Inabout120wordsdescribetheschool

--Inabout50wordsdescribetheschool’senvironment

--Inform thepublicabouttheacademicqualificationsrequiredforadmission.

Thedeadlineforapplication.

Inventories

Aninventoryisadetaileddocumentofalltheitemsinaplacesuchasanoffice,aclassroom,a

church,ashop,aclinicandsoon.

Thisdocumentgivesdetailsofthequantityandconditionofwhateverisavailableinaplace.An

inventorycontainscolumnsthatshow

--Datewhentherecordwasentered

--Dateofdeliveryofitems

--Quantityoftheitem

--Descriptionofaparticularitem

--Dateofissue

--Signatureofthepersonbeingissuedwiththeitem.

--Itemsremainingafterissue.

Itisanimportantdocumentinanorganisationbecauseitcontainsinformationonallitemsthatan

institutionhasandthereforehelpstokeeprecordsofthestockorstock-taking.

GlorySecondarySchool

Inventory

Dateof

record

Delivery

date

Quantity Description Dateof

issue

Sign Balance

5/2/1017 4/2/2017 60 Macmillan

Bk4English

texts

10/2/2017 _gr 33

13/2/2017 13/2/2017 20 Reamsof

foolscaps

15/2/2017 Te_js 15
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Importanceofaninventory

--Keepcheckonwhatisthereintermsofstock

--Tokeepcheckonwhatneedstobereplacedorrepaired.

--Toeasethejobmanagement

--Togiveinformationonitemsthatneedconstantreplacement

Question

YouaretheSchoolLibraryassistantandyouhavereceivedbooksfrom asupplier.Recordthe

itemsinyourinventory.

FactsandOpinions

Factsarestatementsthatcanbeproved,verifiedandareconsideredtobetrue.Factsare

indisputablee.g.ThefirstpresidentofKenyawasJomoKenyatta.

Allhumansdie.

Opinionsarefeelingstowardsanidea.Theyarenotreliablesourceofinformationandcannotbe

verifiedadequately.Opinionsarethereforedebatableanddisputable.

Opinionscanbeidentifiedfrom aspeaker’schoiceofphrasessuchas:itisbelieved,inmyopinion,

apparently,seemingly,Ithink,Ifeel,possibly,presumably,itshould,quiteetc.

--Somespeakersmixfactsandopinionswithoutmakingacleardistinctione.g.YouknowthatI

wasthebestspeakerinlastyear’sAGM.

Isn’titafactthatIam thebestplacedpersontorepresentthepeopleofBungoma?

Exercise

Pickoutandexplainfivefactsandfiveopinionsinthepassagebelow.

Weteachstudentstobeobedient,kind,religiousandhardworkinginordertosucceedinlifebut

therealityisthatthesevirtuesarenotreallyrequiredinthemodern,cruelandmaterialisticworld,

especially,ifsomeoneistosucceedingettingwealthandpower.MajorityofrichKenyans,for

example,gottheirwealthfrom corruptdeals,grabbingpubliclandorcolludingwithpowerful

politicianstogetfavours.Thereisevidencethatuntilrecently,whenthenewconstitutionwas

adopted,manyrichKenyanswerebarelypayingtaxesespeciallyonimports.Anotherobvious

exampleisthoseKenyanswhowereaccusedofmastermindingcrimesagainsthumanitywere

electedintoofficeandarecelebrated.Realistically,vicespaymorehandsomelythanvirtuesand
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asMachiavellioncesaid,‘theendwilljustifythemeans’.Maybeitistimetoreviewwhatweteach

inschoolsandsanctifyanyefforttogetwealth.

Homophones

Homophonesarewordsthathavesimilarpronunciationbutdifferentmeaningsanddifferent

spellings.
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1. accessory,accessory
2. ad,add
3. ail,ale
4. air,heir
5. aisle,I'll,isle
6. all,awl
7. allowed,aloud
8. alms,arms
9. altar,alter
10.arc,ark
11.aren't,aunt
12.ate,eight
13.auger,augur
14.auk,orc
15.aural,oral
16.away,aweigh
17.awe,oar,or,ore
18.axel,axle
19.aye,eye,I
20.bail,bale
21.bait,bate
22.baize,bays
23.bald,bawled
24.ball,bawl
25.band,banned
26.bard,barred
27.bare,bear
28.bark,barque
29.baron,barren
30.base,bass
31.bay,bey
32.bazaar,bizarre
33.be,bee
34.beach,beech
35.bean,been
36.beat,beet
37.beau,bow
38.beer,bier
39.bel,bell,belle
40.berry,bury
41.berth,birth
42.bight,bite,byte
43.billed,build
44.bitten,bittern
45.blew,blue
46.bloc,block
47.boar,bore
48.board,bored
49.boarder,border
50.bold,bowled
51.boos,booze
52.born,borne
53.bough,bow

111. dew,due
112. die,dye
113. discreet,discrete
114. doe,dough
115. done,dun
116. douse,dowse
117. draft,draught
118. dual,duel
119. earn,urn
120. eerie,eyrie
121. ewe,yew,you
122. faint,feint
123. fair,fare
124. farther,father
125. fate,fête
126. faun,fawn
127. Fay,fey
128. faze,phase
129. feat,feet
130. ferrule,ferule
131. few,phew
132. fie,phi
133. file,phial
134. find,fined
135. fir,fur
136. flair,flare
137. flaw,floor
138. flea,flee
139. flex,flecks
140. flew,flu,flue
141. floe,flow
142. flour,flower
143. foaled,fold
144. for,fore,four
145. foreword,forward
146. fort,fought
147. forth,fourth
148. foul,fowl
149. franc,frank
150. freeze,frieze
151. friar,fryer
152. furs,furze
153. gait,gate
154. galipot,gallipot
155. gallop,galop
156. gamble,gambol
157. gays,gaze
158. genes,jeans
159. gild,guild
160. gilt,guilt
161. giro,gyro
162. gnaw,nor
163. gneiss,nice

221. leach,leech
222. lead,led
223. leak,leek
224. lean,lien
225. lessen,lesson
226. levee,levy
227. liar,lyre
228. licence,license
229. licker,liquor
230. lie,lye
231. lieu,loo
232. links,lynx
233. lo,low
234. load,lode
235. loan,lone
236. locks,lox
237. loop,loupe
238. loot,lute
239. made,maid
240. mail,male
241. main,mane
242. maize,maze
243. mall,maul
244. manna,manner
245. mantel,mantle
246. mare,mayor
247. mark,marquee
248. marshal,martial
249. marten,martin
250. mask,masque
251. maw,more
252. me,mi
253. mean,mien
254. meat,meet,

mete
255. medal,meddle
256. metal,mettle
257. meter,metre
258. might,mite
259. miner,minor,

mynah
260. mind,mined
261. missed,mist
262. moat,mote
263. mode,mowed
264. moor,more
265. moose,mousse
266. morning,

mourning
267. muscle,mussel
268. naval,navel
269. nay,neigh
270. nigh,nye
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54.boy,buoy
55.brae,bray
56.braid,brayed
57.braise,brays,braze
58.brake,break
59.bread,bred
60.brews,bruise
61.bridal,bridle
62.broach,brooch
63.bur,burr
64.but,butt
65.buy,by,bye
66.buyer,byre
67.calendar,calender
68.call,caul
69.canvas,canvass
70.cast,caste
71.caster,castor
72.caught,court
73.caw,core,corps
74.cede,seed
75.ceiling,sealing
76.cell,sell
77.censer,censor,sensor
78.cent,scent,sent
79.cereal,serial
80.cheap,cheep
81.check,cheque
82.choir,quire
83.chord,cord
84.cite,sight,site
85.clack,claque
86.clew,clue
87.climb,clime
88.close,cloze
89.coal,kohl
90.coarse,course
91.coign,coin
92.colonel,kernel
93.complacent,complaisant
94.complement,compliment
95.coo,coup
96.cops,copse
97.council,counsel
98.cousin,cozen
99.creak,creek
100. crews,cruise
101. cue,kyu,queue
102. curb,kerb
103. currant,current
104. cymbol,symbol
105. dam,damn
106. days,daze
107. dear,deer
108. descent,dissent

164. gorilla,guerilla
165. grate,great
166. greave,grieve
167. greys,graze
168. grisly,grizzly
169. groan,grown
170. guessed,guest
171. hail,hale
172. hair,hare
173. hall,haul
174. hangar,hanger
175. hart,heart
176. haw,hoar,whore
177. hay,hey
178. heal,heel,he'll
179. hear,here
180. heard,herd
181. he'd,heed
182. heroin,heroine
183. hew,hue
184. hi,high
185. higher,hire
186. him,hymn
187. ho,hoe
188. hoard,horde
189. hoarse,horse
190. holey,holy,wholly
191. hour,our
192. idle,idol
193. in,inn
194. indict,indite
195. it's,its
196. jewel,joule
197. key,quay
198. knave,nave
199. knead,need
200. knew,new
201. knight,night
202. knit,nit
203. knob,nob
204. knock,nock
205. knot,not
206. know,no
207. knows,nose
208. laager,lager
209. lac,lack
210. lade,laid
211. lain,lane
212. lam,lamb

1. laps,lapse
213. larva,lava
214. lase,laze
215. law,lore
216. lay,ley
217. lea,lee

271. none,nun
272. od,odd
273. ode,owed
274. oh,owe
275. one,won
276. packed,pact
277. packs,pax
278. pail,pale
279. pain,pane
280. pair,pare,pear
281. palate,palette,

pallet
282. pascal,paschal
283. paten,patten,

pattern
284. pause,paws,

pores,pours
285. pawn,porn
286. pea,pee
287. peace,piece
288. peak,peek,

peke,pique
289. peal,peel
290. pearl,purl
291. pedal,peddle
292. peer,pier
293. pi,pie
294. pica,pika
295. place,plaice
296. plain,plane
297. pleas,please
298. plum,plumb
299. pole,poll
300. poof,pouffe
301. practice,

practise
302. praise,prays,

preys
303. principal,

principle
304. profit,prophet
305. quarts,quartz
306. quean,queen
307. rain,reign,rein
308. raise,rays,raze
309. rap,wrap
310. raw,roar
311. read,reed
312. read,red
313. real,reel
314. reek,wreak
315. rest,wrest
316. retch,wretch
317. review,revue
318. rheum,room
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109. desert,dessert

331.rouse,rows
332.rung,wrung
333.rye,wry
334.saver,savour
335.spade,spayed
336.sale,sail
337.sane,seine
338.satire,satyr
339.sauce,source
340.saw,soar,sore
341.scene,seen
342.scull,skull
343.sea,see
344.seam,seem
345.sear,seer,sere
346.seas,sees,seize

110. deviser,divisor
111. slay,sleigh

sloe,slow

sole,soul

some,sum

son,sun

sort,sought

spa,spar

staid,stayed

stair,stare

stake,steak

stalk,stork

whirl,whorl

whirled,world

whit,wit

white,wight

who's,whose

319. right,rite,
wright,write

320. ring,wring
321. road,rode
322. roe,row
323. role,roll
324. roo,roux,rue
325. rood,rude
326. root,route
327. rose,rows
328. rota,rotor
329. rote,wrote
330. rough,ruff

348.sew,so,sow
349.shake,sheikh
350.shear,sheer

shoe,shoo

sic,sick

side,sighed

sign,sine

sink,synch

slay,sleigh

sloe,slow

sole,soul

some,sum

son,sun

sort,sought

spa,spar

staid,stayed

stair,stare

stake,steak

stalk,stork

stationary,stationery
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woe,whoa

wood,would

yaw,yore,your,you're

yoke,yolk

you'll,yuleswat,swot

tacks,tax

tale,tail

talk,torque

tare,tear

taught,taut,tort

te,tea,tee

team,teem

tear,tier

teas,tease

terce,terse

tern,turn

there,their,they're

threw,through

throes,throws

throne,thrown

thyme,time

tic,tick

tide,tied

347.tire,tyre

to,too,two

steal,steel

stile,style

storey,story

straight,strait

sweet,suite

watt,what

wax,whacks

way,weigh,whey

we,wee,whee

weak,week

we'd,weed

weal,we'll,wheel

wean,ween

weather,whether

weaver,weever

weir,we're

were,whirr

wet,whet

wheald,wheeled

which,witch

whig,wig

while,wile

whine,wine

whirl,whorl

whirled,world
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Prepositions

toad,toed,towed

told,tolled

tole,toll

ton,tun

tor,tore

tough,tuff

troop,troupe

tuba,tuber

vain,vane,vein

vale,veil

vial,vile

wail,wale,whale

wain,wane

waist,waste

wait,weight

waive,wave

wall,waul

war,wore

ware,wear,where

warn,worn wart,wort

whit,wit

white,wight

who's,whose

woe,whoa

wood,would

yaw,yore,your,
you're

yoke,yolk

you'll,yuleswat,swot

tacks,tax

tale,tail

talk,torque

tare,tear

taught,taut,tort

te,tea,tee

team,teem

tear,tier

teas,tease

terce,terse

tern,turn

there,their,they're

threw,through

throes,throws

throne,thrown
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Aprepositionisawordplacedbeforeanounorapronountoshowinwhatrelationshiptheperson

orthingdenotedbyitstandsinregardtosomethingelse.

--Aprepositionsimplymeansthatwhichisplacedbefore.

--Theprepositioncanjoinanountoothernounse.g.Thereisacowinthefield.

--Theprepositioncanalsojoinanountoanadjectivee.g.Heisfondoftea.

--Aprepositioncanjoinanountoaverbe.g.Thecatjumpedoffthechair.

--Thenounorpronounusedwithaprepositioniscalleditsobject.Itistheaccusativecaseandis

saidtobegovernedbythepreposition.E.g.

Thereisadoginthehouse.Accusativecase

--Aprepositionmayhavetwoormoreobjectsasin:Theroadrunsoverthehillsandplains.

--Sometimesaprepositionisplacedafteranobject.E.g.Hereisthewatchthatyouaskedfor.

ThatistheboyIwasspeakingof.

Simpleprepositionsareat,by,for,from,in,of,off,on,out,through,tillto,upandwith.

a)Place--about,at,against,among,below,

b)Time—at,on,in,from,until

c)Agency—at,by,through

d)Manner—with

e)Cause/Reason—for,of,with,through

f)Possession—on,of,with

g)Standard—at(price),by(inches)

h)Motive—from whatIknowofhim,Ididitfrom gratitude

Complexprepositionsconsistofmorethanoneword.Theyexpressdifferentmeaningsasfollows:

a)Place—closeto,awayfrom,outof,nextto,aheadof,

b)Causeorreason—becauseof,dueto,withaviewto,inviewof

c)Exception—exceptfor,apartfrom

d)Contrast—Inspiteof

Mostcomplexprepositionsaremadeupoftwowordsbutsomethreewordslike‘withregardto’
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--Noticethatthetriple-wordedprepositionsbeginwithasimpleprepositionandendwithone.

Exercise

Filltheblanksinsentencesbelowwithanappropriatepreposition.

1.NodoubthehasachievedmuchbutIcannotgivehim credit__allthatheboat__.

2.Shewastheonlyhindrance__hisachievement.

3.Heisindebted__hisfriend__alargesum.

4.Itisdifficulttoagree__thosecriticswhoascribetheworkofShakespeare—Bacon.

5.Thesoldiers__thefortwereprovided__provisionstolastthem ayear.

6.Weareaccountable__God__ouractions.

7.Measureyourself__yourequalsandlearn__frequentcompetitiontheplacewhichnaturehas

allotted–you.

8.Attheeleventhhourheretired__thecontestleavingthefieldopen__hisopponents.

9.Dogshaveantipathy__cats.

10.Hehasbeenveryindulgent__hischildren.

11.Ipurposelyrefrained__sayingmore.

12.Iinsisted__going.

13.Iassented__hisproposal.

14.Iam notsatisfied__yourexplanation.

15.Hedidnotprofit__hisexperience.

16.Heisinnocent__thecrime.

17.Hisviewsdonotaccord__mine.

18.Theavariciousmanisgreedy__gain.

19.Heissuspicious__allhisneighbours.

20.Heisindifferent__hisowninterests.

21.Heisprompt__carryingoutorders.
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AntonymsandSynonyms

Antonymsarewordswithoppositemeaninge.g.good—badwhileSynonymsarewordswith

similarmeaningthatcanreplaceeachotherinasentencee.g.get—acquire,run—scamperetc.

Notemaking

Notemakingentailspickingoutthemostimportantpointsfrom agivenpieceofwriting.Themain

aim ofnotemakingistocondenseinformationinapassageintoabriefandsimpleform andstill

retainclarity.

Whenmakingnotesconsiderthefollowingpoints

1.Readthegiventextcarefullyatleastthreetimes.

2.Identifythemainpointsbymarkingthem outorunderliningthem.

3.Writethemarkedpointsdowninnoteform usingnumbersorbullets.

SummaryWriting

Ifyouarerequiredtomakesummaryofapieceoftextobservesthefollowing:

1.Readthroughthestoryandthequestionsatleasttwotimes.

2.Pickoutthemainpointsbyunderlingthem ormarkingthem outintheirproperorder.

3.Transferthepointsontoaroughdraftpartofthequestionoranyspaceyoucanget.

4.Thenfrom detailsintheroughdraft,writeafaircopyincontinuousprose;separatingthepoints

intheordertheyappearedinroughdraftusingacommaandjoiningthem upusingco-ordinating

andsubordinatingconjunctions.

5.Useatopicsentencetointroduceyoursummaryatthebeginning.

6.Sticktothewordlimitandmakesureyoucountthewordsbyindicatingthetotalnumberatthe

bottom ontherightofthefaircopy.

7.Avoidgrammaticalerrorsbecausetheyattractpenalties

Synopsis
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Asynopsisisasummaryofapieceofwriting.Inordertowriteasynopsis,itisimportanttofully

comprehendthethemeandsubjectmatterofthesourcematerial.Writingasynopsiswillinvolve

thesamestepsyouwouldusetowriteasummary.Agoodsynopsisshouldcondenseinformation

withoutomittinganyimportantpoints.Asynopsis,unlikesummary,shouldbeexpressedinyour

ownwordsandshouldincludeyourownvoiceoropinion.Itisadvisabletomakeadraftyoucan

reviseuntilyouaresatisfiedbeforewritingthefinalcopy.

Occasionally,youmightberequiredonlytowriteasynopsisofapartofatextorbegivenword

limit.

Questiontags

AtagisaspecialconstructioninEnglish.Itisastatementfollowedbyamini-question.Thewhole

sentenceisatagquestionandthemini-questionattheendiscalledaquestiontag.Atagis

somethingsmallweaddtosomethinglarger.Weusuallytagaquestionattheendofastatement

toaskforconfirmatione.g.Sheiscoming,isn’tshe?Ortoencourageareplyfrom someone.

Thebasicstructureis

statement—question,

positivestatement—negativetag,hehasgone,hasn’the?

Negativestatement—positivetag,Itwasn’ttheboy,wasit?

Thequestiontagborrowstheauxiliaryorhelpingverbinthestatement.

E.g.Youmightseehim,mightn’tyou?

Mostquestiontagsareformedfrom helpingverbsusedinthestatementwhethersubordinateof

mainasfollows:

Wearehere,aren’twe?

Shedoeslikehim,doesn’tshe?Etc.

Whentheverbinthemainsentenceisinthesimplepresentorpasttensewithoutthehelpingverb,

weform thequestiontagwith‘do’‘does’or‘did’

Youplaytheguitar,don’tyou?

Alisonliketennis,doesn’tshe?

Theywenttothecinema,didn’tthey?

ShestudiedinNewZealand,didn’tshe?
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Hehardlyeverspeaks,doeshe?

Whenthestatementcontainsawordwithanegativemeaningwithout‘not’thequestiontagwould

stillneedtobepositive.E.g.Theyrarelyeatinarestaurant,dothey?

Someverbshavedifferentquestiontagse.g.

Iam attractive,aren’tI?

Forcommands,thetag‘willyou’isusede.g.

Stopit,willyou?OrDon’tmakenoise,willyou?

Requeststhatbeginwith‘let’takethe‘shallwe’tag.E.g.Letusgohome,shallwe?

Irregulartagsarethosethathaveindefinitepronounse.g.

Nooneishere,isthere?

Nooneisunhappy,arethey?/ishe?

Somebodysawher,didn’tthey?

ORALLITERATURE

Oralliterature,sometimescalledorature,verbalartsororaltraditionisaspoken,actedor

performedartwhosemedium iswords.Itispassedonfrom onegenerationtotheotherbyword

ofmouth.

FunctionsofOralLiterature

1.forentertainment

2.Tocreateself-awareness—oralliteraturemakesusunderstandourselves.

3.Oralliteratureteachesusaboutourhistoryandthisenablesustounderstandandinterpretit.

4.TheteachingofOralliteraturepromotesnationbuildingandinterculturalunderstanding,thus

helpingcreatingharmonyinanation.

5.Oralliteraturesharpensanddevelopslanguageskillssuchasspeech,listening,creativity,wit

etc.

Formsoforalliterature
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Oralliteratureiscategorizedintothreemainforms

1)Narratives.

2)Songs.

3)Shortforms.

Narratives

Anarrativeisastoryorproseaccountofpeopleeventsandplacesthatmaybefictionalorfactual.

Anarrativeisalsocalledataleorafolktale.

ClassificationofNarratives

Classifyingreferstogroupingofstoriesbasingonthesharedfeatureslikethemannerofactionof

maincharactersandsetting.

Narrativesareclassifiedintomyths,legends,dilemma,explanatoryogreandtrickster.

Myths

Mythsarestoriesofcreationandalwaysinvolveasupernaturalcharacter.Mythsdealwith

supernaturalphenomenaandoriginofpeople.

Characteristicsofmyths

1.Mythsalwaysseektoexplainoriginofmysteriousthingslikelifeanddeath.

2.Theydon’thaveopeningandclosingformulae.

3.Mythsarealwaysregardedasfactsbytheircommunityoforigin.

4.Mythsrefertothingsthathappenedatthebeginningoftime.

5.MythsinvolveasupernaturalcharacterlikeGodorgodsandspirits.

6.Theyarealwayssetintheearlymysteriousormagicalworld.

7.Peopletakemythsassacredorreligiousstories.

Legends

Thesearestoriesaboutmemorablehistoricaleventsandpeople.

Characteristicsoflegends

1.Legendsareunderstoodtobestoriesoftruehistoricaleventsandpeople.

2.Thecharactersinlegendsarealwaysgivenimaginarydetailsorabitofexaggeration.
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3.Legendarystoriesarenottreatedasholybutsecular.Thatis,theytalkaboutheroesand

heroineswhoinhabitedearthandsucheventsdeemedtohavetakenplace.

Dilemma

Thesearestorieswhichhaveacharacterorcharactersburdenedwithtwomoralchoiceswhich

theymustchoosebutsuchadecisionisusuallydifficulttomake.Sometimesthestoryendswith

adebatingquestionwhichtheaudiencecandebateon.

ExplanatoryorEtiological

Thesearestoriesthattrytotraceorexplaintheoriginofbehaviour,bothphysicalandculturalin

peopleandanimals.

Characteristics

1.Theyseektoexplainbehaviourofpeopleandanimals.

2.Thesestorieslinkpastdecisionsormistakestopresenttraitsinanimalsandpeople.

3.Thestoriesarebasedonobservablefeaturesinpeopleandanimalsbutthatcannotbe

explainedclearlybythehumanreason.

OgreorMonster

Thesearestoriesthatfeatureanon-humancharacterthatisusuallygrotesque,frighteningandevil.

Characteristics

1.Thecharacterinthestoryisusuallyamonsterthatisimaginedasanevilcreature.

2.Themonsterusuallyinteractswithhumanbeingsinadestructiveway:eatingchildren,

swallowingpeopleetc.

Trickster

Thesearestoriesthatfeatureacharacterthatplaystricksonothers.

Characteristics

1.Thereisusuallyasmallerorweakeranimalthatusesitsintelligencetotrickafoolish,bigger

andstrongeranimal.

2.Inthesestories,theanimalmaysimplyexploittheopportunitythatcomesitswaythatothers

havefailedtoseeortakeadvantageof.

3.Inotheroccasions,theanimalmaybetrickedfirstbutlateritusesthesametricksorbetter

onestooutwittheother.

QUALITIESOFAGOODSTORYTELLER
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1.Sheshouldbeaudibleandfluent.

2.Shouldbeabletousegesturesandtonalvariations.

3.Heshouldbecreativeandimaginative.

4.Sheshouldbeproudofherculture.

5.Heshouldbepleasantandentertaining.

6.Sheshouldhaveagoodmemory.

7.Sheshouldbeconfident.

8.Heshouldbeabletoconnectthepastwiththepresent.

ANALYSISOFORALNARRATIVES

Plot

Thisistheordereventsinastory.Oralnarrativesoftenhavesimplestraightforwardplots.Events

inanarrativewouldconstitutethreeparts:abeginning,middleandanending.

Beginningpresentstheaudiencewithproblemsfacingthemaincharacters.

Themiddleshowstheattemptsbythecharacterstosolvetheproblems.

Theendingshowshowtheproblemsarefinallysolved.

Somestorieshavecomplexplotsandthereforewouldnotfollowthisorder.

Considerthefollowingquestionswhenanalyzingtheplot:

1.Howmanymajorcharactersareintroducedatthebeginningofthestory?

2.Arethereproblemsoraproblem facingmajorcharactersinthestory?

3.Throughwhichactionsdothecharacterstrytosolvetheproblems?

4.Whatkindofresolutionisoffered?

5.Dothecharactersemergetriumphantortheyaredefeated?

Classification

Classifyanarrativeandgivereasonsforyourclassification.E.g.itisatricksternarrativesincethe

storyhasorinvolvestricks;theharetrickstheyhyenaintokillinghisownmother.

Characterization

Charactersarepeopleoranimalsinvolvedinastory.Inoralnarratives,charactersinclude
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—humanbeings —Animals —Birds

—Trees —Mountains —Spirits —gods —monsters

Nodistinctionismadebetweenanimals,plantsandmaninoralliterature.Theycaninteractfreely.

Thisstyleofrepresentationisknownaspersonification.

Hence,narrativesusesymboliccharactersasfictionalmaskssothatnarrativescanactually

mimicus,describeusandcorrectuswithoutcausingoffence.

Charactertraitsareusedtorefertotheuniquenessofcharactersintheirspeech,behaviour,

actionsandinteractionswithotherbeings.

Wecantellthecharactertraitofacharacterby

1.Whatthecharacterdoes.

2.Whatthecharactersays.

3.Whatothercharacterssayabouther

Charactertraitsdonotincludethephysicalappearanceofapersone.g.beautiful,fatdeformedetc.

Weuseadjectivestodescribecharactertraitse.g.greedy,loving,gratefuletc.

Inidentifyingcharactertraits

1.Identifythetrait.

2.Giveillustrationsoranexplanationtojustifyyouridentification.

Donotusegeneraladjectiveslikegoodorbadtodescribecharacters.Usespecifictraitsonlylike

cruel.Itissometimesusefuloidentifytheroleeachcharacterhasinthestoryinrelationtotheir

charactertraits.Therolecanprovidecontextandlimityourchoiceofcharactertraitsyoucan

assigne.g.ifsomeonewhohasbeenmistreatedforalongtimedecidestokilltheoppressor,the

traitmightbevengeful,cruel,braveorinhumandependingontheroleandcontext.

Commonrolesare

Villain/Antagonist—theevilcharacter,ortheanti-heroinastory.

Protagonist—thegoodcharacter,ortheheroinastory.

Symboliccharacter—charactersthatrepresentotherpeopleofconceptsinrealworld.

Caricatures—exaggeratedcharacters.

PARALINGUISTICFEATURESINORALPERFORMANCE
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Thesearefeaturesthatthenarratoremploystoeffectivelydeliverthemessageinaspecificpiece

oforalnarration.Theseparalinguisticfeaturesaddentertainmentvaluetotheperformance.These

featuresare

Mimicry

Thenarratorimitatestheactionandspeechmannersofthecharacters.

Improvisation

Thisistheabilityofthenarratortoincorporateinhisnarration,objectsonsight,peopleandother

thingsandinvolvethem inthenarrationbypointingatthem,invitingsomeonstageorputting

availableobjectsinuseasmusicalinstruments.

FacialExpression

Theyinvolvemomentoffacemusclestoshowcontortion,frowning,grimacing,smiling,sneering

andflinching.Facialexpressionsmainlyshowappropriateemotionsatdifferentstagesof

narration.

TonalVariationorIntonation

Thisistheuseofarisingandfallingpitchinthevoiceofthenarratorappropriately,whenasking

questions,makingstatementsandforotherdramaticpurposes.

Paceofdelivery

Thisishowfastthenarratorspeakswhilenarratingthestory.Thepaceofdeliverycanvary

dependingonthenatureofthestoryandtheemotionstobeimpactedintheaudience.For

instance,tomaketheaudiencesadaslowtorturouspaceisappropriate.

Onomatopoeiaandidiophones

OnomatopoeiaisuseofEnglishwordsinastorythatimitatessounds.Wordslikescratch,screech,

whisper,hissetc.areEnglishwordsthatimitatesoundandifusedinastorywouldconstitute

onomatopoeia.TheeffectivenessofOnomatopoeiaistocreatetheoriginalityofevents.

Idiophonesinvolveuseoflocalornon-Englishwordstoimitatesoundsinastory.Wordssuchas

Puff!Ndondondo,orChubwicanbeusedtocapturethesoundsheardbyacharacterinthestory

andwouldconstituteuseofidiophonesasastyle.

Gestures

Gesturescanbeusedtoillustratemovementsandmimicaction.

BodyMovements

Toshowthemovementofcharactersintermsofleaning,running,walking,jumpingandsitting.
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Accompanyinginstrumentsandcostumes

Costumescanbeusedtomakethenarrationmorecolourfulandentertaining,whileaccompanying

instrumentslikedrums,arrows,placardsetchelpdramatizeandmimiceventsinastory.

Dance

Itisimportanttoculturaldancesinthenarrative,thatis,byuseofsongstobreakthemonotonyof

narration.

DramaticPauses

Pausingdramaticallycanbeusefultoletthepointsink,drawattentiontoamajordevelopmentin

astory,createsuspenseorinviteareactionfrom theaudienceorapplause.

RhetoricalQuestions

Rhetoricalquestionsareusedtoprovoketheaudiencetothinkcriticallyaboutsomething.

Repetition

Repetitionofsomewordsorsegmentstoemphasiscertainpointsordrum inmoreentertainment.

STYLEIDENTIFICATIONINORALNARRATIVES

OpeningFormula

Commonopeningformulaeinclude…longago…onceuponatime…longagoetc.

Theopeningformulahasthefollowinguses

1.Announcesthebeginningofanarrative.

2.Attractstheaudience’sattentiontothenarrative.

3.Separatestheworldofrealityfrom theworldoffiction.

4.Identifiesthenarrator.

ClosingFormula

Commonclosingformulaeare…sincethatday…andthereendsmystory.

Closingformulahasthefollowinguses

1.Announcestheendofanarrative.

2.Momentarilyreleasestheaudienceconcentration.

3.Clearsthewayforthenextactivity.
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Allusions

Thisiswherethenarratormakesreferencetofamiliarobjectsorhistoricalfiguresknowntothe

audience.

Personification

Non-humancharacterslikeanimalsortreesaregivenhumanqualitiesliketalking,laughing,

gossipingetc.

Hyperbole

Eventswithinthestoryareexaggerated,forexample,astonesheddingtears,amanchanginginto

asnakeetc.tomakethestoryinteresting.

Timelessness

Timeisnotdefinedinatalebyuseofvaguephrasessuchasonceuponatime,oneday,lateretc.

usuallytocreateamysteriouspast.

DirectTranslation

Thestoryasnarrateddoesn’tpayattentiontothegrammaticalrules.E.g.Hegaveherastomach.

UseofVernacular

NonEnglishwordsfrom aspecificlanguage,thatoftencannotbetranslatedsuccessfully,are

usedinanarrative.

Suspense

Thenarratorwithholdsinformationfrom theaudienceuntiltheendtoincreasecuriosityorinterest.

Irony

Eventsinthestoryturnoutcontrarytoourexpectations.Whathappensattheendorwithinagiven

contextisnotwhattheaudiencewouldbyandlargeexpecttohappen.

SocialEconomicActivitiesinOralNarratives

Oralnarrativesreflectsocialeconomicactivitiesofcommunitiesthattellthem.

Socialactivitiesincludecircumcision,courtship,marriagemonogamyandpolygamy,worshipand

wars.

Economicactivitiesincludecropfarming,livestockkeeping,bee-keeping,fishing,pottery,hunting,

trading,blacksmithing/ironsmeltingandweaving.

Morallessons
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Thelessonswelearnfrom oralnarrativesshouldbeuniversal.Ifthequestionasksforamoral

lesson,thelessonstatedmustbepositivee.g.weshouldrespectotherpeople’sproperty.

Alllessonsidentifiedmustbeillustratedtoshowtheactionofacharacterinthestoryandthe

consequencesofthataction.

Generally,oralnarrativesencouragevirtuessuchashardwork,co-operation,bravery,honesty,

wisdom etc.

FunctionsofOralNarratives

1.Entertainment—storiesamuseandrelaxtheaudiences.

2.Education—storieseducatetheaudienceandteachmorallessons.

3.Socialization—storytellingsessionsbringtogetherpeopletoshareinartisticandcreativeaffair.

4.Culturalconservation—storiesrevealthewayoflifeofapeople,theirsocialeconomicactivities;

helpingfuturegenerationadaptandpreservethem.

5.Oralnarrativeshelpinsharpeninglanguageskillssuchaslistening,goodmemoryandcreativity.

ORALPOETRY/SONGS

Anoralpoem orasongisacompositioninverseform expressingideasandthoughtsverbally.An

oralpoem canbesung,recitedorchanted.

TypesofSongs/OralPoems

Birth/Cradle

Thesearesongsperformedwhenababyisbornorsungtoencourageawomaninlabour.

ChildNaming

Songssungduringnamingofnewborns.Suchnamesaregiveninseveralways:

1.afteranimportantevent.

2.Locationwherethechildisborn.

3.Accordingtoseason.

4.Afterthefatherofthehusband,motheretc.

5.from recurrentdreams.

6.Inheritingnamesofimportantpeople.

7.Praisenames.
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Lullabies

Songssungtocomfortababytosleep.Lullabiesalso

--educateonsocialvaluesandculture,

--tellmoreaboutthesocialorganizationofthepeople,theirfoodandwork,

--havesimpleandrepetitivewords,

--aresungsoftlyandslowly,

-havearockingrhythm.

Children’sSongsandGames

Songsperformedbychildrenduringtheirplaytime.Theykeepchildrenbusyandentertainthem.

Circumcision

Thesearesongssungduringtheseasonorceremonyofcircumcisiontoencouragetheinitiates

andridiculethecowards.Theyareusuallyfullofobscenitiesinthedirectuseofsexuallanguage

ortalkaboutrelationshipbetweenmenandwomen.

CourtshipSongs

Songssungbythoseinlovetoexpressemotionsofhappiness,praiseloversandexpressromance.

Sometimestheyaresungbyjiltedloverstoexpresssadnessordealwithmaritalproblemsor

unrequitedlove.

Wedding/Marriage/Nuptial

Thesearesongsperformedduringmarriageceremonies.Theyareoftensungtopraisethebride

andgroom.Theyalsoexpressthesorrowofleavinghomeandpartingwithfriends.Someofthe

marriagesongswarm abouttheproblemsoflivingamongstrangersorin-laws.Someadviseon

howtocopewithmarriedlife.Thesesongsalsomaybesungasfarewelltothebride’sbeloved

siblingsandparents.

Theymaytendtoscornbutgenerally,theyarehappysongs.

WorkSongs

Worksongsaresungasaccompanimenttosomechoreslikepounding,ploughingetc.Theyare

sunginunisontomakestrenuousworkmorebearable.Theyalsosungtodiscouragelazinessand

extolthevalueofworkinghard.

Someworksongsarespecific,likehuntingsongs,fishingsongsetc.
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Sacred/Religious

Thesearesongssungduringreligiousactivitieslikeworship,sacrificeetc.Theyincludehymns,

praiseandlamentationsthatmakereferencetosupernaturalbeings.

Political/PatrioticSongs

Theyareperformedduringpublicholidayandpoliticalrallies.Theyareusuallysungtocreate

politicalawareness,promotepropaganda,conformityortoprotestagainstinjusticeand

oppression.Butmostlytheyaresungtopraisegoodleadersandsatirizebadones.

WarSongs

Thesearesongssungorperformedduringwar.Theyaremeanttoinspirewarriorstofightbravery.

Theyarealsosungtohonourheroesandglorifytheachievementofwar.

BeerPartySongs

Thesearesongssungbydrinkerstogetherwithbrewersatadrinkingparty.Theyaresungby

revellerstoexpressenjoyment,praisethebrewersandsatirizethelazyorthepoor.

Dirges/FuneralSongs

Thesearesongssungduringfuneralsormemorialceremoniesusuallyaccompanied,insome

communities,withloudwailingsandsobs.Theyaresungtomournthedead,sharegriefwiththe

bereavedandconsoletherelativesofthedead.Dirgesaresometimessungtosatirizethe

benefactorsofthedeceased’swealth.

CharacteristicsofSongs

1.Theyhaverepetitivesegments—songswouldhavearefrainorchorustoemphasizethemood

andcreaterhythm.

2.Theyhavedirectaddressoftheaudienceforimmediacyofexpression.

3.Theycarrydirecttranslationoforiginallanguageforlocalflavourorauthenticity.

4.Manysongshaverhetoricalquestionstoinvolvetheaudienceandprovokethem tothinkabout

issuesthesongsraise.

5.Songsarepopulatedbyidiophonesandonomatopoeiatoecholocalsoundsandmakethem

interesting.

6.Songsarefullofexaggerationsorhyperboletocreatecomicorsatiricaleffects.

7.Songscarrystrikingimagery,likemetaphorsandsimilestocreatementalimagesinthemindof

theaudience.

8.Songshaveantiphonorcallandresponsemode.Manysongsaresunginawaythatthesoloist
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callandthechoirorgrouprespond,oronepersoncallsandanotherresponds.

9.Manysongsareelasticandflexible;whichmeanstheycanbestretchedduringperformanceto

accommodatethetimegivenorshortenedondemand.Somesongscanbemodifiedtosuit

disparatesituationslikethefamousMwanawambelisong.

10.Somesongsdependonthetoneandtextureofthevoiceoftheperformertoestablishmood

andevenmeaning.Thesamesongcanbesadandatanothercontexthappyorevenspiritual

dependingonhowitissungandontone.

StylesinOralPoetry

Whendiscussingstylesinoralpoetry,webaseonthefollowingaspects

a]Thepatterofthepoem

Thepatternfthepoem referstothestructureandlayout.Howmanystanzasdoesthepoem or

songhaveandhowmanylinesperstanza?

b]Diction

Dictionreferstothechoiceofwordsusedinasong.Whencomposingasong,thepoetmust

choosewordscarefully,byusingpoeticlicence,soastomakesurethereisrhythm inthesongas

wellasthemessage.

c]Imagery

ImageryreferstofiguresofspeechlikeMetaphor,simileandsymbolism thatcreatemental

imagesinthemindoftheaudience.

Metaphorreferstodirectcomparisonofqualitiesoftwothingsbyreferringtoonethingusing

another.E.g.Yourfatherisalion.

Similereferstodirectcomparisonofthequalitiesoftwothingsusingwordslike,likeandase.g.

Sheisasfatasapig.

Symbolism referstousingobjectsinasongthathaveametaphoricalsenseorextendedmeaning

andrunsthroughoutthesong.E.g.Asongthattalksaboutasnakebutthesnakeinthesong

representsacorruptleaderinagivensociety.

d]Satire/Humour

Satireistheuseofmockinglanguageinasongwhichinessencecreateshumour.Thesubjectin

thesongmaybemockedandridiculedbythepersonaasbeinglikeanelephantthatisscaredof

fightingahare,ordescribingthephysicalfeaturesofthesubjectinaridiculousmannere.g.his

headhastheshapeofamangofruit,hishandsresemblelongsticksandhisstomach,likeatube

oftoothpaste.

Humourisanyuseoflanguagethatisfunnyorcreatescomicrelief.Humourcanbeseriousor
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light.

Sarcasm isanothertoolthathelpscreatessatireandhumouratthesametime.Sarcasm issaying

somethingtosomeonewhileyoumeantheoppositeofwhatyousayinordertohurthisfeeling

andcreatehumour.Forinstance,onecantellaveryshortman,apigmy,

”Mygirlfriendlovestallmen;Iam afraidofyoubecauseyouaregoingtomakeherfallinlovewith

you.”

Ofcoursewhathemeansisthatshewillnotevennoticehim becauseheisashortman.

Anysongthathassarcasticstatementscanbesaidtohaveasarcasticorsatiricaltone.

e]Irony

Ironyoccurswheneventsinasongorastorygoescontrarytotheexpectationsoftheaudienceor

reader.Likeinasituationwherethechildinafamilyisthebreadwinnerandhisparentsdependon

him foreverything.Thiswouldbecontrarytoourexpectationsthatparentsprovidefortheir

familiesandchildren.

SituationalIronyoccursinsituationswhereeventsgocontrarytoexpectationsortheoutcomeis

notexpectedasintheexampleabove.

DramaticIronyoccursinplaysmostlywheretheaudienceknowsomethingthatsurprisinglysome

thecharactersintheplaydonotknow.ForinstanceifcharacterAstealsgoodsfrom characterB,

andlatercharacterB,unawareofwhothethiefis,goestoseekhelpfrom characterAinsearching

forthegoodswhenclearlytheaudienceisawarewhostolethegoods.

VerbalIronyoccurswhensomeonesayssomethingwhiledoingtheoppositeofwhathesays.E.g.”

Iam coming,”whenheisgoingaway.VerbalIronyisdifferentfrom sarcasm becauseitisnot

meanttohurtthefeelingsoftheaddressee.

Suspense

Suspenseinvolvewithholdinginformationfrom thereaderoraudienceasaperformerornarrator

toarousetheircuriosityandenhancetheirconcentration,oreventhedilemmasituationsinasong

wherenoconclusiveendingispresenttomaketheaudiencesecondguessonthecontroversial

situationpresented.

Allusion

Occurswhenasongborrowsapatternfrom anotherfamoussong;ormakesreferencetoa

famoushistoricalsituation.Asongcanbesunginthesamestructuresayafamoussonglike

Hallelujahwasstructuredorborrowwordsfrom famoussongssuchasDesiderata.Thatwouldbe

useofallusion.

Rhyme
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Rhymeistherepetitionofsyllablesorendsoundsoflinesinasongtocreaterhythm.Thelast

soundsthesongbelowcarryarhymescheme.

e.g.Shewentaway

andsawlife

Runningthesay

shewasawife

withthepay

Sometimessongshaveinternalrhymeinlinesasshownbelow

Hesaid,hewasmade

Theysaid,theymade

Alliteration

Alliterationinvolvesrepetitionoftheinitialconsonantsoundinlinesofapoem orsongasshown

below,usuallytocreatemusicalityorrhythm inthesong.

Peterpaidtheirpendingsalaries

Assonance

Assonanceinvolvesrepetitionofthevowelsoundsinlinesofasongorpoem usuallytocreate

musicalityorrhythm inthepoem asshownbelow.

Shesitsaroundsilentandsickly

Consonance

Thisistherepetitionofconsonantsoundsinlinesofasonglocatedeitherinthemiddleoratthe

endofwordsasshownbelowtocreatemusicalityorrhythm inthepoem.

Hesatstraightandletpetsmetaroundhim

IdiophonesandOnomatopoeia

Idiophonesarelocalornon-Englishwordsthatdescribesoundsliketuff!Andonomatopoeiaare

Englishwordsthatdescribesoundslikescratch,thatareusedinsongstocreateoriginalityof

experienceandtomakethesongsmoreenjoyableandinteresting.

HowtoAnalyseanOralPoem/Song

Analysingasonginvolvesthefollowing:
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Classification

1.Establishthetypeofthesong.Thatisifitisadirge,alullaby,apatrioticsongsetc.

2.Paraphrasethesong.Paraphrasingasongiswritingtheversesinthesonginproseandinyour

ownwordswithoutchangingtheintendedmeaning.

3.Identifythevoiceorpersonainthesong.Itisimportantyouestablishhowmanyvoicesare

thereandwhoisthepersonspeakingorpersona.

4.Identifythesubjectmatterorthethemesintheoralpoem orthemessagethatwederivefrom

thepoem.Findoutwhatthepersonaistryingtosay.

5.Identifythestructureofthesongbylookingatthepatternofwords,linesandstanzas.How

manylinesperstanzaandhowmanystanzasinthepoem?

6.Identifystylesthatthepoetemployedtoconveythemessageandcreaterhythm.

7.Lookatthediction,theeconomyofwordsinthepoem andhowthedictionbestcapturesthe

mood,toneandattitudesinrelationtothemessageinthesong.

8.Thinkabouttheperformanceofthepoem orsongandanswerthesequestions:

--Whowouldbestperform thesong?

--Whatkindofanaudiencewouldbesuitableforthesong?

--Whatwouldbethebestoccasionfortheperformanceofthesong?

--Whichaccompanimentsandparalinguisticfeatures/nonverbalcueswouldsuitthesong?

--Whichmodeofperformance(recitation,chant,choral,solo,etc)wouldbestfitthesong?

Exercise

Considerthesongbelowandanswerquestionsthatfollow.

Mamareallyloveschicken

Mamathrowsdownthepotpwa!

Likeascareddog

Sherunsafterourcat

Itrunsswiftlyswayingandswerving

Sheemergesinthecourt
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Mamathrowsasideherclothesfwa!

Sheisamadcow

Shouting,shegigglesandlaughs

Ithadeatenthechickenstew

Mamakillsallitsyoungones

Questions

1.Identifysixstylesusedinthesongaboveandgivetheireffectivenessonthepoem.

Question2

Readthesongbelowandanswerquestionsthatfollow.

ShakaHonoursMuzilikazi

ThehillsechoedwiththelaughteroftheZuluarmy.

Atthesouthernmostpointthearmyrested,

Shakaaddressedthem:”Mybrothers,ourjourneyisnowpointless.

Everywherewegowefindonlythosewhoacknowledgeourauthority,

Zulupowernolongerissuesfrom conquest

Butfrom abondofanall-embracingnationhood,

Wemustturnbacktoourhomes.

PerhapsinthenorthSoshanganeandhislotneedalesson.”

AtBulawayotheysanganddancedforthereturningarmy.

Shakawasstilleagertoconsolidatethenation’sboundaries.

Hesaidtohiswarcouncillors,”Oureasylife

Shallsoonundermineourfightingspirit

IwantyouMuzilikazi,toheadtothenorth
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Andthereestablishpeaceamongthequarrellingnations

AndsubduethetroublesomepeopleofRanisi

Whohavecausedendlesswarsamongfriendlynations,

Youshallseizefrom them thelootofcattle

Andreturnittoitsoriginalowners.”

ThekingspoketoMuzilikaziwithgreatwarmthandfriendliness,

Hesaid:”Igiveyoumyownaxe,Muzilikazi,

Sothatwhenyoupasstheruinsofyournativecountry

Youraiseitandprayforguidanceofyourancestors.

Igiveyouthissothatwhereveryouare

YoumayknowIshallalwayshonourthosewhoareourheroes.”

MuzilikaziofMashobawasmovedbythisact,

Hesaid,hiseyeswetwithtears;

“Mylord,IdonotknowwhatgreatthingsIhavedone,

Whatgreatheroism Ihavedisplayed,

ThatIshoulddeserveagiftmostcovetedbyallheroesofZululand?

LongagoyoushelteredmewhenIwasorphaned

Andnowyouhonourme.”

A]Whatkindofanoralpoem doyouthinkthisis?

--Epic;becauseitisnarratedanditisaboutrenownfiguressuchasShakaZulu.

--Historicalpoem becausepeoplelikeMuzilikaziwhoaresubjectsinthepoem arehistorical

figures.

--Narrativepoem becauseitnarratestousthestoryofShakaZuluhonouringMuzilikazi.

--Legendary/heroic/ode/praise/warsongbecauseitcelebratestheheroicdeedsoftheZuluarmy

anditsleadersShakaandMuzilikazi.

B]BrieflydescribethecultureoftheZuluasreflectedinthepoem.

--Nationalist/patriotic—theyhaveastrongkinshipbond,“Zulupower...issuesfrom anall-
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embracingnationhood.”

--Warlike/warriorse.g.“thehillsechoedwiththelaughteroftheZuluarmy”

Pastoralists/keptcattlee.g.“Youshallseizefrom them allthelootofcattle.”

--Theyarereligiouse.g.theyhaveatraditionalreligioninwhichancestorsarerevered/they

practiseancestor-worship;prayforguidancefrom yourancestors.”

--Theyhaveasenseofjustice;returnedcattletooriginalowners.

--Theyareartistice.g.theirartincludessonganddances,“AtBulawayotheysanganddancedfor

thereturningarmy.”

--Theyrecogniseandhonourheroism e.g.“Shallalwayshonourthosewhoareourbraveheroes.”

--Peaceloverse.g.ShakaZulutellsMuzilikazitoestablishpeaceinthenorth.

C]Identifyandexplaintwoimagesfrom thepoem.

--“ThehillsechoedwiththelaughteroftheZuluarmy”thisdescribehowhappytheZuluwerefor

victoryinwar.

--“Oureasylifeshallsoonundermineourfightingspirit”:meaningthatifwerelaxorconcentrate

toomuchoncelebratingourvictorywemightbecomecomplacentorloseourpowerinwar.

--“..Theruinsofyournativecountry”describehowMzilikazi’snativecountryhasbeenravagedby

war.

--“hiseyeswetwithtears:givesavisualpicturetodescribetheextenttowhichMzilikaziwas

movedbythewayShakahonouredhim.

--Battleaxe:powerorauthoritysymbol.

--Anall-embracingnationhood:asymbolofunity.

D]WhatdoyoulearnaboutShaka’scharacterfrom thispoem?

--Authoritative/dictatorial:thewayheaddresseshisarmyandhiscouncillors.Forexampleto

Muzilikazi,“IwantyouMuzilikazi,toheadtothenorth.”

--Power-hungry:“Zulupowernolongerissuesfrom conquest”

--Heisjust:hegivesMuzilikazianaxeasanillustrationofhisreadinesstohonourthosewho

exhibitcourage.

Cunning/Manipulative/tactical/wise/intelligent/;thegestureofgivingMuzilikazitheaxeisjusta

cunningwayofgettinghim toundertakethedifficultmissiononwhichhesendshim.

Friendly/Warm:HespoketoMuzilikaziwithgreatwarmthandfriendliness.
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--Anorator;thewayhetalksiscreativeandseductivee.g.“Oureasylifeshallsoonundermineour

fightingspirit.”

--Ambitious:thewayhecautionsagainstcomplacencyandthensendsMuzilikazionanother

mission.

--Warlike:evenwhentheyhavewonthewar,hestilllooksforopportunitiestofight.

--Charismatic:thearmyandthecouncillorsobeyhim,forexample,Muzilikaziismovedtotears

whenShakagiveshisaxe,yetthemainreasonfortheaxeistopersuadeMuzilikazitosubdueThe

troublesomepeopleofRanisi.

--Patriotic—Hesolicitsfor“anallembracingnationhood”andtellsthearmy,“Wemustgetbackto

ourhomes.”

--Peace-loving:“establishpeaceamongthequarrellingnations”

--Religious:tellsMuzilikazitopray.

--Kind/Caring;tookMuzilikaziinasanorphanandcaredforhim.

E]Stateandexplainaproverbwhichcouldbeusedtowarn/cautionthepeopleofRanisi.

--Youreapwhatyousow.Theyterrorizedfriendlynations,nowtheywillexperiencesimilar/worse

terrorfrom Shaka’swarriors.

--Thosewholiveinglasshousesshouldnotthrowstones.

--Thosethatlivebytheswordperishbythesword.

--Everydoghasitsday.

Question3

Readtheoralpoem belowandanswerthequestionsthatfollow.

Thepoormanknowsnothowtoeatwiththerichman.

Whentheyeatfish,heeatsthehead.

Inviteapoormanandherushesin

Lickinghislipsandupsettingtheplates.
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Thepoormanhasnomanners,hecomesalong

Withthebloodofliceunderhisnails

Thefaceofthepoormanislined

From hungerandthirstinhisbelly

Povertyisnostateforanymortalman

Itmakeshim abeasttobefedongrass

Povertyisunjust.Ifitbefallsonaman

Thoughheisnoblyborn,hehasnopowerwithGod.

A]Whatevidenceistheretoshowthatthisisanoralpoem?Identifyandillustratesuchfeatures.

--Repetitione.g.thepoorman/poverty

--hyperbole/exaggeratione.g.“itmakeshim abeasttobefedongrass”

--strikingcharacterizatione.g.thepoormancastinextremeterms.

B]Describeaprobablesituationinwhichsuchapoem couldbeperformed.

--Abeerpartywherecheaplocalbrewisconsumedbypoorpeople.

--Atraditionalbarazawheretheconductofapoormanisbeingcastigatedorridiculed.

C}Ifyouweretodoasoloperformanceofthisoralpoem,whatelementswouldyouemphasize?

--Dramatisatione.g.eatingthefishclumsily/rushinginandlickingone’slips/upsettingtheplates

onatable/paintfingernails(bloodoflice)walkonallfourstoimpersonateabeastsbeingfedon

grass.
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--Facialexpressionse.g.toshowhungerandthirst.

--Tonalvariatione.g.varyone’spitchtoputspecialemphasisonwords‘povertyisunjust’.

D}Whatdoesthephrase“..withthebloodofliceunderhisnails”revealaboutthepoorman?

Thepoormanlivesinunsanitaryorunhygienicconditions.

E]Describewithillustrationsthetoneofthispoem.

--Compassionate:talksabouttheinjusticesofpovertytowardsthepoor

--contemptuous/critical/satiricalthepoormanisdescribedincontemptuoustermse.g.rushesin

lickinghislips,upsettingplatesetc.

SHORTFORMS

Riddles

Ariddleisaquestion,statementordescriptioninafigurativelanguagethatisintendedtotestthe

listener’sabilitytousetheirwitstounravelthemeaning.Riddlesarewordspuzzlesinwhich

familiarobjectsorsituationarereferredtoinafigurativetermsforustodecipherwhatisactually

meant.

Characteristics

--Riddlesarewordpuzzles:agamewhereyouhavetothinkaboutcarefullyinordertoanswer.

--Theyhaveanopeningformula‘riddleriddle’

--Riddlesareshortwittystatementsusuallycleverandamusing.

--Riddlesusethequestion—answerformate.g.q..Ihaveariddle?

Ans...Sayit.

Riddleshaveahypotheticalprize—riddlesarebasedonsituationsorideaswhichareimaginedor

possibleratherthanrealandtrue.

ClassificationofRiddles

1.Declarativeriddlesaredescribedinform ofastatement.E.g.Catchmytailandwego.Ans.A
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jembe.

2.Interogativeriddlesposesquestionstobeanswerede.g.Whatisbouncinginthehouse?Ans.A

churninggourd.

3.Idiophonic/soundriddles—itemploysidiophonesthatshouldbeunravelled.E.g.Huyuhuyupoa!

Ans.Anightrunner.

4.Simpleriddles.Theyarebriefe.g.Waterstandingup?Ans.Sugarcane.

5.Epigrammatic/Complexriddles—Suchriddlesarepresentedasaseriesofpuzzles.E.g.

Thefour-leggedsittingonthefour-leggedwaitingforthefour-legged.Ans.Acatsittingonatable

waitingforarat.

6.Riddlesonpeoplee.g.Bestfoodforababy.Ans.Sleep.

7.Riddlesonplants.E.g.Whattreehasonlyonethorn?Ans.Asisalplant.

8.Riddlesonpartsofthebody.E.g.Thirty-twoseated,oneladydancing.Ans.Teethandthe

tongue.

Fourgatesthatproducewater.Ans.Acow’sudder.

9.Riddlesonwasteproducts.E.g.Ahillontheveranda.Ans.Excrement.

10.Riddlesonmoderntechnology.E.g.Acameraonmybody.Ans.Eyes.

11.Riddlesonnaturalphenomena.E.g.Whendressedsheisn’tasbeautifulaswhennaked.Ans.

Themoon.

12.Riddlesonanimals.E.g.Thewhiteladyintheoffice.Ans.Thejigger.

FunctionsofRiddles

--forentertainmentorfunandhumour

--forsharpeningwit/toenlargeourimagination

--toexpandourknowledgeoftheenvironment

--Toenhanceourfigurativeuseoflanguageorcreativitye.g.describingthingswithoutnaming
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them

--toteachvaluesandmorals

--topassasecretmessagebyoldpeople

StagesinaRiddlingSession

1.Invitation—thechallengerorriddlerdrawstheattentionoftheaudiencewithanopeningformula

e.g.Riddleriddle/Ithrowariddle/Ihaveariddle

2.Acceptance—Therespondentoraudiencerespondsbysaying;stateit,sayit,throwitorletit

come

3.Theriddleitself—thechallengerstatesorposestheriddlee.g.Ihaveahousethathasnodoor.

4.Guesses—theaudiencetriestosolvetheriddlesbygivingguesses.E.g.Anorange.

Iftheyareunabletofindthesolutionorifallguessesarewrongthentheriddlewillhavestage5.

5.Prize—Thechallengerasksfortheprizee.g.Givemeaprize.

Sheisgivenaprize,usuallyatown,acityetc,whichherejectsuntilgiventhecityorprizeofchoice

thatshewouldaccept.Shewillthensayshehasgoneandvisitedthecityandbroughtthegreeting

from thepeoplethere.Theaudiencewouldacknowledgethegreetings.

6.Thechallengergivesthesolution/rightanswer.E.g.Theanswerisanegg.

ProverbsandSayings

Proverbsarewisesayingsthathidemeaninginmetaphorsorsimilesthattheyemploy,Proverbs

areslightlydifferentfrom sayingsbecausesayingsdonotemploymetaphorsandsimiles.

Characteristics

--Theyareshortandfixed

--theyhaveasummativefunction

--theyareincorporatedinspeech

--theyaresometimesusedtointroduceastory
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--theyarecommonwithinaparticularlanguageorcommunityortheyarecommunal

FunctionsofProverbs

--Theyareusedtoflowerone’sspeech

--Theyactasamirrortosociety

--Theysummarizesituations

--Canbeusedforentertainment

Whenanalysingproverbs,youshouldbeabletoidentify

--thetypeoftheproverb

--objectsofreference

--thecommunalphilosophyintheproverborthegeneralmessageconveyed

--asimilarproverbthatcanreplaceit

TypesofProverbs

1.Proverbsoffatee.g.

--Accidentswillhappen.

--Absencemakestheheartgrowfonder.

--Actionspeakslouderthanwords.

--Adviceisleastheededwhenitismostneeded.

--Achainisnostrongerthanitsweakestlink.

--Afoolandhismoneyaresoonparted.

--Easycome,easygo.

2.Cautionaryproverbs.E.g.

--Hewhostealswithawomanwillliveinfeartillhedies.
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--Anappleadaykeepsthedoctoraway.

--Anemptypursefrightensawayfriends

--Anidlemindisadevil’sworkshop.

--Abirdinhandisworthtwointhebush.

3.ProverbsoncommunallifeE.g.

--Unityisstrength.

--Aproblem sharedisaproblem half-solved.

--IfyoufallformeandIfallforyouwecancallitagame.

--Onthewaytoone’sbelovedtherenohills.

4.Epigrammaticproverbs.Thesearelongerthanusual.E.g.

--Amanwhomarriesabeautifulwifeislikeanotherwhoplantsmaizeneartheroadinapoor

neighbourhood.

--Amanstungbyabeedoesn’tgoaroundsmashingallbee-hives.

--Ifagutallowsaknifetobeswallowed,theanusmustwonderhowitwillgetout.

--Whentroubleknocksatyourdoorandyoutellityouhavenoextraseat,itwilltellyounottoworry

becauseithadbroughtitsownstool.

--Whenaratsmilesatanearbycat,justknowthatitsholeisnearby.

5.Summativeproverbsorthoseproverbsthatbestsummarizeissuesandstories

--Beautyisonlyskindeep.

Changeisasgoodasrest.

--Afriendtoallisafriendtonone.

--Agoodexampleisthebestsermon.

Anewbroom sweepsclean.



isabokemicah@gmail.com

Novels,UpdatedICT,CPA,CIFA,CICT,ATD,College,HighSchool&PrimaryNotes 0714497530

--Astitchintimesavesnine.

--Awatchedpotneverboils

--Amanwhocausestroubleforothersalsocausestroubleforhimself.

--Amanroastingmaizedoesn’twanderawayfrom thefireplacefortoolong.

--Ayoungbullmountsthecowfrom thehead.

--Adrum isheavieronthereturnjourney.

Howeverlongittakes,astammererwillcall‘baba’.

--Staringatwaterdoesn’tquenchyourthirst.

--Thepenismightierthanasword.

--WheninRome,doastheRomans.

--Thesqueakywheelgetsthegreese.

--Whenthegoinggetstough,thetoughgetgoing.

--Nomanisisland.

--Fortunefavoursthebold.

--Peoplewholiveinglasshousesshouldnotthrowstones.

--Hopeforthebestbutpreparefortheworst.

--Birdsofafeatherflocktogether.

--Keepyourfriendscloseandyourenemiescloser.

--Apictureisworthathousandwords.

--Thereisnosuchathingasfreelunch.

Similaritiesbetweenriddlesandproverbs
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--Botharebrief

--Bothemployfigurativelanguage

--Botharefixed—ariddlehasafixedresponsewhileaproverbhasafixedwording.

Differences

--Riddleshaveanopeningformula

--Riddlesrequireatleasttwoperformerswhileaproverbjustonetosayit.

--Riddlesarecommonwithchildrenwhileproverbscommonwithadults.

--Riddlesareusedaspreludestostorytellingsessionswhileproverbsareusedinconversation.

--Riddlesarewittystatementsorwordpuzzleswhileproverbsaresayingsofwisdom.

TongueTwisters

Atonguetwisterisawordgamethatisintendedtotestaspeaker’sfluencytoutterwithout

hesitationorfalteringasequenceofwordswithparticularproblemsofarticulation.

Characteristics

--Atonguetwisterisawordgamethatplaysonwordswithproblemsofarticulation

--Itemploysalliteration,assonanceandconsonance

--Theyaremostlyungrammaticalortheyneednotmakesense.

--theyarebrief

FunctionsofTonguetwisters

--Theyentertainorcreatefun

--Theyaidinlearningpronunciation

--Enhancesconfidencebyhelpingoneovercomeshynessandenjoycommunication

--theyhelptrainconcentrationandmemorization

--theypromotecreativity
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--theyhelpdevelopone’sabilitytorecite

--Theyhelponetolearnaforeignlanguagewithparticularproblemsofarticulation

ExamplesofTonguetwisters

--Shesellsseashellsontheseashore

--Adisorganisedorganizercannotorganizeadisorganizedorganization

--TheredlonglorryrolleddownthelongLimururoad

--Fourhundredandfortyfourfrightenedfoolsfoughtforfood

--PeterPiperpickedapeckofspeckledpepper

--Howhighuphasheheavedhisheavyhoe?

--Kantaicantieatie,untieatieanddyeatielikeDyrewhocantieatie,untieatieanddyeatie;so,

ifKantaicantieatie,untieatieanddyeatie,whycan’tItieatie,untieatieanddyeatielikedyre?

Exercise

Readthetextbelowandanswerquestionsthatfollow.

BettyBotterboughtabitofbutter

Buthesaidthebutter’sbitter

“IfIputabitofbitterbutterinmybutter

It’llmakemybetterbutterbitter

Butabitofbetterbutterwillmakethebitterbutterbetter.”

Sosheboughtabitofbutter

Betterthanherbitterbutter

Sheputitinherbutter

Andherbutterwasn’tbitter

‘twasbetterBettyBotterboughtabitofbetterbutter
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1.Identifythreecasesofelisionintheitem aboveandwritetheexpressionsinfull.

Butter’s—butterwas

It’ll—itwill

‘twas—itwas

2.Identifywithareason,theitem above?

Itisatonguetwisterbecauseithaswordsfollowingeachotherthatarechallengingintermsof

pronunciationandemploysalliterationandassonance.

3.Statefivebenefitsaform onestudentwouldgetbyreadingthisitem.

--Readingthetonguetwisterwouldentertainhim

--Itwouldhelpthestudentlearnthepronunciationof/b/indifficultysituations

--Itwouldsharpenthestudent’sfluency

--Itwouldpromotecreativityinthestudent

--Itwoulddevelopthestudent’sabilitytorecite

--itwouldenhancethestudent’sconcentration

4.Identifystylisticfeaturesevidentinthistonguetwister

--Alliteratione.g.BettyBotterbought

Rhymee.g.butter

Bitter

Butter

--Repetitionofwordse.g.bitter,butter

5.Thisitem isawordgame.Statetherulestheperformerwouldapplywhenrecitingthis.

a)Recitefluentlywithouthesitation
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b)Strictlyfollowtheorderofwords

c)Sayitquickly

e)Whatwouldbetheeffectoftranslatingthisitem intoanotherlanguage?

--Theeffectsofsound,especially/b/and/t/wouldbelost.Onemayendupwithasequenceof

wordswhichmaynotberecognizedasofthesamekindastheitem above.

Puns

Apunisawordplaywhichinvolvewordsthathavesimilarspellingsbutdifferentmeaningor

homonymse.g.can(acontainer),can(auxiliaryverbandhomophones(wordswithsame

pronunciationbutdifferentspellingsandoftendifferentmeanings)e.g.someandsum.Puns

thriveonambiguityofwordstocreatefunwithinasentence.Punsalsoemploymetaphorsand

literalmeaningofwords.

Apersonwhoisfondofusingpunsiscalledapunster.

Examples

1.Abicyclecan’tstandalonebecauseitistwo-tyred.

2.Awillisadeadgiveaway.

3.Abackwardpoetwritesinverse.

4.Inademocracy,itisyourvotethatcounts.

5.Shehadaboyfriendwithawoodenlegbutbrokeitoff.

6.Withhermarriage,shegotanewnameandadress.

10.Aboiledegginthemorningishardtobeat.

11.WhentwoegoistsmeetitisanIforanI.

12.Scientistshavefinallydiscoveredthewrongthingaboutafemalebrain:thattheleftsidehas

nothingrightandtherightsidehasnothingleft.

13.Whatdoyoucallasleepingbull?Abull-dozer.

14.Heboughtadonkeybecausehethoughthemightgetakickoutofit.
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15.Whyarefishsosmart?Becausetheyliveinschools.

16.Iwasstrugglingtofigureouthowlightningworksthenitstruckme.

17.Timeflieslikeanarrow.Fruitflieslikeabanana.

18.Haveyoueverheardofanhonestcheetah?

19.IhavebeentothedentistsomanytimessoIknowthedrill.

20.Speakingillofthedeadisagravemistake.

21.Ifiredmymasseusetoday.Sherubbedmethewrongway.

OralLiteratureResearch/FieldWork

Fieldworkistheactandprocessofgoingouttoacommunitytocollectoralliteraturematerials

andrelatedinformationforstudyandanalysis.Fieldworkisnecessaryfor

a)Thestudenttorelivetheperformanceoforalliteraturematerials(recordings,videosetc.)

b)Experiencefirsthand,thecommunity’scustomsandbeliefs.

c)Recordingandstorageoforalliteraturematerialstobeusedbythefuturegenerations.

d)Toenableastudentknowandexplorenewknowledgenotcoveredbyearlierresearchers.

e)Tohelpthestudentacquireresearchskillsinacademicstudy.

KeyStagesinFieldWork

1.Preparation

Itinvolvesstatingthepurposeandscopeofstudyandobjectivesorresearchtoguardagainst

digression.Italsoinvolvesidentifyingthelocationfortheresearch,familiarizationwithearlier

worksonthestudyorliteraturereview,establishingcontactwithusefulpeoplelikeinformants,

decidingonthekeymethodstobeusedincollectingdatae.g.questionnairesorinterviews,

securingpermissionstoconductresearchfrom relevantauthorities,buyingorhiringofrecording

materialsandbudgetingforaccommodationandtransport.

2.MaterialCollection

Thisisdonethroughvariousmethodsofcollectingdatee.g.interviews,questionnaires,

observationetc.

3.RecordingofInformation
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Recordingisdonethroughwriting,typing,usingtaperecordersetc.

4.ProcessingandAnalysisofInformation

Thisinvolvesscrutinisingofinformationcollectedinpreparationforinterpretationand

documentation,transcription,interpretation,classifyingintogenres,themes,stylesandmakinga

conclusion.

5.Dissemination

Thisisthespreadingtheinformationgatheredthroughmedia.

CommonProblemsEncounteredDuringFieldWork

1.Lossofmemoryespeciallyfordetailsnotrecorded.

2.Outrageousdemandsfrom sourcesofinformationlikepayments.

3.Harshorunpredictableweather.

4.Breakdownorproblemsoftransportation,delays,hikedfaresetc.

5.Informantsgivingwrongordistortedinformation.

6.Accidentsandmisfortunesorillfatee.g.death

7.Sicknessinthemiddleoffieldwork.

8.Prohibitions,lackofaccess,customsetc.

9.Lossofequipmentlikecameraetc.

Fieldworkshouldbecarriedoutinrelevantandappropriateplaceslikeruralareaswherethereis

ethnicallyauthenticinformationandperformance;elderswouldgivedetailedoraltestimonyor

material,displaygreatexperienceandskillwhilechildrenwouldeasilyperform riddles,singing

gamesandtonguetwisters.

GRAMMAR
Nouns

Anounisanameofanythingorsimply,anamingword.Nounsarecategorizedinto

--Propernouns—namesofspecificpeople,placesorthings.Propernounsalwaysstartwitha

capitallettere.g.Kenya,Peter,LakeVictoria,Nairobietc.
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--Commonnoun—thesearenamesofpeople,placesandthingsthatarenotspecific.E.g.desk,boy,

river,plateetc.

--ConcreteNouns—namesofthings,peopleetcthatcanbetouched.E.g.bookdesk,water,James,

bottleetc.

--Abstractnouns—namesofthingsorconceptsthatcannotbetouchedorseen.E.g.wind,

corruption,love,hate,Godetc.

--Collectivenouns—namesofgroupofthings.Thesekindsofnamesusuallytakeasingularverb.

Countandnon-countNouns

Countnounsarenamesofthingsthatcanbecounted.Theythusoccurinsingularandplural

forms.

e.g.boy—boysoneboy—20boys.

--Mostsingularcountnounsthatendinthesound/s/,/ch/and/sh/take–esinplurale.g.

bus—buses,church—churches,bush—bushes.

--Ifasingularcountnounendswith‘y’,the‘y’isusuallydroppedinpluralandreplacedwith‘ies’

unlessthe‘y’comesafteravowel.E.g.Lady—ladies,cry—cries.

--Ifthewordendswith‘y’butthe‘y’isprecededbyavowelthenonly‘s’isaddedinplural.E.g.

Day—days,Key—keys.

--Ifthewordendswith/f/wedropthefandreplaceitwith–ves.E.g.Life—lives,Hoof—hooves.

Non-countnounsrefernothingsthatcannotbecounted.Thingslike

--substance—food,sand,dust

--qualities—happiness,kindness

--ideas—knowledge,knowledge

--Liquids—water,milk

--objects—furniture,hair,luggage

Mostcountablenounsdonothavesingularandpluralforms;theymerelyoccurintheirrespective

natureorquantities.

Water—singular,Water—plural.Alotofwater. 20gallonsofwater.

Sometimesduetospecificationssomenon-countablenounsaregivestheplural‘s’tomean

differentlargequantitieslikewatersinreferencetooceans.

IrregularandRegularNouns
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Regularnounsarenounsthattakeapredictablepluralform inrelationtosingularforms.For

examplecup—cups,toy—toys,shirt—shirts,Church—churches,bus--buses.Mostregularnouns

thereforetake‘s’or‘es’inplural.

--Nounsendingwith‘o’withavowelbeforethe‘o’usuallytake‘s’inplural.E.g.Ratio—Ratios,butif

itendswith‘o’withaconsonantbeforethe‘o’thenitwouldtake‘-es’inplural.E.g.

Bufallo—Buffalloes.

--Stillafewnounsareanexception,inthattheyendwith‘o’precededbyaconsonantbutstill

takesjust‘s’inplurallikedynamo—dynamos.

--Nounsthatendin/f/take/s/inplurallikechief—chiefs,gulf—gulfsbutotherslikedwarf,hoof

andscarfcantakeboth‘s’inpluralor‘-ves’thatisdwarf—dwarfsordwarf—dwarves;hoof—hoofs

orhoof—hoovesandscarf—scarfsorscarf—scarves.

Irregularnounsarenounsthatdonottake‘s’or‘es’inpluralform.E.g.man—men,

woman—women,mouse—mice,child—children.

--Therearethosethatchangefrom singulartoplurallikeman—men,goose—geeseetc.

--Therearethosethatdonotchangefrom singulartoplurallikeswine—swine,sheep—sheep,

deer—deer,species—species,series—series.

--Someofthem areusedonlyinpluralformslikescissors,tongs,spectacles,trousers,jeans,

shorts,pyjamasandnews.

--Therearethosethatseem pluralbutareactuallysingulare.g.Mathematics,physics,measlesetc.

CollectiveNouns

Thesearenounswhichintheirsingularformsrefertoasetorgroupofpeople,animalsorthings.

E.g.

Acrowd—agroupofpeoplewithoutorder

Aband—agroupofmusicians

Choir—agroupofsingers

Sometimescollectivenounsoccurinphrases.Whenaphraseisusedtoindicateacollectivenoun

wecallitaphrasalquantifierbecauseitshowsthequantityofthenounpresent.Forexamplea

pieceofcake,

Acupoftea—twocupsofteaetc.

Somephrasalquantifierscanbeusedwithbothcountandnon-countnounse.g.alotofstudents,

alotofwater,apileofbooks,apileofwoodetc.
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Otherexamplesare

1.Abundleofbooks,apinchofsalt,arealm ofknowledge,adoseofmedicine,abaleofgrass,a

bladeofgrass,abouquetofflowers,asetofpeople,aheapofrubbish,alumpofsugar,asheetof

paper,aspeckofdust,abarofsoap,aloadofmanure,apieceofadvice,anitem ofclothing,a

tonneofsugar,anarmyofants,acolonyofwasps,aclusterofantelope,aherdofcattle,atroopof

apes,aflockofsheep,akennelofdogs,ashoaloffish,abandofgorillas,aflangeofbaboons,a

congressofbaboons,acultureofbacteria,acloudofbats,ahiveofbees,afileofcivilservants,a

schoolofdolphins,aswam offlies.

Collectivenounsdenotesingularityincharacter;thatiswhytheytendtotakeasingularverbe.g.a

crowdhasbeengatheringsincemorning.Butsometimesmemberswithinacollectivenounmight

havedivergentopinionse.g.Thecrewhavedifferentdutiesandresponsibilities.

Compoundnouns

Acompoundnounisanounthatismadeupofmorethanoneword.Thenounformedfrom

combiningtwowordscanbewrittenas

a)asingleworde.g.Shop+keeper—shopkeeper

b)Ahyphenatedworde.g.Passer-by,father-in-law,attorney-general

c)Separatewordse.g.Icecream,Cowdung,assistantministeretc.

--Inmostcompoundnounsthepluralendingisaddedtothelastworde.g.boyfriends,deputy

heads,commanders-in-chiefetc.

However,thepluralendinginothersisaddedtothefirstworde.g.passers-by,fathers-in-lawetc.

--Somewordstakepluralendingsoneitherthefirstwordorseconde.g.Attorneys-generalor

attorney-generals.

--Compoundnounscantakeanoun+noune.g.bookshop,noun+verbe.g.teabreak,

adjective+noune.g.Hotdog,etc.

Conjunctions

PackingList

Whenpackingrememberthefollowing

1.Orderorhaveaproperorganisationofitemsinvolved
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2.Haveapropertitilee.g.BacktoSchoolPackingList

3.Haveasub-headingindicatingthecategoriesofitemsinvolved.ForexampleClothes,Shoesand

Cosmetics.

4.Youshouldshowclearlythespecificnumberorquantityofitemsinvolved.Forexample;3shirts,

onetubeoftoothpasteetc.

5.Youshouldalsoshowthetypeofitemsinvolved.Forexample,shirt—red.

Serial

no.

Items Typeof

items

Quantity Description

1 Clothes a)shirts 3 --Newyellow

--Oldblue

--White—shortsleeved

b)trousers 2

--blackofficial

--bluejeans

2 Shoes a)rubbers 1pair Blackandwhite

b)leather 1pair Brown

c)sandals 1pair Red

3 Bathroom

accessories

a)towel 1 Brown

b)soap 1 Geishamedium

4 Beddings a)Sleeping

bag

1 Mantamedium

b)Sheets 2 Redandwhite

c)blankets 1 Blackdotted

5 Camera Sony 1 Digital,20megapixels

6. Toiletries a)toothpaste 1 Colgatemedium

b)toothbrush 1 Colgatemedium

7 Bodyoil Vaseline 1 Small
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Beforewritingapackinglist,onemustconsider

--Whereheisgoing.Thelocationdeterminestheitems.E.g.thecoastofMombasawouldneed

lightclothesandMTKenyaregionheavyones.

--Meansoftransport—aeroplanescanlimittheamountofluggagetobecarriedalong.

--Lengthofstay—thiswilldeterminethequantityofeachitem youcarry.

--Purpose—e.g.ifyouaregoingtoswim youwillhavetocarrycostumes.

Question

YouareamemberoftheWildlifeClub.TheclubhasorganisedforathreedaycampintheMaasai

MaraPark.Writethepackinglistoftheitemsyouwouldneedduringthecamp.

Etiquette

Etiquetteisasetofrulesandnormsthatgovernourpoliteandacceptablewayofinteraction

especiallythroughgreetings,requestsandcommands.

Greetings

Itisimportanttogreetpeopleaccordingtotheira)ageb)positionc)relationships.

--Anolderpersonshouldbegreetedinaformalway.E.gGoodmorningMr.Kinuthia.

--Apersoninamoreseniorpositionthanyouareshouldalsobegreetedinaformalwayeven

whentheyareyoungerthanyou.E.g.HowdoyoudoMrs.Kendi?

--Youragematescanbegreetedinaninformalwayifyouarefriendsorrelatives,oriftheyarenot

yourseniors.E.g.HiJackie,orHibro.Againmembersofyourextendedfamilycanbegreetedinan

informalway.E.g.Hiuncle,Hullodad.Butpeoplethatarenotrelatedtoyouandarenotyour

friendsshouldbegreetedinaformalway,unlesstheyareyounger/agematesandnotyour

seniorsinpositions.

Introduction

Whenintroducingsomeoneimportantortitled,mentiontheirrespectivetitlesinthegreetingsas

shownbelow.

--Startbytheirtitlesifyouwanttointroducethem tosomeoneelse

YourExcellency,mayIintroduceyoutoMrs.Wanjala.(Forpresidents)

Yourhonour,meetMr.Omori,themanagerKCBbank.

Whenintroducinganordinarypersontoatitledperson,mentionthelaypersonthenintroduceby
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mentioningthenameofthetitledpersonbeforegivingthetitle.E.g.

Mom,meetMs.AnneWaiguru,theCabinetSecretary,MinistryofInteriorGovernment.

Commontitlesare

--primeMinister—TheRightHonourable

--Memberofparliament—Honourable

--Judge/magistrate—YourHonour,YourLord/Lady,YourLordship/Ladyship

--Mayor—YourWorship

King/queen—YouMajesty

Membersoftheroyalfamilye.g.grandduke,duke,duchess—RoyalHighness

--Prince,Princes–Yourgrace

--Otherroyals—Lady/Lord

Sir—nights

Sir/Madam—anyimportantpersonorprofessional

Professor—HighestUniversitytitleforateacher

Mr.—respectfultitleforanyman

Mrs.—Respectfultitleforamarriedwomanfollowedbyherhusband’sSirNameorherfullmarital

name.

Ms.—arespectfultitleforawomanwhosemaritalstatusisn’tclearorknown.

Miss.—arespectfultitleforaladywhoisn’tmarried.

Arrmytitles

Officercadet—lieutenant—captain—major—colonel—brigadier—major—fieldmarshall.

Semi-formalsituations

Sometimesyoucanintroduceorrefertoatitledpersoninaninformaloccasion.Insucha

circumstance,avoidtheformaltitles.

DearMr.President,meetKennethOwour,MemberofParliamentKanduyiconstituency.

--Whenintroducingsomeoneasaguest,itisimportanttoincludeinformationabouttheirinterests

andachievementsatthetailend.E.g.Mr.JohnKamau,MDKenyaSeedCompany.Heisthe

founderofSalimaElectronicsCompanyandaseniormemberoftheCatholicchurch.
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SelfIntroduction

Whenintroducingyourself,donotstartwithanytitle,justgreetingsthenyourfullnamebefore

otherdetailsfollow.Examples:

Goodmorninggentlemen;Iam JamesBarasa,ProfessorofMathematicsattheUniversityof

Nairobi.

DonotstartwithMr.orMiss.

Requests

Whenmakingrequestsusepolitelanguage.Thefollowingphraseswouldhelpsomeonesound

morepolite:

Please—pleasetellmethetruth.

Excuseme—excusemelady,haveyouseenmybag?

Sorry—sorrymadam,Iam late.

Pardon—pardonmeJane,Ididn’tgetyourinstructions.

Iam afraid—usedwhenyouwanttogiveadisappointingstatementoranswertosomeonewhois

probablyexpectingsomethingpositive.E.g.Iam afraidIdonothavethebookyouwantedto

borrow.]

Acknowledgement

Whensomeonegivesyousomethingyousay‘thankyou’andthenhecananswerin

acknowledgement‘youarewelcome’or‘itisnothing’or‘don’tmentionit’.Thegoalhereisto

soundasmodestaspossible.

TelephoneEtiquette

Whenmakingoransweringatelephonecall,thepersonontheotherendofthelineobviously

cannotseeyou.Youwillthereforebejudgedsolelybywhatyousayandhowyousayit.

Pointstonote

1.Giveagoodimpressionofyourselffrom thebeginningbybeingcourteous,helpful,businesslike

andbrief.

2.Usepolitelanguagei.e.wordssuchas‘couldyou’‘mayI’‘Iwouldliketo’‘wouldyouplease’.

Receivingapersonalcall

a)Openingwords:

Hallo
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—goodmorning/afternoon/evening(chooseaccordingtotimeoftheday)

b)Identifyyourself:

ThisisJohnspeaking(itisconsideredrudetogiveyourselfatitlelikeMr/Mrs/msbut

professionaltitleslikedr/profareallowed)

e.g.ThisisEng.Wekesa.

Receivingabusinesscall

a)Openingwords:

Greetings—Goodmorning/afternoon/evening

b)Thenidentifyyourinstitution

YouhavereachedParadiseHotelorLuguluGirlsHighSchool

c)Askwhoyouarespeakingto---Whom am Ispeakingto

d)Askhowcanhelp---HowcanIhelpyou

Itisrudetorespondbyaskingthecaller‘Whatdoyouwant?’or‘Whoareyou’

Makingacall

Yourfirstwordsaresaidaftertherecipient’sopeningremarks

--Thegreetingswilldependmuchonhowwellyouknowthecaller

HiPeter,Whatisup?

ThisisChristine,howareyoudoing?

ThisisIndimulispeaking...

Businesscall

Whenmakingabusinesscall,followtheprocedurebelow

a)Greetingse.g.Goodmorning

b)Identifyyourselfe.g.MynameisAgnessManyara

c)Statethereasonforcallinge.g.CanIspeaktoMrs.Wenaniplease?

Endingacall

Attheendofbothpersonalandbusinesscalls,itiscustomaryfortherecipienttothankthecaller

forcalling.
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Whentakingacallmessageintheofficefollowthesesteps.

--Notedownthemessage

--Writethenameofthecallerorhisbehalfandtheinstitutionthecallerrepresents

--notedownthedatewhenthecallwasmade

--notedownthephonenumbersothatitiseasiertocallback

--Indicatewhetheryourbossoryou,oughttocallbackandwhetherurgently

DIARIES

Adiaryisaprivatedocumentinwhichyourecordactivities,eventsandappointmentsyouwantto

remember.Itactsasanaidtomemory.Manypeoplefinddiarykeepingveryusefulbecauseit

helpsthem honourappointments.

Adiarycontainsacalendarforawholeyearwithaspaceprovidedforeachdayoftheweekand

month.Thespaceisusuallysmall,so,youhavetobeselectiveandbrief.Manydiariesalso

containspaceswhereyoucanrecordpersonalinformationlikeyourname,address,bloodgroup

andthepersontobecontactedincaseofanemergency.Atthebackofadiary,thereisusually

spacefornamesaddressandtelephonenumbersofpeopleyoucontactfrequently.

Inoffices,youmayfinddeskdiarieswheredatesofmeetingsorotherimportantactivitiesofan

organisationarerecorded.

Therearetwotypesofdiarieswhicharealsoknownaspersonaljournals.

Appointmentdiaryisusedtorecordspecifictimeanddateofthedailyschedulee.g.

Sunday,1stJune2017

8:00AM Meetmom attheAfyaCentre

10:00AM WatchtheVampiremovie

2:00PM VisitauntieJaneinBuruburu

4:00PM Returntheborrowedbook‘Sinbadmisadventures’

Apersonaldiaryorjournaldiffersfrom anappointmentdiarybecauseapersonaljournalisa

recordofeventsthathavealreadyhappenedandisusuallyinnarrativeform.Thetitlemust

alwaysbethedateinfullwhentheeventshappened.E.g.Dayone,Monday,23rdOctober2016.

Whenwringapersonaljournal,capturethefeelingsandopinionsthatyouexperiencedbecause

theyhelpthewriterrelivethoseoftenexcitingmoments.Eachdayshouldbeinoneparagraph

whetherlongorshort.Bedetailedandimaginativewhenrecountingpastepisodes.E.g.
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Tuesday,4thFebruary,2017

Firstdayinhighschool.Iam excitedandfrightenedatthesametime.Ipraythatmyfearsdonot

show.IhavetoomanyquestionsbutIdon’twanttoappearstupid.So,Ikeepthem tomyself.Itis

theendofthefirstdayandIhaven’tmadeevenonefriend.Iwillhavetochangemytactics.Oneof

thethingsIhavetolearnishowtoeathotfoodquickly.Today,Ihadbarelyeatenaquarterofmy

foodwhentheteacherondutysaiditwastimetoclearfrom thedininghall.Ifeltsohelplessand

sad.

Youcanusethepresentperfecttensemixedwithpresentsimpletensesasinthisexampleorjust

simplepasttensemixedwithpastperfecttenses.

CLOZETEST

AClozeTestrequiresonetofillgapsleftinagivenpassageandcontextsoastomakeit

completeusingthemostappropriateorsuitablewords.Thebestwaytocompleteaclozetestis

byfirstreadingthroughthepassagetoestablishthecontextthentryingthefilltheeasierblank

spacesasyoureadthroughthesecondtimebeforecompletingthewholetestthethirdoreven

fourthtimeofreading.Fillingtheblankspaceswouldinvolvetestingwordsintheirrespective

spacestoseewhethertheyfitinthecontextuntilyoupickonthebestsynonym.Itiscrucialtobe

awareofthepunctuationmarksbecauseanyspaceafterafullstop,anexclamationmarkora

questionmarkmustbefilledwithawordbeginningwithacapitalletter.Similarly,spacesthatare

partofpropernouns—thatrequireyoutocompletethenounwouldrequireawordthatbeginswith

acapitalletter.Itisnecessarytocheckthetenseofthesentencewhereyouhavetofilltheblank

spacetomakesureyouusethewordinitspropertensethatwouldfit.Aclozetestonlytakesone

wordperblankspace.

Exercise

Fillineachoftheblankspacesbelowwiththemostappropriateword. 10marks

TheIsrael—ArabconflictsintheMiddleEast__causedbyanumberoffactors,centralamong

them wastheBelfastDeclaration__theBritishgovernmentthatitwantedtohelptheZionists

returntheJewswhowere__persecutedinEuropebacktotheir‘ancestral’land.Ofcoursethe

BritishweresurethatPalatinelandwasnotJewishlandtobereturnedorrepossessedbutthey__

theJews,whohadvastresourcesinEurope,tosupporttheempireandfillindebtedtotheempire

forhelpingthem createtheirown__ofIsrael.

ManyoftheBritishpoliticiansdidnotevenlikethe__andtheirpresenceinPalestinelandwas

obviouslytoexploitthoselandsforwhateverrecoursestheycouldget.__thefalloftheOttoman

Empire,BritainwantedtogetapieceoftheMiddleEastandhadsucceeded__tosomedegree.

ControllingtheArabswasbecomingadifficulttask__theBritishwishedthatbyestablisha

JewishstateinPalestinetheywouldhaveabetterally.__didtheyknowthattheveryJewishstate

wouldturnagainsttheempireanddeclareitsownindependenceforcingtheBritishsoldiersout

andpushingtheArabsbackwardsintotheirowncountries;therebycreatingaconflictthatwould

onlyendwithanapocalypseoftheMiddleEastespeciallybyIrannukes.
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SilentConsonantsandVowels

Theseareconsonantsandvowelsthatform partofawordstructurebutarenotpronounced.

A:aesthetic,bread B:bdellium,debt,andplumber

C:indictment,muscle,science D:djinn,handkerchief,Wednesday

E:give,like,name(the'e'hereisalsoknownasthe'magice')

F:halfpenny G:gnat,gnaw,gneiss,gnu,high,phlegm,sign,though

H:daughter,echo,heir,honest,hour,orchid I:friend,business J:marijuana

K:knee,knife,knight,knot,know L:calf,could,talk,yolk

M:mnemonic N:autumn,column,damn,hymn,solemn

O:colonel,leopard,people P:corps,coup,pneumonia,psalm,psyche,receipt

Q:Colquhoun(Scottishname),lacquer R:forecastle,sarsaparilla(GA)

S:aisle,bourgeois,debris,island T:ballet,castle,rapport,listen

U:colleague,guard,guesses,tongue V:Milngavie(Scottishtown)

W:answer,gunwale,sword,two,wrist,wrong X:billet-doux,fauxpas,Sioux
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Y:Islay(Scottishisland),Pepys Z:chez,laissez-faire,rendezvous

CommonlyMisspelledwords

Maneuver--foolscap --myopia--diarrhea--wry--surprise--Endeavour--awry--occasion--

convenient--occurrence --recommendation --committee --necessary --dormitory--

pneumonia--exercise --abbreviate--abundant--abysmal--acquiesce–aggressive

abstinenceallegiance--privilege --annoyance--entrepreneur--apostrophe --argument-

-urge --attorney--auxiliary--bargain--bureaucratic--cheetah --curriculum --syllabus--

etiquette--grateful--absenteeism --enmity --intelligence--pronunciation --

contemptuous--laboratory--liquor--messiah--mediocre --medieval--nuisance--

onomatopoeia--paraphernalia--personnelrendezvous--gradablesatellite--souvenir--

chauvinism --silhouette--tomorrow --wrestle --sellotape--hierarchy–lieutenant--

drunkenness–sergeantrhythm

accidentally/accidently accommodate– achieve–acknowledge acquaintance–

acquireacquit acreage address– adultery– advisable affect–effect

Aggression aggressive– allegiance almost alotamateur– annually

apparent arctic– becoming beginning buoy/buoyant– camouflage– capitol

–capital(bothwordsexist,butaredistinct)Caribbean category caughtcemetery–

changeablechief colleague collectible–collectablecolumn coming–

committedconcede congratulate conscientious–conscious consensus

controversy coolly deceive definite –defiantlydesperate– difference– dilemma

– disappoint– disastrous–embarrass– exhilarateexistence– experience–

extreme– fascinating– fiery– fluorescent foreign– friend gauge– grateful

– guarantee– guidance harass– hierarchy– humorous hygiene– ignorance

– imitate– immediately independent indispensable–indispensible inoculate

intelligence jewelry leisure liaison– library– license lightning–lightening

losemaintenance– medievalmemento– millennium – miniatureminuscule–

miniscule mischievous– misspell– occurrence– occurred– omission–

original outrageous--parliament– pastime– perceive– perseverance–plagiarize

playwright– precede– presence principle–principal

Prophecy(asnoun)–prophesy(validasverb) quarantine– queue– questionnaire

Receipt recommend– referred reference–vacuum
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InformalLetters

Theseareletterswrittentofriendsandrelatives.Theyusuallyignoretheelementofformality.

Thesalutationintheselettersshouldbesemi-formale.g.DearMr/Mrs/Miss/Ms/Dr/Prof.For

peopleyoubarelyknowandsuchlettersshouldendwith‘YoursSincerely’plustheinitialsandthe

name.E.g.

YoursSincerely

K.l.Wafula.

--Suchlettershaveonlyasingleaddress—theonethatbelongstothewriter.

--Itisalwaysbettertoendwithyournameandjuststarttheaddresswithyourboxofficenumber

e.g.

P.O.BOX77

KISUMU

Forpeoplethatareclosetoyoulikefriends,onlyusetheirfirstnameinthesalutation.Forexample

DearMercy,orDearJohn,orevenashornversionlikeDearbro.

--alwayshasthedateaftertheaddress.Skipalinewhenmovingfrom oneitem toanother.

Example

Writealettertoyourfriendinanotherschool.Intheletterinform heraboutlifeinyourschool,your

ambitionandthehappymemoriesyousharedinthepast.

LUGULUGIRLSHIGHSCHOOL

P.O.BOX33

NAIVASHA

31stJanuary2017

DearSasha,

Howareyoudoing?IhopeyouareasfineasIam orevenbetter.

LifehereatschoolisOk.Ihavecometoliketheschoolandmademanyfriends.Theweatherisa

bitwarmerthanwhatweareusedtoinEldoretbutIam adaptingwell.Themealsaresometimes
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deliciousandothertimesbadbutthatistobeexpected.

Iwanttoconcentrateonmystudiesandcometheendofmyfouryearshereinschool;Ishouldget

astronggrade.Ihopeyouareworkinghardtoo.Weusedtobecompetitorsinprimaryschool,

remember?

Istillrememberourmomentstogether,howwewouldskiptheropetogether,howwewouldgo

singingtheChristmaschoralsinchurch.Doyourememberhowyouforgotthelinesinthemiddle

ofyourperformance?AndIcutinandrescuedthesituation;everyonethoughtwehadplanned

thatmoveandpraisedourgeniusha!Itwaslovely.

Anyway,Imissyousomuchandyearntoseeyouwhenschoolsclose.InthemeantimeIwillbe

awaitingyourreplywitheagerness.Passmygreetingstoyourfriends.

YourFriend

Daph

FormalLetters

Formallettersmustbeclearconciseandcomplete.Theeffectivenessofaformalletter

determinesthekindofresponsethewriterislikelytoreceive.Goodformallettersshouldhavethe

followingqualities:

--Theyshouldreflectclarityofthought.Beforewritingaletterthinkaboutthesubjectmatterand

makesureyouunderstandwhatyouwanttocommunicate.

--Useavarietyofsentences—mixshortsentenceswithrelativelylongonestogiveyourwriting

flavour.

--Therightwordsshouldbeselectedcarefullytoconveytheprecisemeaningrequired.

--Ideasshouldbeexpressedlogically.

--Useformallanguage—avoidusingslang.

--Anyirrelevantinformationshouldbeomitted.

--Formallettersshouldhaveapolitetone.

Address

Addressesshouldbewrittenincapitalletter.Aformalletterhasgottwoaddresses.Thefirst

addressshouldbethesender’sorwriter’sthefollowedbytheaddressee’s.Donotstartthe

sender’saddresswiththesender’snamebutyoucanusethenameoftheinstitutionthesender
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belongsto.

--Alwaysskipalineafterwritingtheaddressbeforeyouwritethedateorsalutation.Itisadvisable

tousetheblockformatwhenwritingletter.

Salutation

FormallettersuseformalsalutationslikeDearSirorDearMadam andsometimesDear

Mr/Mrs/Ms.

--WhenyousaluteusingDearSir/Madam,alwayssignoffwithYoursFaithfully.Butifyousalute

withDearMr/Mrs.AlwayssignoffwithYoursSincerely.

RE:____________________________

ForRe:orreasonforwritingdonotwriteref:onlyRE:andthenwriteaverybriefandsummative

reasonforwriting.Thestatementshouldsummarizewhattheletterisallabout.Alwaysskipaline

afterandbeforeRE.

Body

Theintroductoryparagraphshouldclearlystatetheobjectiveoftheletter.Itpreparesthereader

forthemainpoints.Thebodyshouldbespecific;devoidofunnecessarydetails.Agoodbody

shouldhaveatleastthreeparagraphsexpoundingontheintroductionandexplainingclearlyand

brieflywhatisatstake.Thelastparagraphshouldconcludetheletterbyshowingoptimism or

statingthemainmessage.

LettersofApplication

Whenapplyingforajobconsiderthefollowing

a)Mentionunder‘RE’thekindofvacancyyouareapplyingfor.

b)Inyourintroduction,indicatewhatinformedyouofthevacancye.g.aspecificnewspaperissue,

websiteormemo.

c)Inthebody,shareyourabilitiesandindicatewhyyouthinkyoucancontributetothe

improvementofthatinstitutionifgivenachance.

d)Expressoptimism inyourconclusionthatyouwillgetthejob.

e)Whenwritingusecurrentdatesandbedetailed.

Question

Yougraduatedascertifiedaccountant,fouryearsagoandyouhavebeenworkingseveral

accountingjobs.YouseeonTheStandardnewspaperof7thJanuary2017,anadvertisementfora

qualifiedaccountanttofillthevacancyofseniorbursarStrathmoreCollege.Writealetterapplying

forthejob.
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P.O.BOX66

NANDI

10THJANUARY2017

MANAGER

STRATHMORECOLLEGE

P.O.BOX101

NAIROBI—CODEOO1

DearSir/Madam,

RE:ApplyingforthevacancyofseniorbursarStrathmoreCollege

FollowingtheadvertisementappearingonTheStandardof7thJanuary2017,Iwouldliketoapply

tofillthevacancyofaseniorbursar.

Iam agraduateofKenyattaUniversitywhereIstudiedabachelor’sdegreein

commerce—accountingoptionandIam alsoacertifiedaccountant,holderofCPAsection5from

KenyaSchoolofMonetarystudies.Ihaveawealthofaccountingexperience,havingworkedat

LuguluGirlsasanaccountantfortwoyearsthenKibabiiUniversityintheofficeofFinancefora

year.Currentlyam workinginthecountygovernmentofBungomaasaprocurementofficer.

Iam averyhardworkingindividual,punctualanddedicatedtomyworkandthiscanbeverifiedby

therefereesthatareprovidedonmyCV.IfIgetanopportunitytoworkinyourinstitution,Iwill

bringawealthofexperience,freshnessandenthusiasm inyouraccountingdepartment,asmy

trackrecordshows.

Mymainmotivationforchoosingtoworkinyourinstitutionisthegoodreputationyourinstitution

hascultivatedinitstreatmentofclients,workersandthepublic.Iwouldfeelproudtobepartof

theStrathmorecommunitythatpridesitselfonexcellenceofservice.

Pleasefindattachedmyfullresumeandotherdocumentsthatattesttomyprofileasbefitting

yourinstitution.
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Iam lookingforwardtoapositiveresponsefrom you.

YoursFaithfully

Sign

DenisK.Barasa

LettersofInvitation

Lettersofinvitationsarewrittentoinvitepeopleforaneventorsocialoccasion.Somelettersof

invitationcanbeformal,invitinganapplicanttoaninterviewbutmajorityofsuchlettersaresemi-

formalinvitingpeopleformallytoasocialeventlikeawedding.

Question

AsthesecretaryofKalamuWritersClub,writetotheEditor-inChiefofalocalpublication,inviting

him tobeyourguestspeakerduringyourannualparty.

--Introduction—Statedirectlythemessagethatyouareinvitinghim tobetheguestspeakerduring

theclub’sannualparty.

--Inthebodystatewhattheclubisallabout,itsmembershipandwhyhewouldberelevanttothe

membersandtheobjectivesoftheparty.Alsostatewhatheshouldaddressinhisspeech.

--intheconclusion,lookforwardtoareplysoonandgivecontactdetailslikephonenumberthathe

canreachquickly.

--Asasecretary,writeinthirdperson—detachyourselffrom thegroupandsay,‘thegroupwould...’

KALAMUWRITER’SCLUB

P.O.BOX2433

NAIROBI

12THJANUARY2017
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THEEDITORINCHIEF

EASTAFRICANMAGAZINE

P.O.BOX6664

NAIROBI

DearSir,

RE:Invitationtobeourguestspeakeronourannualparty

MembersofKalamuWriterswouldbegratefulifyouagreedtobetheirguestspeakerduringtheir

annualpartywhichwillbeheldattheSagretHotelonFriday16thJanuary2017from 7PM.

Kalamuwritersclubhasamembershipof100.Thesearepeoplewhoareinterestedinwritingand

wouldliketoimprovetheirskillsandknowledgebylisteningtolectures,attendingworkshopsand

writingarticlesfortheirclub’smonthlymagazine.Theclubhasbeeninexistenceforfiveyears.

Atourlastgeneralmeetingmembersselectedyoutobethisyear’sguestspeakerfortheannual

party.Membershavebeenimpressedbythehighqualityofyourmagazineforsometimenow.Itis

anobjectivemagazinewhichhasalwaysstoodfortruth.

Theclubtakescareofthetravelling,accommodationandappearancecostsatafixedcash

amountofksh10,000foreveryinvitedchiefguest.

Theclubislookingforwardtohearingfrom yousoon.Youcanreachthesecretaryorthechair

directlyonacall:0722767889oremailkalamuclub@yahoo.com.

YoursFaithfully

Sign

MuthoniOtieno

ClubSecretary

Exercise

AsthesecretaryofLuguluGirlsJournalism Club,writetoafamousradiopresenter,invitingherto

beyourguestspeakerduringyourannualparty.

LetterofApology

Aletterofapologyisawayoftellingsomeonethatyouaresorryfordoingsomethingwrongor

causingaproblem.Thelanguagethereforeshouldbeapologetic.

Whatsetsaparttheletterofapologyfrom othertypesoflettersisthelanguageused.
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FeaturesofaLetterofApology

1.Itshouldbeshortandtothepoint.Ifitislongandwinding,itsoundsasajustificationforthe

wrongdone.

2.Itshouldfirstbeinacceptanceoradmissionofthewrongcommittedtotheoffendedparty.

3.Itshouldexpressregretforwhathashappened.

4.Thetoneofthelettermustbeapologetic.

5.Theapologyisusuallyfollowedbyashortexplanation.

6.Whereappropriate,anofferofcompensationshouldbemade.

7.Dependingontherelationshipbetweenthepersonapologisingandtheonereceivingthe

apology,thelettercanbeformalorinformal.

S

Steps

--Admitoracceptthewrongdone

--Ifyouacceptresponsibility,offercompensation

--Promisenottorepeatthemistake

Question

YouareachiefaccountantofLolianFlowerLimited,youwerespottedbythemanagercominglate

toworkdespitethelaiddownruleswhichprohibitlateness.Apologiseforyourbehaviour.

LOLIANFLOWERSLIMITED

P.O.BOX33

NAIVASHA

10THJANUARY2017

THEMANAGER

LOLIANFLOWERSLIMITED
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DearMr.Obudho,

RE:Apology

Iwouldliketoapologiseforbeinglateforworktodaymorningcontrarytothelaiddownruleson

lateness.

Ihavetakenthisearlyopportunitytocorrecttheimpressionmybehaviourmighthaveportrayed.

Whilemybehaviourtodaywasinexcusable,Iwasdelayedbyanigglingfamilymatterconcerning

mywifewhichisnowundercontrol.

Iwouldliketoassureyouthatthiswillnothappenagain.

YoursSincerely

Sign

KipropSongok

ChiefAccountant

LettersofRequestsandInquiry

Asinotherbusinessorofficialletters,lettersofrequestscontainthefollowinginformation

1.Thereasonforwritingintheintroduction.

2.Thefactsyouarepresentingaboutyourcase,organisedinalogicalfashion.

3.Whatyouwanttheaddresseetodoforyou,startingwiththemostimportantrequest.

Youneedtosellyourselfanddemonstratethatyoudeservewhatyouareaskingfor.Givegood

reasons.Youneedtostatethatthepersonwhoistograntyoutherequeststandstobenefit.

Appealtotheaddressee’ssenseoffairnessandindicatethatyouhavefaithinhim.

LettersofInquiry,ontheotherhand,arewrittenwhenyouwanttofindoutorverifyinformation

from acertaininstitutionoraskifacertainfirm hasspecificgoodsorprovidecertainservices.

ExampleofLetterofRequest

Youareinform four.Youhavenotcompletedpayingyourschoolfeesalthoughtheprincipalhas

allowedyoutostayonsothatyourstudiesinthiscrucialyeararenotinterrupted.Fortunately,you

havereadaboutanongovernmentalorganisationthathelpsintelligentbutneedyhighschool

students.Writealettertothem requestingforabursary.
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FROM

CHARITYKARIMI—REG.NO.2345

SKYWAYSHIGHSCHOOL

P.O.BOX234

VIHIGA

THROUGH

THEPRINCIPAL

SKYWAYSHIGHSCHOOL

30THJanuary2017

TO

MANAGINGDIRECTOR

EDUCATIONSUPPORTFOUNDATION

P.O.BOX465

NAIROBI

DearMrs.Indimuli,

RE:Requestforfinancialassistance

Iam writingtorequestyouresteemedfoundationtograntmeabursarytoenablemeclearmy

feesbalanceofksh98,000.

Iam aform fourstudentatSkywayshighschool.Iowetheschoolthisamountbutmyparentsare

unabletopaybecauseoftheprolongeddroughtthathashitourKakamegacountyanddestroyed

cropsandanimals.Myfamilyhasnomoneyandtheyarebarelysurviving.
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Myperformanceinexamshasbeengood.Ihavetoppedourcandidateclassforthelasttwoterms

withameangradeofAminus.Iam averyhardworkingandhumblestudentandIam hopingtoget

yourhelpsothatIcanrealisemydream ofstudyingCivilEngineeringintheuniversity.

Iam writingtoyoubecauseyourinterestintheeducationofthedisadvantagedKenyaiswell

known.Iknowsomeofthebenefactorsofyourprogram andtheyareevergratefultoEducation

SupportFoundation.Iwillbehonouredtobeoneofthem.

Iwouldbehappyifyougrantedmeabursaryofksh98000.Ifyoudecidetohelppleasewritethe

chequeinthenameoftheschoolandifyouneedfurtherdetailsyoucouldemailtheprincipalon

skywayrs@gmail.com orcallheron0732456665.

YoursSincerely

Sign

Student

Letterofinquiry

YouaretheprocurementmanagerofCarnivoreClub;writealettertoKerocheIndustriesLimitedto

inquireiftheyhavethethreetypesofalcoholicdrinksthattheyhavebeenadvertisingonthemajor

televisionstations;theirwholesaleprices,quantitiestheycansupplyandtherespectivediscounts.

THEPROCUREMENTOFFICE

CARNIVORECLUB

P.O.BOX764

NAIROBI

23RDJANUARY2017

THESALESMANAGER

KEROCHEINDUSTRIESLIMITED

P.O.BOX66

NAIVASHA
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DearSir/Madam,

RE:INQUIRYONTHENEW DRINKS

Iwouldliketofindoutinformationonthenewdrinksbeingadvertisedbyyourcompanyon

NTV,KTNandCitizentelevisionchannels.Accordingtotheadverts,thenamesofthenewdrinks

areCesta,GuaranaandZem.Kindlyletmeknowthepricesofthesedrinksatthewholesaleprice

andthediscountsattachedtoeachload.Alsofurnishmewithdetailsonalcoholiccontentof

thesedrinksandtheirclassifications.

WearetheleadingentertainmenthouseinNairobi,therefore,wewouldbegladtogetthesenew

drinksthesoonestpossiblesothatwecanintroducethem aspartofthemanyoptionswehaveto

ourpatrons.

Pleaserespondthesoonestpossiblebyemailoncarnires@yahoo.com orcallmeon0791875262.

YoursFaithfully

Sign

GeorgeMaina

TheProcurementofficer

Recommendationletter/ConfidentialReport

Aconfidentialreportissometimesreferredtoasreferenceorrecommendationletter.Thistypeof

reportrequiresthewritertocommentinconfidenceorgiveanassessmentofthesuitabilityof

someoneorsomethingforagiventaskoractivity.Suchreportsareexpectedtomentionthe

strengthsandweaknessestruthfully.Theyarethereforenotmeantforpublicreadershipbutfor

thepersonrequestingforthem.

Whenwritingaconfidentialreportconsiderthefollowing:

--Thewriter’saddress --date --recipientaddress --referencenumberorregistrationnumber

--Thenameofthepersonbeingrecommended --strengthsandweaknessesofthesubject

--Intheclosingtagincludename,signatureandyourtitle

Example
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EXCELLHIGHSCHOOL

P.O.BOX78

MOMBASA

11THFEBURUARY2017

THECO-ORDINATOR

P.O.BOX46

NAKURU

DearSir,

RE:PeterBaraka—AdmissionNumbers4121

Theabovenamedwasastudentintheschoolfrom 2003—2006.Whilehere,hedisplayed

exemplaryleadershipqualitiesandservedasgamescaptainfortwoyears.Underhisleadership,

theschoolwaswellrepresentedinballgamestothenationallevel.Itwasinrecognitionofthis

thathewasvotedtheoutstandingprefectoftheyear(2005).

Academically,hewasofaverageability.Thissawhim scoreameangradeofBminusintheKenya

CertificateofSecondaryExamsof2006.Inaddition,Baraka’sspokenandwrittenEnglishisgood,

hisSwahilievenbetter.Heisalsogoodinsimplearithmeticandhisstrongestpointishisuseful

habitoftakingdownimportantinformationforlaterreference.

Apartfrom histendencytokeeptohimselfwhenignored,Barakaisreliable,co-operativeand

industrious.

Irecommendhim withfullconfidencethathewillnotdisappointyouifofferedajobinyour

association.

YoursFaithfully

Sign

JamesSituma

Principal
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Exercise

ImagineyournamehasbeengivenasarefereebyMissJaneWatatewhohasappliedforajobas

areceptionistandtypistatMombasaTouristOfficebecauseyouwereherclassteacher.Emaila

confidentialreportonhersuitabilityforthepositiontoMombasaTouristOffice.

Considerthefollowingdetails:

--Academicability --performanceofherduties relationshipwithclients --otherrelevantqualities

Idioms

Anidiom isanexpressionwhosemeaningisdifferentfrom allthemeaningofitsconstituent

wordsandthatisusedtosummarizesituations.Idiomsareuniqueinagivenlanguageand

communityandmightnotmakesenseinotherlanguages.

Commonidioms

Ahotpotato
Speakofanissue(mostlycurrent)whichmanypeoplearetalkingaboutandwhich
isusuallydisputed

Apennyforyourthoughts
Awayofaskingwhatsomeoneisthinking

Actionsspeaklouderthanwords
People'sintentionscanbejudgedbetterbywhattheydothanwhattheysay.

Addinsulttoinjury
Tofurtheralosswithmockeryorindignity;toworsenanunfavorablesituation.

Anarm andaleg
Veryexpensiveorcostly.Alargeamountofmoney.

Atthedropofahat
Meaning:withoutanyhesitation;instantly.

Backtothedrawingboard
Whenanattemptfailsandit'stimetostartallover.

Ballisinyourcourt
Itisuptoyoutomakethenextdecisionorstep

Barkingupthewrongtree
Lookinginthewrongplace.Accusingthewrongperson

Begladtoseethebackof
Behappywhenapersonleaves.

Beataroundthebush
Avoidingthemaintopic.Notspeakingdirectlyabouttheissue.

Bestofbothworlds
Meaning:Alltheadvantages.

Bestthingsinceslicedbread
Agoodinventionorinnovation.Agoodideaorplan.
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Biteoffmorethanyoucanchew
Totakeonataskthatiswaytobig.

Blessingindisguise
Somethinggoodthatisn'trecognizedatfirst.

Burnthemidnightoil
Toworklateintothenight,alludingtothetimebeforeelectriclighting.

Can'tjudgeabookbyitscover
Cannotjudgesomethingprimarilyonappearance.

Caughtbetweentwostools
Whensomeonefindsitdifficulttochoosebetweentwoalternatives.

Costsanarm andaleg
Thisidiom isusedwhensomethingisveryexpensive.

Crossthatbridgewhenyoucometoit
Dealwithaproblem ifandwhenitbecomesnecessary,notbefore.

Cryoverspiltmilk
Whenyoucomplainaboutalossfrom thepast.

Curiositykilledthecat
BeingInquisitivecanleadyouintoanunpleasantsituation.

Cutcorners
Whensomethingisdonebadlytosavemoney.

Cutthemustard[possiblyderivedfrom "cutthemuster"]
Tosucceed;tocomeuptoexpectations;adequateenoughtocompeteor
participate

Devil'sAdvocate
Topresentacounterargument

Don'tcountyourchickensbeforetheeggshavehatched
Thisidiom isusedtoexpress"Don'tmakeplansforsomethingthatmightnot
happen".

Don'tgiveupthedayjob
Youarenotverygoodatsomething.Youcoulddefinitelynotdoitprofessionally.

Don'tputallyoureggsinonebasket
Donotputallyourresourcesinonepossibility.

Drastictimescallfordrasticmeasures
Whenyouareextremelydesperateyouneedtotakedrasticactions.

Elvishasleftthebuilding
Theshowhascometoanend.It'sallover.

Everycloudhasasilverlining
Beoptimistic,evendifficulttimeswillleadtobetterdays.

Farcryfrom
Verydifferentfrom.

Feelabitundertheweather
Meaning:Feelingslightlyill.

Givethebenefitofthedoubt
Believesomeone'sstatement,withoutproof.

Hearitonthegrapevine
Thisidiom means'tohearrumors'aboutsomethingorsomeone.
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Hitthenailonthehead
Doorsaysomethingexactlyright

Hitthesack/sheets/hay
Togotobed.

Intheheatofthemoment
Overwhelmedbywhatishappeninginthemoment.

Ittakestwototango
Actionsorcommunicationsneedmorethanoneperson

Jumponthebandwagon
Joinapopulartrendoractivity.

Keepsomethingatbay
Keepsomethingaway.

Killtwobirdswithonestone
Thisidiom means,toaccomplishtwodifferentthingsatthesametime.

Laststraw
Thefinalproblem inaseriesofproblems.

Letsleepingdogslie
Meaning-donotdisturbasituationasitis-sinceitwouldresultintroubleor
complications.

Letthecatoutofthebag
Toshareinformationthatwaspreviouslyconcealed

Makealongstoryshort
Cometothepoint-leaveoutdetails

Methodtomymadness
Anassertionthat,despiteone'sapproachseemingrandom,thereactuallyis
structuretoit.

Misstheboat
Thisidiom isusedtosaythatsomeonemissedhisorherchance

Notasparkofdecency
Meaning:Nomanners

Notplayingwithafulldeck
Someonewholacksintelligence.

Offone'srocker
Crazy,demented,outofone'smind,inaconfusedorbefuddledstateofmind,
senile.

Ontheball
Whensomeoneunderstandsthesituationwell.

Onceinabluemoon
Meaning:Happensveryrarely.

Picturepaintsathousandwords
Avisualpresentationisfarmoredescriptivethanwords.

Pieceofcake
Ajob,taskorotheractivitythatiseasyorsimple.

Putwooloverotherpeople'seyes
Thismeanstodeceivesomeoneintothinkingwellofthem.

Seeeyetoeye
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Thisidiom isusedtosaythattwo(ormorepeople)agreeonsomething.
Sitonthefence

Thisisusedwhensomeonedoesnotwanttochooseormakeadecision.
Speakofthedevil!

Thisexpressionisusedwhenthepersonyouhavejustbeentalkingaboutarrives.
Stealsomeone'sthunder

Totakethecreditforsomethingsomeoneelsedid.
Takewithagrainofsalt

Thismeansnottotakewhatsomeonesaystooseriously.
Tasteofyourownmedicine

Meansthatsomethinghappenstoyou,orisdonetoyou,thatyouhavedoneto
someoneelse

Tohearsomethingstraightfrom thehorse'smouth
Tohearsomethingfrom theauthoritativesource.

Wholenineyards
Everything.Allofit.

Wouldn'tbecaughtdead
Wouldneverliketodosomething

Yourguessisasgoodasmine
Tohavenoidea,donotknowtheanswertoaquestion

PhrasalVerbs

 

phrasalverb Meaning examplesentence

asksbyout inviteonadate
BrianaskedJudyouttodinneranda
movie.

askaround
askmanypeoplethesame
question

Iaskedaroundbutnobodyhasseenmy
wallet.

adduptosthgEqual Yourpurchasesaddupto$205.32.

backsthgup Reverse
You'llhavetobackupyourcarsothatI
cangetout.

backsbyup Support
Mywifebackedmeupovermydecision
toquitmyjob.

blowup Explode
Theracingcarblewupafteritcrashed
intothefence.

blowsthgup addair
Wehavetoblow50balloonsupforthe
party.

breakdown
stopfunctioning(vehicle,
machine)

Ourcarbrokedownatthesideofthe
highwayinthesnowstorm.

breakdown getupset
Thewomanbrokedownwhenthepolice
toldherthathersonhaddied.
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breaksthg
down

divideintosmallerparts
Ourteacherbrokethefinalprojectdown
intothreeseparateparts.

breakin forceentrytoabuilding
Somebodybrokeinlastnightandstole
ourstereo.

breakinto
sthg

enterforcibly
Thefiremenhadtobreakintotheroom
torescuethechildren.

breaksthgin
wearsthgafewtimessothatit
doesn'tlook/feelnew

Ineedtobreaktheseshoesinbeforewe
runnextweek.

breakin Interrupt
TheTVstationbrokeintoreportthe
newsofthepresident'sdeath.

breakup endarelationship
MyboyfriendandIbrokeupbeforeI
movedtoAmerica.

breakup startlaughing(informal)
Thekidsjustbrokeupassoonasthe
clownstartedtalking.

breakout Escape
Theprisonersbrokeoutofjailwhenthe
guardsweren'tlooking.

breakoutin
sthg

developaskincondition
Ibrokeoutinarashafterourcamping
trip.

bringsby
down

makeunhappy Thissadmusicisbringingmedown.

bringsbyup raiseachild
Mygrandparentsbroughtmeupafter
myparentsdied.

bringsthgup starttalkingaboutasubject
Mymotherwalksoutoftheroom when
myfatherbringsupsports.

bringsthgup Vomit
Hedranksomuchthathebroughthis
dinnerupinthetoilet.

callaround
phonemanydifferent
places/people

Wecalledaroundbutweweren'tableto
findthecarpartweneeded.

callsbyback returnaphonecall
Icalledthecompanybackbutthe
officeswereclosedfortheweekend.

callsthgoff Cancel
Jasoncalledtheweddingoffbecause
hewasn'tinlovewithhisfiancé.

callonsby askforanansweroropinion
Theprofessorcalledonmeforquestion
1.

callonsby visitsby
Wecalledonyoulastnightbutyou
weren'thome.

callsbyup Phone
GivemeyourphonenumberandIwill
callyouupwhenweareintown.

calm down relaxafterbeingangry
Youarestillmad.Youneedtocalm
downbeforeyoudrivethecar.

notcarefor
sby/sthg

notlike(formal) Idon'tcareforhisbehaviour.
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catchup
gettothesamepointassby
else

You'llhavetorunfasterthanthatifyou
wanttocatchupwithMarty.

checkin
arriveandregisteratahotelor
airport

Wewillgetthehotelkeyswhenwe
checkin.

checkout leaveahotel
Youhavetocheckoutofthehotel
before11:00AM.

checksby/
sthgout

lookatcarefully,investigate
Thecompanychecksoutallnew
employees.

checkout
sby/sthg

lookat(informal) Checkoutthecrazyhaironthatguy!

cheerup becomehappier
Shecheeredupwhensheheardthe
goodnews.

cheersbyup makehappier
Ibroughtyousomeflowerstocheeryou
up.

chipin Help
Ifeveryonechipsinwecangetthe
kitchenpaintedbynoon.

cleansthgup tidy,clean
Pleasecleanupyourbedroom before
yougooutside.

comeacross
sthg

findunexpectedly
IcameacrosstheseoldphotoswhenI
wastidyingthecloset.

comeapart Separate
Thetopandbottom comeapartifyou
pullhardenough.

comedown
withsthg

becomesick
Mynephewcamedownwithchicken
poxthisweekend.

comeforward
volunteerforataskortogive
evidence

Thewomancameforwardwithher
husband'sfingerprints.

comefrom
someplace

originatein Theartoforigamicomesfrom Asia.

countonsby/
sthg

relyon
Iam countingonyoutomakedinner
whileIam out.

crosssthgoutdrawalinethrough
Pleasecrossoutyouroldaddressand
writeyournewone.

cutbackon
sthg

consumeless
Mydoctorwantsmetocutbackon
sweetsandfattyfoods.

cutsthgdownmakesthgfalltotheground
Wehadtocuttheoldtreeinouryard
downafterthestorm.

cutin Interrupt
YourfathercutinwhileIwasdancing
withyouruncle.

cutin
pullintoocloselyinfrontof
anothervehicle

Thebusdrivergotangrywhenthatcar
cutin.

cutin
startoperating(ofanengineor
electricaldevice)

Theairconditionercutsinwhenthe
temperaturegetsto22°C.
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cutsthgoff removewithsthgsharp
Thedoctorscutoffhislegbecauseit
wasseverelyinjured.

cutsthgoff stopproviding
Thephonecompanycutoffourphone
becausewedidn'tpaythebill.

cutsbyoff takeoutofawill
Mygrandparentscutmyfatheroffwhen
heremarried.

cutsthgout
removepartofsthg(usually
withscissorsandpaper)

Icutthisadoutofthenewspaper.

dosby/sthg
over

beatup,ransack(BrE,informal)
He'sluckytobealive.Hisshopwas
doneoverbyastreetgang.

dosthgover doagain(AmE)
Myteacherwantsmetodomyessay
overbecauseshedoesn'tlikemytopic.

doawaywith
sthg

Discard
It'stimetodoawaywithalloftheseold
taxrecords.

dosthgup fasten,close
Doyourcoatupbeforeyougooutside.
It'ssnowing!

dressup wearniceclothing
It'safancyrestaurantsowehaveto
dressup.

dropback movebackinaposition/group
Andreadroppedbacktothirdplace
whenshefelloffherbike.

dropin/by/
over

comewithoutanappointment
Imightdropin/by/overfortea
sometimethisweek.

dropsby/sthg
off

takesby/sthgsomewhereand
leavethem/itthere

Ihavetodropmysisteroffatwork
beforeIcomeover.

dropout quitaclass,schooletc
IdroppedoutofSciencebecauseitwas
toodifficult.

eatout eatatarestaurant
Idon'tfeellikecookingtonight.Let'seat
out.

endup eventuallyreach/do/decide
Weendeduprentingamovieinsteadof
goingtothetheatre.

fallapart breakintopieces
Mynewdressfellapartinthewashing
machine.

falldown falltotheground
Thepicturethatyouhunguplastnight
felldownthismorning.

fallout separatefrom aninterior
Themoneymusthavefallenoutofmy
pocket.

fallout
(ofhair,teeth)becomeloose
andunattached

Hishairstartedtofalloutwhenhewas
only35.

figuresthg
out

understand,findtheanswer
Ineedtofigureouthowtofitthepiano
andthebookshelfinthisroom.

fillsthgin
towriteinformationinblanks,
asonaform (BrE)

Pleasefillintheform withyourname,
address,andphonenumber.
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fillsthgout
towriteinformationinblanks,
asonaform (AmE)

Theform mustbefilledoutincapital
letters.

fillsthgup filltothetop
Ialwaysfillthewaterjugupwhenitis
empty.

findout Discover
Wedon'tknowwherehelives.Howcan
wefindout?

findsthgout Discover
Wetriedtokeepthetimeofthepartya
secret,butSamanthafounditout.

getsthg
across/over

communicate,make
understandable

Itriedtogetmypointacross/overtothe
judgebutshewouldn'tlisten.

getalong/on likeeachother
Iwassurprisedhowwellmynew
girlfriendandmysistergotalong/on.

getaround havemobility
Mygrandfathercangetaroundfinein
hisnewwheelchair.

getaway goonavacation
Weworkedsohardthisyearthatwehad
togetawayforaweek.

getawaywith
sthg

dowithoutbeingnoticedor
punished

Jasonalwaysgetsawaywithcheating
inhismathstests.

getback Return
Wegotbackfrom ourvacationlast
week.

getsthgbackreceivesthgyouhadbefore
LizfinallygotherSciencenotesback
from myroom-mate.

getbackat
sby

retaliate,takerevenge
Mysistergotbackatmeforstealingher
shoes.Shestolemyfavouritehat.

getbackinto
sthg

becomeinterestedinsthgagain
Ifinallygotbackintomynoveland
finishedit.

getonsthg stepontoavehicle
We'regoingtofreezeouthereifyou
don'tletusgetonthebus.

getoversthg
recoverfrom anillness,loss,
difficulty

Ijustgotoverthefluandnowmysister
hasit.

getoversthg overcomeaproblem
Thecompanywillhavetocloseifitcan't
getoverthenewregulations.

getroundto
sthg

finallyfindtimetodo(AmE:get
aroundtosthg)

Idon'tknowwhenIam goingtoget
roundtowritingthethankyoucards.

gettogether
meet(usuallyforsocial
reasons)

Let'sgettogetherforaBBQthis
weekend.

getup getoutofbed
Igotupearlytodaytostudyformy
exam.

getup Stand
Youshouldgetupandgivetheelderly
manyourseat.

givesbyaway
revealhiddeninformationabout
sby

Hiswifegavehim awaytothepolice.
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givesbyawaytakethebridetothealtar Myfathergavemeawayatmywedding.

givesthg
away

ruinasecret
Mylittlesistergavethesurpriseparty
awaybyaccident.

givesthg
away

givesthgtosbyforfree
Thelibrarywasgivingawayoldbooks
onFriday.

givesthgbackreturnaborroweditem
IhavetogivetheseskatesbacktoFranz
beforehishockeygame.

givein
reluctantlystopfightingor
arguing

Myboyfrienddidn'twanttogotothe
ballet,buthefinallygavein.

givesthgout
givetomanypeople(usuallyat
nocost)

Theyweregivingoutfreeperfume
samplesatthedepartmentstore.

givesthgup quitahabit
Iam givingupsmokingasofJanuary
1st.

giveup stoptrying
Mymathshomeworkwastoodifficult
soIgaveup.

goaftersby followsby
Mybrothertriedtogoafterthethiefin
hiscar.

goaftersthg trytoachievesthg
Iwentaftermydream andnowIam a
publishedwriter.

goagainst
sby

compete,oppose
Wearegoingagainstthebestsoccer
team inthecitytonight.

goahead start,proceed
Pleasegoaheadandeatbeforethefood
getscold.

goback returntoaplace
Ihavetogobackhomeandgetmy
lunch.

goout
leavehometogoonasocial
event

We'regoingoutfordinnertonight.

gooutwith
sby

Date
JessehasbeengoingoutwithLuke
sincetheymetlastwinter.

gooversthg Review
Pleasegooveryouranswersbeforeyou
submityourtest.

goover visitsbynearby
Ihaven'tseenTinaforalongtime.I
thinkI'llgooverforanhourortwo.

gowithout
sthg

sufferlackordeprivation
WhenIwasyoung,wewentwithout
winterboots.

growapart stopbeingfriendsovertime
MybestfriendandIgrewapartaftershe
changedschools.

growback Regrow Myrosesgrewbackthissummer.

growintosthggrowbigenoughtofit
Thisbikeistoobigforhim now,buthe
shouldgrowintoitbynextyear.

growoutof
sthg

gettoobigfor
Elizabethneedsanewpairofshoes
becauseshehasgrownoutofherold



isabokemicah@gmail.com

Novels,UpdatedICT,CPA,CIFA,CICT,ATD,College,HighSchool&PrimaryNotes 0714497530

phrasalverb Meaning examplesentence

ones.

growup becomeanadult
WhenJackgrowsuphewantstobea
fireman.

handsthg
down

givesthgusedtosbyelse
Ihandedmyoldcomicbooksdownto
mylittlecousin.

handsthgin Submit IhavetohandinmyessaybyFriday.

handsthgout
todistributetoagroupof
people

Wewillhandouttheinvitationsatthe
door.

handsthg
over

give(usuallyunwillingly)
Thepoliceaskedthemantohandover
hiswalletandhisweapons.

hangin staypositive(informal)
Hanginthere.I'm sureyou'llfindajob
verysoon.

hangon waitashorttime(informal) HangonwhileIgrabmycoatandshoes!

hangout spendtimerelaxing(informal)
Insteadofgoingtothepartywearejust
goingtohangoutatmyplace.

hangup endaphonecall
Hedidn'tsaygoodbyebeforehehung
up.

holdsby/sthg
back

preventfrom doing/going
Ihadtoholdmydogbackbecausethere
wasacatinthepark.

holdsthg
back

hideanemotion
Jamieheldbackhistearsathis
grandfather'sfuneral.

holdon waitashorttime
PleaseholdonwhileItransferyoutothe
SalesDepartment.

holdontosby/
sthg

holdfirmlyusingyourhandsor
arms

Holdontoyourhatbecauseit'svery
windyoutside.

holdsby/
sthgup

Rob
Amaninablackmaskheldthebankup
thismorning.

keepondoing
sthg

continuedoing
Keeponstirringuntiltheliquidcomesto
aboil.

keepsthg
from sby

nottell
Wekeptourrelationshipfrom our
parentsfortwoyears.

keepsby/
sthgout

stopfrom entering
Trytokeepthewetdogoutoftheliving
room.

keepsthgup continueatthesamerate
Ifyoukeepthoseresultsupyouwillget
intoagreatcollege.

letsbydown
failtosupportorhelp,
disappoint

Ineedyoutobeontime.Don'tletme
downthistime.

letsbyin allowtoenter
Canyouletthecatinbeforeyougoto
school?

login(oron)
signin(toawebsite,database
etc)

Ican'tlogintoFacebookbecauseI've
forgottenmypassword.

logout(oroff)signout(ofawebsite,databaseIfyoudon'tlogoffsomebodycouldget
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etc) intoyouraccount.

lookaftersby/
sthg

takecareof
Ihavetolookaftermysick
grandmother.

lookdownon
sby

thinklessof,considerinferior
Eversincewestolethatchocolatebar
yourdadhaslookeddownonme.

lookforsby/
sthg

trytofind
I'm lookingforareddressforthe
wedding.

lookforward
tosthg

beexcitedaboutthefuture
I'm lookingforwardtotheChristmas
break.

lookintosthgInvestigate
Wearegoingtolookintothepriceof
snowboardstoday.

lookout
becareful,vigilant,andtake
notice

Lookout!Thatcar'sgoingtohityou!

lookoutfor
sby/sthg

beespeciallyvigilantfor
Don'tforgettolookoutforsnakeson
thehikingtrail.

looksthgovercheck,examine
Canyoulookovermyessayforspelling
mistakes?

looksthgup
searchandfindinformationina
referencebookordatabase

Wecanlookherphonenumberupon
theInternet.

lookuptosbyhavealotofrespectfor
Mylittlesisterhasalwayslookedupto
me.

makesthgup invent,lieaboutsthg
Josiemadeupastoryaboutwhywe
werelate.

makeup forgiveeachother
Wewereangrylastnight,butwemade
upatbreakfast.

makesbyup applycosmeticsto
Mysistersmademeupformy
graduationparty.

mixsthgup confusetwoormorethings Imixedupthetwins'namesagain!

passaway Die
Hisunclepassedawaylastnightaftera
longillness.

passout Faint
Itwassohotinthechurchthatan
elderlyladypassedout.

passsthgout
givethesamethingtomany
people

Theprofessorpassedthetextbooksout
beforeclass.

passsthgup decline(usuallysthggood)
IpassedupthejobbecauseIam afraid
ofchange.

paysbyback returnowedmoney
Thanksforbuyingmyticket.I'llpayyou
backonFriday.

payforsthg bepunishedfordoingsthgbad
Thatbullywillpayforbeingmeantomy
littlebrother.

picksthgout Choose
Ipickedoutthreesweatersforyoutotry
on.
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pointsby/
sthgout

indicatewithyourfinger
I'llpointmyboyfriendoutwhenheruns
by.

putsthgdown
putwhatyouareholdingona
surfaceorfloor

Youcanputthegroceriesdownonthe
kitchencounter.

putsbydown insult,makesbyfeelstupid
Thestudentsputthesubstituteteacher
downbecausehispantsweretooshort.

putsthgoff Postpone
WeareputtingoffourtripuntilJanuary
becauseofthehurricane.

putsthgout Extinguish
Theneighboursputthefireoutbefore
thefiremenarrived.

putsthg
together

Assemble
Ihavetoputthecribtogetherbeforethe
babyarrives.

putupwith
sby/sthg

Tolerate
Idon'tthinkIcanputupwiththreesmall
childreninthecar.

putsthgon
putclothing/accessorieson
yourbody

Don'tforgettoputonyournewearrings
fortheparty.

runintosby/
sthg

meetunexpectedly
Iranintoanoldschool-friendatthe
mall.

runoversby/
sthg

driveavehicleoverapersonor
thing

Iaccidentallyranoveryourbicycleinthe
driveway.

runover/
throughsthg

rehearse,review
Let'srunover/throughtheselinesone
moretimebeforetheshow.

runaway leaveunexpectedly,escape
Thechildranawayfrom homeandhas
beenmissingforthreedays.

runout havenoneleft
WeranoutofshampoosoIhadtowash
myhairwithsoap.

sendsthg
back

return(usuallybymail)
MylettergotsentbacktomebecauseI
usedthewrongstamp.

setsthgup arrange,organize
Ourbosssetameetingupwiththe
presidentofthecompany.

setsbyup trick,trap
Thepolicesetupthecarthiefbyusinga
hiddencamera.

shoparound compareprices
IwanttoshoparoundalittlebeforeI
decideontheseboots.

showoff
actextraspecialforpeople
watching(usuallyboastfully)

Healwaysshowsoffonhisskateboard

sleepover
staysomewhereforthenight
(informal)

Youshouldsleepovertonightifthe
weatheristoobadtodrivehome.

sortsthgout organize,resolveaproblem
Weneedtosortthebillsoutbeforethe
firstofthemonth.

sticktosthg
continuedoingsthg,limit
yourselftooneparticularthing

Youwillloseweightifyousticktothe
diet.
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phrasalverb Meaning examplesentence

switchsthg
off

stoptheenergyflow,turnoff
Thelight'stoobright.Couldyouswitchit
off.

switchsthg
on

starttheenergyflow,turnon
Weheardthenewsassoonaswe
switchedonthecarradio.

takeaftersbyresembleafamilymember
Itakeaftermymother.Weareboth
impatient.

takesthg
apart

purposelybreakintopieces
Hetookthecarbrakesapartandfound
theproblem.

takesthg
back

returnanitem
IhavetotakeournewTVbackbecause
itdoesn'twork.

takeoff starttofly Myplanetakesoffinfiveminutes.

takesthgoff removesthg(usuallyclothing)
Takeoffyoursocksandshoesand
comeinthelake!

takesthgout removefrom aplaceorthing
Canyoutakethegarbageouttothe
streetforme?

takesbyout
payforsbytogosomewhere
withyou

Mygrandparentstookusoutfordinner
andamovie.

tearsthgup ripintopieces
Itoreupmyex-boyfriend'slettersand
gavethem backtohim.

thinkback
remember(often+to,
sometimes+on)

WhenIthinkbackonmyyouth,IwishI
hadstudiedharder.

thinksthg
over

Consider
I'llhavetothinkthisjobofferover
beforeImakemyfinaldecision.

throwsthg
away

disposeof
Wethrewouroldfurnitureawaywhen
wewonthelottery.

turnsthg
down

decreasethevolumeorstrength
(heat,lightetc)

PleaseturntheTVdownwhilethe
guestsarehere.

turnsthg
down

Refuse
IturnedthejobdownbecauseIdon't
wanttomove.

turnsthgoff stoptheenergyflow,switchoff
YourmotherwantsyoutoturntheTV
offandcomefordinner.

turnsthgon starttheenergy,switchon
It'stoodarkinhere.Let'sturnsome
lightson.

turnsthgup
increasethevolumeorstrength
(heat,lightetc)

Canyouturnthemusicup?Thisismy
favouritesong.

turnup appearsuddenly
Ourcatturnedupafterweputposters
upallovertheneighbourhood.

trysthgon sampleclothing
I'm goingtotrythesejeanson,butI
don'tthinktheywillfit.

trysthgout Test
Iam goingtotrythisnewbrandof
detergentout.

usesthgup finishthesupply Thekidsusedallofthetoothpasteup
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phrasalverb Meaning examplesentence

soweneedtobuysomemore.

wakeup stopsleeping
Wehavetowakeupearlyforworkon
Monday.

warm sby/
sthgup

increasethetemperature
Youcanwarm yourfeetupinfrontof
thefireplace.

warm up preparebodyforexercise
Ialwayswarm upbydoingsit-ups
beforeIgoforarun.

wearoff fadeaway
Mostofmymake-upworeoffbeforeI
gottotheparty.

workout Exercise
Iworkoutatthegym threetimesa
week.

workout besuccessful Ourplanworkedoutfine.

worksthgoutmakeacalculation
Wehavetoworkoutthetotalcost
beforewebuythehouse.

BowingandCurtsying

Peopleshowrespecttothosewhoareseniortothem inageorpositionbyamongother
waysbowingandcurtsying.

Bowingisdonebymenanditinvolvesbendingpartofyourbodyforwardespeciallythe
neckandhead.

Youshouldbow

--Whenstandingbeforeapersonyourespectorwhenwalkingpasthim orherasaformal
wayofshowingrespect.

--Anactormaytakeabowtoappreciatetheaudience’sapplause.

--Whenpraying,ortoshowrespecttosomeonewhohasdied,orshowthatyouare
ashamedinaformalway.

--Inacourtroom toshowrespecttothechambersasrepresentativeofthelawoftheland.

--Inparliamentwhenenteringasanhonourablehousethatmakelawsoftheland.

--whenyouarebeingswornintoofficetoshowrespecttothelawsandtheprocess.

--Duringgraduationceremony,whenreceivingacknowledgementoracertificate.

--Whenbeingintroducedtoanimportantguestortheguestcanbowtoacknowledgethe
hosts.
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Duringfestivals,whenintroducingitemsonstage.

Agirloraladycancurtsybyslightlybendingtheirkneesandholding,veryquickly,uptheir
dressorskirtonbothsidesoftheirthighsasasignofrespectforanimportantperson.

Curtsyingappliesinthefollowingsituations:

1.Whenagirlmeetsarespectableolderpersonasaformalwaygreetings.

2.Whenaladyreceivesapresentoracertificateduringgraduation.

EnglishSounds

SoundsinEnglisharedividedintoconsonantsandvowels.Asoundcomposedoftwo
vowelsoundsinawordiscalledadiphthonge.g.dear/ia/orsay/ei/andasoundmade
upofthreevowelsoundsisknownasatriphthonge.g.flour/aua/.

IPA examples listen  

ʌ cup,luck AM  

ɑ: arm,father
AM

BR
 

æ cat,black AM  

e met,bed AM 1

ə
away,

cinema
AM 2

ɜ:r turn,learn
AM

BR
2

ɪ hit,sitting AM  

i: see,heat AM  

ɒ hot,rock
AM

BR
3

ɔ: call,four
AM

BR
45

ʊ put,could AM  
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u: blue,food AM  

aɪ five,eye AM  

aʊ now,out AM  

eɪ say,eight AM  

oʊ go,home AM 6

ɔɪ boy,join AM  

eər where,air
AM

BR
17

ɪər near,here
AM

BR
7

ʊər pure,tourist
AM

BR
7

Consonants
IP

A

example

s

liste

n
 

b bad,lab AM  

d did,lady AM 

f find,if AM 

g give,flag AM 

h how,hello AM 

j yes,yellow AM 

k cat,back AM 

l leg,little AM 

m man,lemon AM 

n no,ten AM 

ŋ sing,finger AM 
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Consonants
IP

A

example

s

liste

n
 

p pet,map AM 

r red,try AM8

s sun,miss AM 

ʃ she,crash AM 

t tea,getting AM9

tʃ check,churchAM 

θ think,both AM 

ð this,mother AM 

v voice,five AM 

w wet,window AM 

z zoo,lazy  

pleasure,

vision
 

dʒjust,large  

Adjectives

Adjectivesarewordsthatmodifyorprovidemoreinformationaboutnouns.

Adjectivesofqualityrefertowordsthatshowthenatureofnounsintermsofbeauty,ugliness,

moralsandshapes.Forexample:Sheisanicegirl.Heisheavy.Johnisathinboy.Thisjobis

difficult.

Usuallysuchanadjectivehasavarietyofsynonymse.g.Huge—big,enormous,gigantic,vastetc.

Adjectivesofquantityarewordsthatdescribeanounbyshowinghowmanyorhowmuchofthe

nounisthereorshowsthenumberoftheitems.E.g.thirtybooks,bothgirls,allstudentsetc.

Gradableadjectivesdescribequalitiesthatcanbemeasuredorgradedinsomeway.Forexample,

somethingcanbelessinteresting,interesting,quiteinterestingorveryinteresting.Therefore

interestingisagradableadjectivebecauseitcanbegraded.Gradableadjectivesareusuallyused

withintensifierslikevery,quite,fairly,terribly,rather,completely,absolutelyandreally.
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Verysorry,reallydisappointed,quitesick,terriblyhappy,fairlyashamedetc

Nongradableadjectivesdescribeeitherextremequalitieslikefurious,starving,madorabsolute

qualitiessuchascorrect,alive,dead,square,round,vastetc.

Nongradableadjectivesthuscannotbeusedwithintensifierslikevery.Youcannotbeverycorrect

orquitedeadorevenabsolutelyround.

Comparativeformsofadjectivesareusedwhenwewanttocomparetwopeople,thingsor

situationsmainlybyadding–erattheendoftheadjectivee.g.Thisissmallerthanthat.Gohigher

thanshewent.

Sometimesthewordmoreismoresuitableespeciallywhentheadjectiveisawordwithmorethan

twosyllablesanditcannottakethesuffix–er.E.g.RitaismoreattractivethanEunice.

--Comparativeformsalwaysoccurwiththeword‘than’tobringoutthecomparison.

SheisbrighterthanI.HeismoreconfusedthanI.Etc.

--Adjectivesthatendwith‘y’usuallydropthe‘y’incomparativeform beforetakingon–er.E.g.Ken

ishappy—KenishappierthanJennifer.

Superlativeformsofadjectivesareusedtocomparemorethantwoitems,peopleorsituations

andshowthemostdominantorthebestofthelot.E.g.Njeriisthetallestofthefourgirls.

Theword‘than’isnotusedwithsuperlatives.Superlativesareformedbyadding–esttothe

adjectiveandintroducingthearticle‘the’beforeit.E.g.Sheisthecleverestgirlinclass.

Someadjectivesform theirsuperlativeformsbydoublingthelastconsonantsandadding–estbut

thisonlyoccurswhenawordwithonesyllableendswithasingleconsonantprecededbyasingle

vowel.E.g.

Big—bigger—biggest,Fat—fatter—fattest.Hot—hotter—hottest.

Whenanadjectivehasmorethantwosyllables,weform thesuperlativebyaddingtheword‘most’

beforeitandthearticle‘the’e.g.Themostdisgustingbook.Sheisthemosthardworkingboyin

class.

Thesuperlativeform ‘most’isalsousedwithadjectivesthatendwiththesuffix–ful.E.g.

Beautiful—morebeautiful—themostbeautiful

Careful—morecareful—themostcareful

Irregularadjectivesdonothaveapredictablepatternofformingcomparativesandsuperlatives.

E.g.

Much—more—most
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Bad—worse—worst

Good—better—best

Little—less—least

Far—further—furthest

Old—elder—eldest

Someadjectivescantakeboth–estandmost/erandmoreinsuperlativeandcomparativeforms.

E.g.

Lukeisheavier/moreheavythanJacob.

Silasisthesmartest/mostsmartboyinschool.

Othersarebraveandpretty.Butitwouldwrongtousebothversionsinthesamesentence.For

examplesayingJohnismoresmarterthanJoycewouldbewrong.Youwouldhavetochooseone

version.

ImpromptuSpeeches

Animpromptuspeechisaspeechonemakeswithoutpriorpreparations.Speechesmadeonmany

occasionsinvolveplanningbeforehand.Forexampleapoliticalspeechtobedeliveredtoatarget

audiencewillbewrittenacoupleofdaysbeforethematerialdayandthespeakerwouldrehearseit

severaltimes.Butinsomesituations,especiallyinformalones,peoplearerequiredtosay

something,giveaspeech,becauseoftheirpositionsandinfluenceinsocietyorrelationtothe

guestofhonour.

Toeffectivelygiveanimpromptuspeech,observethefollowing:

a)Makeahabitoftalkinginfrontofpeoplesothatyougetusedtoit.Thiswillcultivateyourpublic

speakingconfidence.

b)Atyourowntimepracticegivingaspeechtoanimaginaryaudiencetoenhanceyouruseofthe

stageandhowtoutilizebodymovements,gesturesandotherskillswhenonstage.

c)Learnhowtopronouncewordscorrectlyandhowtocontrolyourbreathwhentalkingtopeople.

d)Developsomehumorouscomments,quotes,proverbsetcthatyoucanemploytoeasetensions

onsuchoccasions.

--Whencalledupontodeliveranimpromptuspeech

1.Settleonatopicorissueyouwanttotalkabout.

2.Makesureyouarefamiliarwiththetopicyouwouldtalkabout.
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3.Trytostaycalm andrelaxedbytakingadeepbreath.

4.Visualizeyourmainpointsinyourmindorquicklynotethem downandsticktotheorderofhow

youvisualizethem.

5.Expoundonyourmainpointsinyourspeechelaborately.

6.Itisbettertostartwithaquoteoraproverbandifthereistensionsinthecrowdmakesome

humorouscommentstoeasethetensions.

7.Observetheallocatedtime.

8.Maintaineyecontactwiththeaudience

9.Projectyourvoiceclearlysoastobeheard.

10.Displaynecessaryfacialexpressionssuitedtotheoccasionlikesmilingifitisawedding,

lookingsolemnifitisarequiem massetc.

PrimaryAxillaries

Auxiliaryverbsarehelpingverbs.Theyhelpthemainverbsinasentencetoshowtenseandmood.

E.g.

Iam cookingfood.(Presenttense) Ihadgonehome.(pastperfecttense)Hemustgohome.

(Imperativemood)

Thefollowingprimaryauxiliariesactashelpingverbs:

--Formsofbei.e.am,is,are,was,were,being

--Formsofhavei.e.has,haveandhad

--Formsofdoi.e.do,does,did,done

Auxiliaryverbscanbeusetoform questionse.g.

Haveyouseenhim? Didshetravel?Etc

Auxiliariesdo,did,doneanddoesareusedforemphasise.g.

Ididwintheencounter. Idolikehim. Shedoescryalot.Etc

--Sometimesprimaryauxiliariesactasmainverbse.g.

Shehasabook Shehadaknife Johnisagoodboy TheWafulasarerich.

ModalAuxiliaries

Modalauxiliariesareverbswhichhelpotherverbstoexpressmoodinasentencewhichinclude
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doubt,certainty,possibility,permissionetc.

Moodisusuallyinform of

a)Ability—couldandcane.g. Icanswim. Wecouldsingbackthen.

b)Requests—canI,shallwe,mayI...e.g.CanIuseyourpen?

MayItalktoyourdad? Shallwego.

c)Permission—youcan,youmay,youcould...e.g.Youcangohome.Youmayseethedoctornow.

Etc

d)Willingness—can,couldandwille.g.Icangiveyouthemoneytomorrow.Icouldsteal.Iwill

come.

e)Wish—maye.g.MayGodblessyou.

f)Obligationorduty—must,oughtto,shoulde.g.ImustfinishthisworkbeforeIgo.Yououghtto

payfeesforyourchildren.Youshouldrespectyourparents.

g)Certainty—wille.g.Iwillcomenextweek.Wewillalldie.

h)Possibilityorprobability—can,might,may,coulde.g.Icanwintherace.Hemightcome.She

mayrecover.Wecouldlose.

i)Reassuring—wille.g.itwillbeOK.

J)Threatening—wille.g.Iwillkillyou.

Phrases

Aphraseisawordoragroupofwordswithinasentencethatplaysaparticularfunctione.g.asa

verb,preposition,adverbetc.

Averbphraseisheadedbyorcontainsaverb—usuallyaverbandanauxiliaryverbasshown.

Sheisgoinghome.Auxiliaryverbisandthemainverb‘going’.

Icanseeyou.Icouldhavedied.Wewouldlaughalotinthosedays.Youshouldsing.

Anadverbphraseactsasanadverbinasentence;thatis,givingmoreinformationabouttheverb

oradjective.E.g.

Shesatnearthedoor.Coverthetablewithapieceofcloth.

Shecamelastyear.HeishandsomelikeBradPitt.

Heplayedquitewell.Wemadeitbysheerluck.Iwasutterlydisgusted.HecameforthwithwhenI

called.
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Aprepositionalphraseisheadedbyaprepositionoractsasaprepositioninasentence.E.g.

Heloweredthebagtotheground.Hejumpedoverthefence.

---Mostprepositionalphrasesareactuallyadverbphrases.

Anadjectivephraseconsistofoneormorewordsonewhichmustbeanadjective.E.g.

Mostgirlslikebrightclothes.

--Iftherearemorewordsthenthemostimportantistheadjectiveandtherestwouldbemodifiers

(providemoreinformationabouttheadjective).E.g.

Ourclassroom isveryclean.Isthistoohigh?

Themodifierisusuallyanadverbofdegreesuchasvery,quite,tooetc.

Clauses

Aclauseisagroupofwordsthatcanpassofasentencebutusuallypartofalongersentence.

Aconditionalclauseismadeupofasubordinateclausestartingwiththeword‘if’andamain

clauseseparatedfrom thesubordinateclausewithacomma.E.g.

Ifyoueatunripefruits,youwillsufferfrom stomachache.

However,ifthesentencebeginswithamainclausethenthecommaisnotused.E.g.

Youwillsufferfrom stomachacheifyoueatunripefruits.

Youwillsuffocateifyousleepinastuffyroom.

--Conditionalclausesareusuallyusedtopersuade,warnandadvicepeople.

Anounclauseperformsthesamefunctionasanounorpronouninasentence.E.g.

Whatheistellingusisveryinteresting.

Theunderlinedwordscanbereplacedbyasinglenounorpronoun.

--Nounclausesusuallybeginwithwordssuchasthat,whether,if,what,whoandwhich.

Iwasangrythathehadlostmykey

Hedidnotknowwhethertogoorremainbehind.

Arelativeclauseisusuallyanounclauseheadedbyarelativepronoun.E.g.

Theboywhowasthetopinnationalexamsishere

Thecatwhichwasfounddeadwasmine.
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GenderNouns

Gendernounsarenounsthatportraydiscriminationorbiasinoneslanguage.Whenweuse

language,wemustbecarefulnottoexcludeordiscriminateagainstacertainsectionofpeople

eithermaleorfemale.Inmostcasesitisthefemalesexthatisaffectedbythebiaswhichoccurs

throughtheuseofpronouns.E.g.

Acandidateshouldbeprovidedwitheverythingheneeds.

Agoodleaderisonewhorespectshimself.

Theseexampleshaveagenderbiastowardsthem.Toalleviatethisproblem wecanrewritethem

asfollows:

Acandidateshouldbeprovidedwitheverythingheorsheneeds.

Agoodleaderisonewhorespectshimselforherself.

Butthisarrangementisusuallydeemedclumsyorrepetitive.Thebestwayisusuallytorewritethe

sentenceinplural;forexample:

Candidatesshouldbeprovidedwitheverythingtheyneed.

Goodleadersarethosewhorespectthemselves.

--Yetanotherwayistheuseofthesecondpersonpronoun‘you’whichisgenderneutral.E.g.

Ascandidates,youshouldbeprovidedwitheverythingyouneed.

Asgoodleaders,youshouldrespectyourselves.

Inspokenorinformallanguage,peopletendtousethepluralpronouns‘their’and‘them’asshown.

Ifanybodyrings,tellthem Iam inameeting.

Butthisisungrammaticalbecauseitlackssubject—pronounnumberagreement.Toavoidthis

complication,onecanrewritethissentenceasfollows:

Ifanybodyrings,sayIam inameeting.

--Apartfrom pronouns,therearealsowordsthattendtobesexist.Ifthecontextincludesboth

menandwomen,itisbesttoreplacesuchtermswithgender-neutralonesasshownbelow.

Sexist

Foreman

Fireman

Manned

Neutral

Supervisor

Fire-fighter

Runby
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Chairman

Layman

Spokesperson

Businessman

Mankind

Chair

Layperson

Spokesperson

Business

person

Humankind

Toaccommodatebothmenandwomen,somenounshavemale/Femalecontrastintheirforms.

Thefeminineformsnormallyendsin–ess.Notethatsomepeopleobjecttouseoffeminineforms.

Forexampletheypreferusingheroforbothmaleandfemale.

Male

Waiter

Host

Actor

Headmaster

Hero

Female

Waitress

Hostess

Actress

Headmistress

Heroine

Exercise

a)Fillintheblankspacesinthefollowingpassagewithanappropriategenderneutralword.

Successfulbusiness__workveryhard.Theirfirmsare__byverycompetentpeople.Forexample,

theyonlyemployasales__whoisqualified.Thechair__isnormallyaverygoodspokes__forthe

firm.

b)Rewritethefollowingsentencesinordertoremovethesexistuseofpronouns.Donotchange

themeaningofthesentence.

1.Everyonehashisrights.

2.Nobodyshouldblamehimselfforit.

3.Aparliamentarianshouldarticulatetheviewofhispeople.
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4.Everybodywantstopasshisexams,doesn’the?

5.Noneoftheteacherscanneglecthisstudents.

c)Rewritetoremovetheclumsiness.

1)Whoeverdiditwillpayforhisorheractions.

2)Eachcashierpaidhimselforherself.

3)Aworkermayinjurehimselforherselfonthejob.

4)Ifanyonewantstopasshisorherexam,heorshemustworkhardinhisorherstudies.

ActiveVoice

Averbissaidtobeinactivevoicewhenitform showsthatthepersonorthingactingasthe

subjectdoessomethingoristhedoeroftheaction.E.g.SilaslovesMary.Kengivesoffering.

Apassivevoicereferstotheverbwhenitform showsthatsomethingisdonetothesubject:that

thesubjectisnotactiveandsuffersorreceivestheaction.E.g.MaryislovedbySilas.Offeringis

givenbyKen.

--Whenyouchangeanactivevoiceintoapassiveone,thesubjectoftheverbbecomestheobject

oftheverbandoftentheword‘by’isusedtoshowthisrelationship.Tom kickedtheball.(active)

TheballwaskickedbyTom.(passive).

--The‘by’wordsometimesisnotusedinactivevoicewhenonlyoneagentisknownespeciallyif

thesubjectwasindefinitepronoun.E.g.someonekickedtheball(active).Theballwaskicked

(passive).

Someonestolemypen—Mypenwasstolen.

--Sometimesobviousobjectsareomittedinpassivevoicee.g.

Hehandedherthechair—thechairwashandedtoher.Thephrase‘byhim’isobviousandcanbe

leftoutbutthesentencewouldretainitsmeaning.

Somebodyhitthedogwithastick—Thedogwashitwithastick.

Exercise

Writethefollowingsentencesinthepassivevoice.

1.Helovesbabies.

2.Shekilledhim.

3.Kenisgreetingtheguests.
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4.Sallysenthim.

5.Wafulahasseenhim.

6.JanehadmarriedJohn.

7.YouwillseeJesus.

NegotiationSkills

Negotiationskillsinvolveholdinganamicablediscussionwithanaim ofreachingafavourable

agreementoveradisagreeablematterorvaryingopinion.

Tonegotiateeffectively

--bepatient

--usepolitelanguage

--listentotheotherpartycarefullysoastoadvanceasoundargument

--donotinterrupt.

--bepleasantandconvincing;ifyouwantsomethingthenthereasonbehinditmustbevalidand

reasonable.

--Compromiseincaseyoudon’tgetwhatyouwantbutstateclearlyyourstand.

--Lookforwin-winsituationsforbothpartiesoraim tomeethalfway.

--Appreciatetheotherparty’sviewsandletthem knowthisasmuch.

Exercise

BUYER:Howareyouthismorning?

SELLER:I’m okay.

BUYER:MynameisMusimbi.

SELLER:MynameisKarani.Welcome.

BUYER:I’m lookingforgoodchickensbutyourdon’tlooksogood.I’m goingtohavevisitorsand

thisbeingtheChristmasseason;Ireallymustgivethem afeast.

SELLER:Thesearetherightkindofchickensforyourvisitors.They’rehealthyandwellfed.

BUYER:Onthecontrary,theylookunderfedanyway;whatisyourprice?

SELLER:Itdepends.Ichargemoreforcocks;theyhavemoremeat,youknow.(Pointsatared

cock)Thisone,forinstance,goesforKsh400.00.Asforthehens,IchargeKsh250each.
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BUYER:Youarenotserious!Muchoftheweightisabundleofbones.I’m givingyouKsh150.00

foreachhenandKsh300.00foreachcock.I’m buyingthreeofeach—threehensforKsh450and

threecocksforKsh900.ThiswillgiveusatotalofKsh1,350.00.

SELLER:YouknowIbuyandsell.Idon’tgetthem from myshamba.Yourfiguredoesn’tgiveme

anyprofitatall.

BUYER:ButyoualsoknowthatmoneyishardtocomebyandespeciallyduringthisChristmas

season.GivemeareasonablepriceunlessyoupreferIgotoanotherseller.

SELLER:LetmemakeitKsh225.00forahenandKsh375.00foracock.

BUYER:Itlookslikeyou’renotinterestedinsellingyourchickens.

SELLER:NoI’m.Otherwise,whywouldIbehere?Mychildren’sfeescomefrom thisbusiness.

BUYER:Okay,takeKsh175foreachhenand325foreachcock.

SELLER:No.Therewouldbenoprofitforme.Youcandobetterthanthat.Youcansurelypromote

mysmallbusiness.Justgiveme350percockand225perhen.Thiswillbe625forthethreehens

and1,050forthethreecocks.

BUYER:(Doinghismentalarithmetic)thatisatotalofKsh1,725.00.Okay.AtleastI’llbeableto

feedmyvisitors(handinghim themoney)hereyouare.

SELLER:Thankyou(ashetiesthechickenstogether)You’reagoodcustomer.Pleasecomeagain.

BUYER:Seeyou.

Questions

1.Whatisthepurposeofgreetingsinthissituation?

2.Identifyandexplainthenegotiationskillsofthebuyerandtheseller.

3.Whatdoesthisbusinesstransactionrevealaboutthenatureofgoodnegotiations?

SPEECHWRITING

Aspeechisaformaltalk,presentationordeliveryofinformationtoadefinedaudiencewitha

specificpurpose.Mostspeechesaremeanttoconvince,swayandmotivatetheaudience.

Sometimesaspeechcanbemadetorefuteallegations,revealasecretorcondemnspecific

people.

Beforewritingaspeech,oneshouldprepareadequately.

Aproperspeechshouldhavethefollowing:
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--Arelevanttitlethatreflectsonthecontent.

--Aspeechmustacknowledgetheguestsinattendancebyobservingtheprotocol.Aprotocol

shouldbeobservedinitsownparagraphandshouldstartfrom theseniormostguesttothe

generalaudience.Relevantformaltitlesofguestsshouldbesaid.

--Startthespeechonthesecondparagraphbyeitherquotingarelevantphilosopher,apast

speakeroranyrelevantbook;orbygivingstatistics,ashortstory,aproverb,ariddle,athought

provokingquestionetc.E.g.

“Educateawomanandyoueducateanation.”

“Recentstatisticsshowthatineveryten9Kenyans2areHIVpositive.“

--Thebodyshouldoccurnaturallyfrom theintroduction.Involvetheaudienceandthechiefguest

inyourspeechbyreferringtothem from timetotime.E.g.Ladiesandgentlemen...orMr.

Principal...etc

--Emphasiseonimportantpointsbyprovidinggoodexamplessothateachissueoccursinitsown

paragraph.

--Spaceyourspeechbyskippinglinesaftereveryparagraph.

--Agoodspeechshouldhaveseveralshortparagraphstacklingdifferentissues.

--Theconclusionshouldre-emphasiseyourmotiveanddirecttheaudienceattentiontothemain

points.Therefore,ashortpassingsummaryofthemostimportantpointsmentionedwoulddo.A

conclusioncanalsoincludestatingthewayforward,providingasolutionetc.

--Afterdraftingthespeech,gooveritorproof-readitaloudtocorrectmistakesandestablishthe

toneandrhythm thatyouwouldusebyalteringpunctuationtoachievethedesiredeffect.

--Acreativespeechwouldinvolvesimpleandcomplexsentences,simpleandcomplexphraseslike

nevertheless,atanyrate,however;useofverbalcueslikefirstly,secondly;useofgesturesand

otherparalinguisticfeaturesetc.

--Whenwritingthespeechstartwithopeningquotationmarkstoshowthatitismeanttobe

spokenandthenendwithclosingspeechmarks.

Example

TheBigPicture

“Theprincipal,deputyprincipal,teachersandstudents

TodayIwilltalktoyouaboutseeingthebigpicture.Iam aware,andIhopeyouaretoo,thatmy

titleresonateswithapublishedinspirationalbookbythefamousNeurosurgeon,BenCarson.Well,
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wehavethesamemessage.ItisthemessageJesusgavetoHisfaithful,prophetMohammed

gavetoHisfollowersandBuddhagavetoHispupils:thatthereissomethingbiggerandbetter

beyondthedailyoccurrences,thatfollowingtheroadtoselfactualizationandharmonyisthe

ultimatepathofanenlightenedhumanbeing.

Students,themessageissimple:sacrificeandInvestnowforthefuture.Sleeplessnowbecause

youwilleventuallysleepmorecomfortablyinfuture.

Buddha’slifewasshort,Jesusministrywasshort,Mohammed’steachingswereshort-livedbut

theirmessagesliveon.2000yearslaterthesemessageshavegainedbiggerfollowingsthan

envisioned.Why?Becausetheysawthebiggerpictureandsacrificedtheirlives,theylivedwhat

theypreached;theyavoidedalifefullofcomfort,preachedlove,patienceandbrotherhood—the

peoplelistened.

So,studentsasyoustudyknowthatyouhavetobethechangeyouwanttoseeintheworldas

voicedbythefamousMahatmaGandhi.Youhavetobelieveinyourself,setgoalsandbelieveyou

canachievethem.Donotworryifthingsdon’tworkoutasyouhadexpected.Therearealways

falsestartseverywhere;inbusiness,inathletics,politicsandevenacademics.Whatmatters

is—Areyouabletoperseveretotheend?Areyouwillingtokeeptrying,againandagaintillyou

succeed?Areyouwillingtosuffernowandachievewhatyouneedlater?

Madam Principalherewilltellyouthatitisnoteasyrisingtothetop.Itrequirestimeandpatience.

Itrequiressacrifice.Butyoucan’tsacrificeifyoucan’tseethebigpicture.So,firstseethebig

picturewhichinyourcaseiswhatyouwanttobeinfutureandthegradesyouneedinthenational

examsinordertoachieveyourdream.Againthebigpicturecanbethemarkyouwanttoleave

behindwhenyoudie,thelegacy;howdoyouwanttoberemembered?

Students,letusstayfocussed.Keepyoureyesontheprize.Belikethosegreatthree:Jesus,

BuddhaandMohammedwholivedlivesfullofsacrificesandleftabiglegacyinourworld.

ThankyouallandmayGodblessyou.

PrefixesandSuffixes

Aprefixispartofaword(amorpheme)thatisattachedtoawordatthebeginningtocreatea

differentmeaningofthatworde.g.Fore-word,Re-cur,pre-emptetc.
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Asuffix,ontheotherhand,isamorphemethatisattachedattheendofawordforthesame

purpose.E.g.educa-tion,govern-mentetc.

--Pre-meansbeforeandfixmeansattach.

--Uusallythewordscombineddonotchangetheirspellingsandpronunciationexceptwhenusing

allandwelle.g.All-so—also,Well-fare—Welfare.

--Commonprefixesarenon-un-dis-ir-im-in-il-ab-ig-mis-

--Adverbscanalsobeusedasprefixese.g.out-over-up-down-

--Prefixesbe-en-em-usuallyindicatestomakeorcreatesomethingmentionede.g.

Bedevil(createproblemsfor)encase(putinacase) empower(givepowerto) embitter

entangle

--Prefixre-indicatesrepetitione.g.re-organise,reverseetc.

--Suffixesareusedtocreatenouns.Commonsuffixesare

-acy-ee-ette-ion -let -ship-eer-ery -hood-ism -ment-tion -ar -ence -ess-ian -ist

-ness -ure -dom -ency -et-ics -ity

e.g.Cigarette etiquette kitchenetteleatherettefacetetc.

--Adjectivescanbederivedbythefollowingsuffixes -able -al -esque -ify -ful-ic -ish -en

-less -ly -ous

--Suffixescanalsobeusedtocreateadverbs.–lyisthemostcommone.g.beautifully,

automaticallyetc.

--Suffixesarealsousedintheformationofnewwordsbythederivationalmethode.g.

Anthropology(society)astrology(stars)gynaecology(fertility)zoologyarchaeology(ruins)

pathology(diseases)biologygeology psychology immunology etymology speleology(caves)

theologycriminology ornithology(birds)technologycosmology(universe)paleontology(rock)

chronology(order)physiology

TransitionalWordsandPhrases

Thesearewordsandphrasesusedtolinksentencestogetherinthedevelopmentofaparagraph.

Sometimestheyareknownasconnectors.

Thistransitionalwordsandphrasescanbeusedtoshow

--Contrast

Onthecontrary,ontheotherhand,nevertheless,unlike,therearesomeexceptions
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--Toshowaddition

Besides,moreover,again,and,furthermore,also,inaddition

--Toshowcomparison

Inthesamemanner,inthesameway,similarly,likewise,corresponds

--Toindicateconcessionorcompromise

Eventhough,despitethis,inspiteofthis,inspiteofthough,although,albeit

--Toindicateemphasis

Actually,infact,indeed,certainly,asamatteroffact

--Tointroduceanexample

Forexample,thatis,forinstance,inparticular,inotherwords

--Tointroduceasequence

First,firstly,second,nextfinallyetc

--Tointroduceareason

Therefore,then,consequently,so,accordingly,hence,forthisreason,thus

--Tointroduceaconclusion

Insummary,Inconclusion,toconclude,inshort,tosum up,finally

--Tolinkspecificsentences

And,but,then

ThankYouNote

Athankyounoteiswrittentoacknowledgeafavourdonebyafriendoranyotherpeople.E.g.

P.OBOX10

WEBUYE

23RDJULY2017

DearKaren,
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Iam veryhappythatyoumadeittomywedding.Ifeltproudandhappyseeingyouaround.You

havealwaysbeennicetomeandIappreciatethat.MyhusbandandIlovedyourgift(pressure

cooker)andwewillmakegooduseofit.Thatwasverythoughtfulofyou.

ThankyouforcomingandmyGodblessyou.

Bestwishes

Eunice.

Acongratulatorynoteiswrittenbyfriendsorfamilytogivecreditoracknowledgeexcellencein

performancebyanindividual.E.g.

P.O.BOX66

KISII

26THMAY2017

DearLim,

Heartycongratulationsonyourpromotiontothepositionofsalesmanager.Tomethenewsdid

notreallycomeasasurpriseforIhavealwaysbelievedyouhavewhatittakes.Ifanyonedeserved

thepost,yousurelydid.Knowingyou,Iam sureyouwillnotrestonyourlaurelsandwillsoon

climbanotchhigher.

Bestofluckinyournewduties.

Yourfriend

Janet

ANoteofCondolenceiswrittentoconsolethefamilyofthedeceasedandshareintheirgrief.

Notesofcondolencesshouldbe

--handwrittentogivethem apersonalandcaringtouch
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--saysomethinginpraiseofthedeceased

--besincere

--bebrief

--besentassoonasthenewsisreceived.Infactallnotesshouldbeprompttothenews.

Forexample

P.O.BOX45

NAIVASHA

21STOCTOBER2017

DearMrandMrsKamau,

MywifeandIwereterriblysaddenedbythedeathofyourdaughter.Shewillreallybemissedbyus

andallwhoknewher.

Itishardtopictureourneighbourhoodwithoutherasshewasveryfriendly,funnyandgenerous.

Yourfamilyisinourthoughtsatthistryingmomentandifthereisanythingwecandotohelp,

pleasedoletusknow.

Withdeepsympathy

MrandMrs.Ochieng

Ifthefamilyofthedeceasedisfamiliarwithyours,thereisnoneedfortheinclusionofother

formaldetailslikethereturnaddressandthesubject,butifyouonlyknewthedeceasedandthe

parentsdonotknowyou;itwouldbeparamounttoincludetheformaldetailsasshownbelow.

Again,somecondolencesaremoreformalandcanbereadonbehalfofthesenderwhoisunable

toattendthefuneralserviceespeciallysomeonelikethepresident.

Question

Aclassmateofyourshasdiedinaroadaccident.Youhavemettheparentsseveraltimesduring

visitingdaysandhaveevenbeentotheirhome.Writealetterofcondolencestothem.
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P.O.BOX321

NAIROBI

24THFEBURUARY2017

WAFULAFAMILY

P.O.BOX11

NAKURU

DearMrandMrs.Wafula,

ItwaswithgreatshockthatIreceivedthenewsofthepassingawayofyourdaughter.Allowmeto

shareinyourgriefalthoughyoubarelyknowme.

YourdaughterandIwereclose.Shewasagreatfriend.Iwillrememberherparticularlyforher

dedicationtoeducation.Herwarmthandfriendlinesswillbemisseddearly.

DoletmeknowifthereisanythingIcandotohelp.

WithDeepSorrow

JaneWakoli

0700337766

--Thankyou,congratulatoryandnotesofcondolencesshouldbewrittenassoonaspossibleafter

theevent.

TransitiveandIntransitiveVerbs

Transitiveverbsareverbsthatareusuallyfollowedbyanobject.E.g.Sheadmiresheraunt.The

verbadmireistransitivebecauseyoumustsaywhatisadmiredforthesentencetomakesense.

Othertransitiveverbsarekick,discover,receive,see,likeetc

--Sometransitiveverbshavealimitedrangeofobjectstheyoccurwith;forexample,theverbkill

mustoccurwithanobjectthatisaliveoraconceptthatisalive.Youcan’tkillastone.
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Intransitiveverbsdonotreallyneedobjectstomakesenseinasentence.Thesubjectdoesthe

actionbutdoesn’taffectanybodyoranythingelse.E.g.Islept.Othersarearrive,squeak,bark,

yawnetc.

--Mostintransitivenounsarefollowedbyadverbse.g.Ithappenedyesterday.Isleptsoundly.

--Afewverbscanbeusedtransitivelyandintransitivelye.g.ate—sheate. SheateUgali.Others

arewrite,read,drinkandplay.

--Ditransitiveverbsareverbsthatcantakedirectandindirectobjects.

Anindirectobjectisusuallythebenefactoroftheactionoftheverbandthedirectobjectsuffers

from theaction.E.g.JohnkickedtheballtoJames.Theballisdirectobjectbecauseitsuffers

from theactionoftheverbandJamesistheindirectobjectbecauseheisthebenefactorofthe

actionoftheverb.

Infinitives

Aninfinitiveisthesimplestform ofaverb.Theverbissaidtobeinitsinfinitiveform whenitdoes

notshoworform partofthetenseinasentence.

Bareinfinitive—sing

Toinfinitive—tosing

-inginfinitive—singing

Alltheseformscanoccurinalltensesasfollows:

Sheisgoingtosing,shewasgoingtosing,shewillbegoingtosing.

Sheissinging,shewassinging,shewillbesinging.

Shesings,shecouldsing,shewillsing.

--Aninfinitivecanbeusedasanobjectofasentencee.g.

Toeatlotsofchocolatewouldbeunwiseifyouwanttobeslim.

--Ifthe‘to’infinitiveisusedinterchangeablywiththe–inginfinitivethesentencewouldnotretain

themeaninge.g.

Shewastoscore—shewasscoring.Shewastoeat—shewaseating.

NewspaperReports

Towriteagoodnewspaperreportobservethefollowing:

a)Decideonthetopic.
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b)Researchonthetopictoestablishthetwosidesofthestory.Researchwillalsoenhanceyour

knowledgeintheselectedtopicarea.

c)Makesureyourtitleforthereportisattractiveandcatchy—itshouldbeshortsimpleand

relevanttothecontents.

d)Intheintroductionorfirstparagraph,tellthereaderabouttheWho(victimsandculprits),the

Where(wheretheeventoccurred)andtheWhy(explainingevents).Theintroductionshouldbe

briefanddetailsshouldbesavedforlaterparagraphs.

e)Thebodyshouldexpoundondetailsorissuesandelaborateonpeopleorthingsmentionedin

theintroduction.Thewriterneedstotellthestoryvividlyandobjectively.

f)Theconcludingparagraphshouldgiveaperspectiveorconclusiveopiniononthewayforward.

g)Afterthelastparagraph,thereportshouldendwiththeword‘by’andthefullname.

h)Thereportshouldincludequotesfrom playersinvolvedandinformationshouldbeattributed.

Example

ByJOHNNJAGI

MorebythisAuthor

MPshavetriedtodisassociatethemselvesfrom areportshowingthattheConstituency
DevelopmentFundlostSh4billioninoneyear.

However,officersfrom theAuditor-General’soffice,whoappearedbeforetheNational
GovernmentConstituencyDevelopmentFundcommittee,saidthereporthadnot
mentionednames.

“Thereportsarenotmeanttoblameanybodybutleadtoadialogueonhowtheissues
raisedcanbefixed,”DeputyAuditor-GeneralAlexRingerasaid.

CommitteeChairmanMosesLesonetquestionedthemethodusedbyAuditor-General
EdwardOukotoconducttheaudits,accusinghim ofincludingprojectsinschoolsand
policestationsasCDFassets.

“OncetheCDFgivesoutmoney,itshouldnotanswerastowhethertheschoolorpolice
stationundertookthework.Itisuptoyourofficetoauditsuchinstitutions,”hesaid.

AnotherDeputyAuditor-General,MrDavidGichana,saidtheCDFstructureprovidedthat
thecommitteeswereresponsibleforprudentuseoffundsgiventoinstitutions,since
projectcommitteesinschools,dispensariesandothersfundedfrom thekittyreporttothe
CDFteams.

FORMALREPORTS
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Areportisanaccountgivenoropinionformallyexpressedafterinvestigation.Reportsperform an

importantfunctioninlargeorganisations.Theyenabletheadministratorstokeeptrackofnormal

operations,tolearnaboutunexpecteddevelopmentsandtojudgewhetherthereissatisfactory

progressonanewproject.Inthescienceandsocialfields,reportsform thelinkbetweenresearch

andpracticaluseofdiscoveries.Theypresentaseriesoffactswhichenablesomeonetomakea

decisionbasedonreliableinformation.Mostformalreportsareasaresultofaproject,an

investigationoracommission.

Formatofaformalreport

Title

Thereportshouldhaveatitlewhichshouldindicatethecontentofthereportandshouldbebrief

e.g.

AREPORTONTHESTUDENTSATTITUDETOWARDSPHYSICALEDUCATIONPROGRAMME

Introduction

Theintroductiontoareportshouldsetoutclearlythe

--specificpurposeofthereport

--circumstancesoreventsthatnecessitatedthereport

Thetermsofreferenceofthereportwhichinclude

--whoauthorizedthereport

--ifacommitteewasappointedtocarryoutinvestigationanditsnature

--whenthereportisdue

--whoistoreceivethereportwhenready

Procedure

Theprocedureshouldoutlinehowtheinformationwascollectedmainlythroughinterviews,

scrutinyofinformation,observation,examination,questionnairesandothermethodslikespying,

trapsetc.

Findings

Thispartpresentsfacts,views,illustrations,statistics,experimentsandotherobservations

derivedfrom orinaccordancetotherespectiveproceduresused

--Theevidenceshouldbepresentedinalogicalsequence

--Names,placesandquotationsshouldbegivenhere



isabokemicah@gmail.com

Novels,UpdatedICT,CPA,CIFA,CICT,ATD,College,HighSchool&PrimaryNotes 0714497530

Conclusion

Thisdealswithwhatcanbededucedfrom thefindings,logicalconclusionsorinferencesshould

bemadeinaparagraph.

Recommendations

Thisemanatesfrom theconclusion.Thiscontainsmeansorwaysofimprovingthesituation,

solvingaproblem andorthewayforwardasseenandevidencedfrom theresearch.

Agoodreportshouldhaveafairlygoodnumberofrecommendations,atleastfour.

--Afterrecommendations,thefollowingendingisappropriate

Reportwrittenandcompiledby:

NAME:_____ SIGN________ TITLE_______

QUESTION

YouaretheheadofacommitteecommissionedbytheprincipalofUzimaSecondarySchoolto

investigatetheseriouswaterwastageandtheresultingshortage.Thecommitteeisrequiredto

comeupwithsolutionstotheproblem.Writethereport.

WAYSTOCONSERVEWATERATUZIMASECONDARYSCHOOL:WATERCOMMITTEEPRELIMARY

REPORT

INTRODUCTION

Followingthefrequentcasesofwatershortageinschool,theprincipalofUzimaSecondarySchool,

Mr.JohnKamau,formedacommitteetoinvestigatetheproblem andrecommendsolutions.

TermsofReference

Thecommitteewastobeginworkon3rdofOctober2016andfinalisethereportbytheendof

October2016.Thereportwastobehandedtotheprincipalon2ndofNovember2016at10.00AM.

Thefollowingweremembersofthecommittee

1.OgotMageto—Chairperson

2.RukwaroMureith—DeputyPrincipal

3.KironyoMwara—Boardingmaster

4.SalmasMbori—Teacher
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5.NyakuriLumi—Headcook

6.WesleyKimoli—SchoolWatchman

7.AditWawango—Headboy

8.RungaOsori—Student

9.KesiWafula—Student

10.KethKiburi—Secretary

PROCEDURE

Thecommitteedevelopedaquestionnairewhichwasusedtogatherinformationfrom the

studentsandworkersonhowwaterisusedinschool.Fortystudentsweresampledfrom all

classesanddormitoriestorespondtothequestionnaires.Tenworkersinthedormitoriesand

kitchenwereinterviewedbymembersofthecommittee.Thecommitteealsovisitedtheschool

kitchenandtheboardingareastoobservethestateofthewaterfacilities.

FINDINGS

Afteranalysingtheinformation,thecommitteefoundthat:

1)Leakingtaps

Thereisagreatdealofwatergoingtowastethroughleakingtapsandbrokenwaterpipes.The

leakingtapsarethosenexttothedininghallandthebrokenpipesaremainlyatthepigsty.

2)Negligence

Moststudentsinterviewedadmittedtoforgettingtoturnofftapsaftertappingwaterespecially

whentheyareinahurryorlatetoclass.

3)Poormanagementoftaps

Whenthetanksareemptyandwaterisn’trunningfrom taps,manystudentswhoinvestigateifthe

tapsarerunningopenthem andleaveandwhenwaterispumpedespeciallyatnight,usually,there

isnoonetoclosetheopentapssothewatercanfilltanks.

4)Moretanks

Thefourtankscurrentlyservingtheschoolpopulationarenotenough.Theschoolhasa

populationof1300andwatergetsexhaustedfast.

CONCLUSION

Thecommitteeconcludedthatthewatershortageiscausedmainlybywaterwastagesandthat

thissituationcanbesolvedeffectivelybythefollowingrecommendations.
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RECOMMENDATIONS

Thecommitteecameupwiththefollowingrecommendations:

1.Theschoolshouldmountanintensiveawarenesscampaignamongstudentsontheimportance

ofconservingwaterandmanagementoftaps.

2.Theadministrationshouldimmediatelyrepairallthefaultytapsandbrokenpipes.

3.Thetapsshouldbeputonlockwhenthetanksrundry.

4.Theschooladministrationshouldaddmoretankstoholdenoughwaterforthebourgeoning

studentpopulation.

Thereportwaswrittenandcompiledby

ObungaRatemo

Sign

Thecommitteesecretary

Exercise

Theelectricitybillinyourschoolisveryhigh.Yourprincipalhasappointedyouthesecretarytoa

team commissionedtoinvestigatethematter.Writeareportoftheproceedings,findings,

conclusionandrecommendationsoftheteam.

NOTIFICATIONOFMEETING

Anoticeofameetingspecifiesthefollowingdetails

a)Titleofthegroupthatistomeet

2)Thenatureofthemeeting

3)Thedateandtimeofthemeeting

4)Thevenue

5)Thenameandtitleofthepersoncallingthemeeting

6)Theagendaofthemeeting

Example

LuguluGirls’HighSchool
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P.O.PrivateBag

Webuye

Notice

EndTerm StaffMeeting

Ameetingofallteachingmembersofstaffwillbeheldon2ndNovember2017from 9.30AM to

2.30PM intheSchoolBoardRoom.

Thefullagendawillbeasfollows

1.Preliminaries

2.Readingandconfirmationofpreviousminutes

3.Mattersarising

4.Reportsontheteachingprogress

5.Studentdisciplineissues

6.Reorganisationoftheschoollibrary

7.Emergingissues

8.Adjournment

Mrs.Lunani

ThePrincipal

Sign__

MINUTES

Minutesarerecordsofproceedingsinameeting.Theyservethefollowingpurpose:

--Asaproofofameetingtakingplaceandthedecisionsarrivedat.
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--Theyprovidearecordthatcanbereferredtobythoseunabletoattendthemeetingandasa

remindertothosewhowerepresent.

--Theyholdmembersaccountableforthedecisionsandcommitmentsmadeduringthemeeting.

--Theyarelegaldocumentswhichareadmissibleinacourtoflaw.

--Minutesgiveasummaryofthemainpointsdiscussedandthedecisionsreached.Asyoutake

minutesensureyouputdownallimportantpointsandthatyouunderstandresolutionsreached

beforerecording.

Minutesareusuallywritteninformally,shorthand,inordertokeeppacewiththeproceedingsand

laterrewrittenasafinalofficialdraftassoonaspossible.Minutesshouldbewritteninapassive

voiceusingformallanguage.Minutesshouldalsobewritteninthethirdpersone.g.itwasagreed

that...membersdiscussed...etc

StructureofMinutes

Heading

Theremustbeaheadingcontainingthenameofthegroupmeeting;theremustbetime,dateand

thevenueofthemeetingwithinthetitle.E.g.

MINUTESOFTHELUGULUGIRLSENDTERM MEETINGHELDON2NDNOVEMBER1017INTHE

SCHOOL’SBOARDROOM FROM 9.00AM TO2.00PM

ListofMembers

Alistofmemberspresentisgivenagainsttheirtitlesfirst;thenalistofapologiesagainsttheir

titles;alistofmembersabsentagainsttheirtitlesbeforementioningthegustinattendance.

--Anyguestavailableislistedunderthesubtitle‘inattendance’.

--ItemsinminutesarenumberedasMin1/11/2017wherethewordminstandsforminutethen

theserialnumberoftheitem thenmonthandyear.

--Thiswouldapplyforthefirstmeetingwherethefirstminutewouldhavetheserialnumber‘1’but

subsequentminuteswouldhaverespectiveserialnumbers.

QUESTION

YouarethesecretaryoftheTalantaSelfHelpGroup.Writeminutesoftheproceedingsofthe

meetingheldon10thSeptember2016from 10.00AM inKendum Socialhall.Theagendaofthe

meetinghadthefollowingitems:

--Issuingofloans

--officespaceandfurniture
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--officetelephone

--A.O.B

--Mattersarising

TwomemberssenttheirapologiesandMr.JohnSikukuthecountydirectorattendedasaguest.

MINUTESOFTHEMONTHLYMEETINGOFTALANTASELFHELPGROUPHELDON10TH

SEPTEMBER2016FROM 10.00TO3.00PM INKENDUM SOCIALHALL

MembersPresent

1.KenSimiyu—chair

2.SilasMaina—secretary

3.TitusWaweru—treasurer

4.WamguiHelen—Member

5.OmondiJames—member

6.WafulaSimon—member

7.RuthKerubo—member

8.DaisyMatete—member

9.AnitaSeme—member

10.GeddraMacheo—member

MembersAbsent

1.William Juma—member

2.DanWanyama—member

Apologies

1.ErickSimiyu—member

2.CaxtoneSimiyu—member
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Inattendance

JohnSikuku—BungomacountyDirector(administration)

Min14/9/2016:Preliminaries

Thechairpersonwelcomedmemberstothemeeting.Themeetingwasopenedbyaprayerfrom

AnitaSeme.Thechairreceivedapologiesfrom twomemberslistedabove.Thechairthanked

membersforcomingandacknowledgedthepresenceoftheBungomacountydirectorof

administrationMr.JohnSikuku.

Min15/9/2016:ReadingandConfirmationofpreviousMinutes

Theminutesofthemeetingheldon10thAugust2016werereadthroughbythesecretary.They

wereproposedbyRuthKeruboandsecondedbyDaisyMatetetobeatruerecord.

Min16/9/2016MattersArising

Min5/8/2016paymentofDues—thetreasurerreportedthatmembershadbeenpayingthedues

asagreedandpromptlyandthetotalshareswereatKsh250,000.Hesaidthefundswereinthe

jointbankaccountawaitingaprojectreceiptsweretabledasproof.

Min7/8/2016GroupTour—Mr.Wafula,whobeentaskedwiththeresponsibilityoforganisingthe

grouptourreportedthathehadalreadybookedahotelinMombasaatKsh90,000andthetour

wouldcommenceof2ndDecember2016.Headdedthatthetourwouldbeforfourdays.

Min17/9/2016:IssuingofLoans

Itwasdiscussedthatloansgivenaretoosmallandtheprocessingofloanapplicationtakestoo

long.Itwasresoledthatmembersbegivenloansthreetimestheirnumberofsharesandthe

emergencyloansbedisbursedwithinaweek;normalloanswouldbedisbursedwithinamonth

from theapplicationdate.

Min18/9/2016:OfficeSpaceandFurniture

Itwasdiscussedthatwiththeincreasingmembership,officespaceisinadequateandtheoffice

furnitureisscarcelyenough.Itwasresolvedthatbiggerpremisesberentedwithatleastsix

spaciousroomsandthattables,seatsandcabinetsbepurchasedbythetreasurerworkingwith

MsMatetewithinamonth.

Min19/9/2016:OfficeTelephone

Itwasdiscussedthatthereisneedtoinstallofficetelephonetoeasecommunication.Itwas

resolvedthatitwillbeinstalledthesoonestpossibleandthatthesecretary,workingwiththe

treasurerwillapplyfortelephonetoolsandnetworkonbehalfofthegroupon23rdofSeptember

2016.
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Min20/9/2016:EmergingIssues(A.O.B)

Thecountydirectorpromisedtohelpthegroupgetastationarysupplytendertoallcountyoffices

inDecember2016.

Itwasalsonotedthatthenewofficesecretaryisavastimprovementuponthelastonewhowas

inefficient.

Min21/9/2016:Adjournment

Therebeingnootherbusiness,themeetingendedwithaprayerfrom DaisyMateteat43.30PM.

Thenextmeetingwillbeheldon3rdofJanuary2017from 10.00AM TO2.00PM inKendum Social

Hall.

Confirmedby: Secretary____Date_________

Chairperson_____Date____________

Rememberthatminutesaresignedinthenextmeetingsothesigningspacesareusuallyleftblank

tillthen.

Exercise

AsthesecretaryoftheEvergreenEnvironmentalClub,writeminutesofameetingheldon15th

December2017,whoseagendawasasfollows:

Agenda

1.Apologies

2.Confirmationofminutesofthemeetingof14thNovember2015

3.Mattersarising

4.Reviewoftree-plantingproject

5.Sourcingofclubfunds

6.Collaborationwiththelocalcommunity

7.Emergingissues(A.O.B)

RECIPE
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Arecipeisasetofinstructionthattellsyouhowtocooksomethingandtheitemsoffoodyou

needforit.Agoodrecipeshouldbeaspreciseaspossiblebecauseavagueonewillnothelpone

produceaproperdish.Alltheingredientsmustbegivenaswellastheirrespectivequantities.The

amountsofdifferentitemswould,ofcourse,dependonthenumberofpeopletobeserved.

Itisimportanttoexplainhowtheitemsaremixed,forhowlongtheyshouldbecookedand,if

possible,atwhattemperatures.Everystepshouldbeexplainedandeverydetailincluded.Any

omissioncouldbedisastrous.

BAKE:
Tocookbydryheat,usuallyintheoven.

BARBECUE:
Usuallyusedgenerallytorefertogrillingdoneoutdoorsoroveranopencharcoalorwoodfire.More
specifically,barbecuereferstolong,slowdirect-heatcooking,includingliberalbastingwithabarbecue
sauce.

BATTER:
Amixturecontainingflourandliquid,thinenoughtopour.

BEAT:
Tomixrapidlyinordertomakeamixturesmoothandlightbyincorporatingasmuchairaspossible..

BLEND:
Toincorporatetwoormoreingredientsthoroughly.

BOIL:
Toheataliquiduntilbubblesbreakcontinuallyonthesurface.

BROIL:
Tocookonagrillunderstrong,directheat.

CARAMELIZE:
Toheatsugarinordertoturnitbrownandgiveitaspecialtaste.

CHOP:
Tocutsolidsintopieceswithasharpknifeorotherchoppingdevice.

CLARIFY:
Toseparateandremovesolidsfrom aliquid,thusmakingitclear.

CREAM:
Tosoftenafat,especiallybutter,bybeatingitatroom temperature.Butterandsugarareoftencreamed
together,makingasmooth,softpaste.

CURE:
Topreservemeatsbydryingandsaltingand/orsmoking.

DEGLAZE:
Todissolvethethinglazeofjuicesandbrownbitsonthesurfaceofapaninwhichfoodhasbeenfried,
sauteedorroasted.Todothis,addliquidandstirandscrapeoverhighheat,therebyaddingflavortothe
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liquidforuseasasauce.

DEGREASE:
Toremovefatfrom thesurfaceofstews,soups,orstock.Usuallycooledintherefrigeratorsothatfat
hardensandiseasilyremoved.

DICE:
Tocutfoodinsmallcubesofuniform sizeandshape.

DISSOLVE:
Tocauseadrysubstancetopassintosolutioninaliquid.

DREDGE:
Tosprinkleorcoatwithflourorotherfinesubstance.

DRIZZLE:
Tosprinkledropsofliquidlightlyoverfoodinacasualmanner.

DUST:
Tosprinklefoodwithdryingredients.Useastrainerorajarwithaperforatedcover,ortrythegood,old-
fashionedwayofshakingthingstogetherinapaperbag.

FILLET:
Asaverb,toremovethebonesfrom meatorfish.Afillet(orfilet)isthepieceoffleshafterithasbeen
boned.

FLAKE:
Tobreaklightlyintosmallpieces.

FLAMBE':
Toflamefoodsbydousinginsomeform ofpotablealcoholandsettingalight.

FOLD:
Toincorporateadelicatesubstance,suchaswhippedcream orbeateneggwhites,intoanothersubstance
withoutreleasingairbubbles.Cutdownthroughmixturewithspoon,whisk,orfork;goacrossbottom of
bowl,upandover,closetosurface.Theprocessisrepeated,whileslowingrotatingthebowl,untilthe
ingredientsarethoroughlyblended.

FRICASSEE:
Tocookbybraising;usuallyappliedtofowlorrabbit.

FRY:
Tocookinhotfat.Tocookinafatiscalledpan-fryingorsauteing;tocookinaone-to-twoinchlayerofhot
fatiscalledshallow-fatfrying;tocookinadeeplayerofhotfatiscalleddeep-fatfrying.

GARNISH:
Todecorateadishbothtoenhanceitsappearanceandtoprovideaflavorfulfoil.Parsley,lemonslices,raw
vegetables,choppedchives,andotherherbsareallformsofgarnishes.

GLAZE:
Tocookwithathinsugarsyrupcookedtocrackstage;mixturemaybethickenedslightly.Also,tocoverwith
athin,glossyicing.
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GRATE:
Torubonagraterthatseparatesthefoodinvarioussizesofbitsorshreds.

GRATIN:
From theFrenchwordfor"crust."Term usedtodescribeanyoven-bakeddish--usuallycookedinashallow
ovalgratindish--onwhichagoldenbrowncrustofbreadcrumbs,cheeseorcreamysauceisform.

GRILL:
Tocookonagrilloverintenseheat.

GRIND:
Toprocesssolidsbyhandormechanicallytoreducethem totinyparticles.

JULIENNE:
Tocutvegetables,fruits,orcheesesintothinstrips.

KNEAD:
Toworkandpressdoughwiththepalmsofthehandsormechanically,todeveloptheglutenintheflour.

LUKEWARM:
Neithercoolnorwarm;approximatelybodytemperature.

MARINATE:
Toflavorandmoisturizepiecesofmeat,poultry,seafoodorvegetablebysoakingthem inorbrushingthem
withaliquidmixtureofseasoningsknownasamarinade.Drymarinademixturescomposedofsalt,pepper,
herbsorspicesmayalsoberubbedintomeat,poultryorseafood.

MEUNIERE:
Dredgedwithflourandsauteedinbutter.

MINCE:
Tocutorchopfoodintoextremelysmallpieces.

MIX:
Tocombineingredientsusuallybystirring.

PAN-BROIL:
Tocookuncoveredinahotfrypan,pouringofffatasitaccumulates.

PAN-FRY:
Tocookinsmallamountsoffat.

PARBOIL:
Toboiluntilpartiallycooked;toblanch.Usuallythisprocedureisfollowedbyfinalcookinginaseasoned
sauce.

PARE:
Toremovetheoutermostskinofafruitorvegetable.

PEEL:
Toremovethepeelsfrom vegetablesorfruits.
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PICKLE:
Topreservemeats,vegetables,andfruitsinbrine.

PINCH:
Apinchisthetriflingamountyoucanholdbetweenyourthumbandforefinger.

PUREE:
Tomashfoodsuntilperfectlysmoothbyhand,byrubbingthroughasieveorfoodmill,orbywhirlingina
blenderorfoodprocessor..

REFRESH:
Toruncoldwateroverfoodthathasbeenparboiled,tostopthecookingprocessquickly.

RENDER:
Tomakesolidfatintoliquidbymeltingitslowly.

ROAST:
Tocookbydryheatinanoven.

SAUTE:
Tocookand/orbrownfoodinasmallamountofhotfat.

SHRED:
Tocutortearinsmall,long,narrowpieces.

SIFT:
Toputoneormoredryingredientsthroughasieveorsifter.

SIMMER:
Tocookslowlyinliquidoverlowheatatatemperatureofabout180°.Thesurfaceoftheliquidshouldbe
barelymoving,brokenfrom timetotimebyslowlyrisingbubbles.

SKIM:
Toremoveimpurities,whetherscum orfat,from thesurfaceofaliquidduringcooking,therebyresultingina
clear,cleaner-tastingfinalproduce.

STEAM:
Tocookinsteam inapressurecooker,deepwellcooker,doubleboiler,orasteamermadebyfittingarackin
akettlewithatightcover.Asmallamountofboilingwaterisused,morewaterbeingaddedduringsteaming
process,ifnecessary.

STEEP:
Toextractcolor,flavor,orotherqualitiesfrom asubstancebyleavingitinwaterjustbelowtheboilingpoint.

STERILIZE:
Todestroymicroorganismsbyboiling,dryheat,orsteam.

STEW:
Tosimmerslowlyinasmallamountofliquidforalongtime.

STIR:
Tomixingredientswithacircularmotionuntilwellblendedorofuniform consistency.
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TOSS:
Tocombineingredientswithaliftingmotion.

QUESTION

Afriendofyoursvisitedyourecentlyandthoroughlyenjoyedthemealyouprepared.Hehas

requestedyouforitsrecipetoprepareasimilarmealforfourpeople.Writetherecipe.

StewedBeeftoserveFourPeople

Introduction

Meatisoneofthecommonestfoodsworldwide.StewedbeefisacommonmealinKenya

especiallyservedduringlunchandsupperoranydinner.Themealshouldnotbeeatenfrequently

inlargequantitiesbecauseofhealthconcernsbutatmosttwiceaweek.Insmallquantitiesitcan

beeateneveryday.

Ingredients

500gramsbeef

1largeonion

3medium sizedtomatoes

Ibunchcorianderleaves

Halfateaspoonroyco

1dessertspooncookingfat

Salttotaste

Twoteaspoonfulsofgravy

Procedure

1.Washthebeef

2.Removefatsfrom thebeefbycuttingitoutwherepossible

3.Chopthebeefintomouthfulpieces

4.Putthepiecesinapanandaddcookonadrypantillthemeatistender

5.Addcookingfatandfrytillitturnsgoldenbrown
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6.Diceonionsandaddtothecookingmeat,frytilltheyalsoturngoldenbrown

7.Gratetomatoesandaddtothemixture;frytilltheyarepartofthemeatstew

8.Addroycoandcoriandercutinsmallpieces.

9.Addgravyandsalttotaste

10.Leavethemeattosimmerfortwominutes

ThestewedbeefcanbeservedwhilehotwithChapati

ArgumentativeEssay

Inlifethereareissuessuchasabortion,alcoholism andsexthatrequireonetoform anopinion.

Andforonetowinothersovertohisside,heneedstoargueoutorform anargumenttopersuade

otherstohisside.Anargumentativeessayisthereforemeanttopersuadeotherpeopleorwoo

them tobepartofacertainbelieforopinion.

TheStructure

TITLE

Justlikeinspeechwriting,anargumentativeessayshouldcarryatitlethatsummarisesits

argument.

INTRODUCTION

Theintroductionshouldappealtotheemotionsofthereader.Thetoneshouldbesincerebecause

itisimportantforthereadertotrustwhatyouaresaying.

BODY

Inthebody,youneedtoemphasiseyourappealtoreasonratherthanfeelings.Givespecificfacts,

examplesandideasthatarelogical.

--Listadvantagesanddisadvantages

--Includestatisticsifpossible

--Donotexaggeratefacts,forexamplebyovergeneralizationlikeallmenareunfaithful

--Bepreparedtomakeconcessionsorcompromisesiftheoppositesidehasvalidpointse.g.We

acknowledgethefactthatpoliticsfavourstherichbutrevolutionsdonotsolve...

--Refertoauthorityandgivereferencestosupportyourargumentssothatitdoesn’tlooklikeyou

raetheonlyoneadvocatingforsomething.
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--Organiseyourpointsfrom theleasttothemostimportant.

CONCLUSION

Agoodconclusionrestatesinamemorablewaywhattheargumentisabout

EssaysBasedonSetTexts

Whenwritingessaysbasedonsetbooks

1.Thefirststepisalwaystoreadandunderstandthequestionwell.

2.Underlinethekeywordsinthequestionandwhattheycommandyoutodoe.g.

WriteanessaytoshowtheevilsofcorruptioninasocietyasbroughtoutintheplayBetrayalinthe

CitybyFrancisImbuga.

Intheaboveessayquestionthekeywordsareunderlined.

3.Writeanintroduction.Theintroductionshouldbelessthansixlinesandshouldinterpretthe

questionbygivingageneralexamplefrom reallifeorparaphrasethequestioninageneralway.

E.g.

Societiessufferrisingunemploymentandlackofdevelopmentamongotherevilswhenindividuals

chargedwithmanagingpublicfundsandresourcesembezzleormisappropriatethefundsfor

personaluse.ThissituationisevidentintheplayBetrayalintheCitybyFrancisImbugaasargued

below:

--Avoidusingthesamewordsusedinthequestionwhenwritinganintroduction

4.Constructthetopicsentencethatwouldrunacrosstheanswers.Thetopicsentencecaptures

thekeywordsintheanswerasreflectedinthequestionwhichmeansthesentencereplacesthe

underlinedwords,wherenecessary,withtheissuesunderdiscussionintheparagraphe.g.

Unemployment(representsthekeywordevil)isrampantinKafirabecauseofcorruption.

Thissentencewillrunacrosstheessaywithfourdifferentissuesthatrepresentevilunder

discussionbeinghighlighted.Thetopicsentencemustbeasentenceandnotasubtitlelike

‘unemployment.E.g.

UnemploymentisrampantinKafirabecauseofcorruption.Thenthreeillustrationstoshowthis

Inefficiencyingovernmentisbroughtaboutbycorruption.Thenthreeillustrations

SomekillingsinKafiraareasaconsequenceofcorruption.Explanations...

Under-developmentiscausedbycorruption.......

5.Thebodyshouldcarry4paragraphs.Eachparagraphshouldhaveatopicsentenceanda

detailedexplanationandillustrationsofthepointbeingargued.Eachpointcanscoreamaximum
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ofthreemarksifwellexplainedandwithapropertopicsentence.Thepointsaregradedby

--Full(wellexplained)

--Fair(Fairlyexplained)

--Thin(Notwellexplainedbutthereisanattempt)

--Unpointed(misunderstoodthequestion)

--Narration(Keywordsnotcapturedintheanswer)

--T.E(Youcannotrememberdetailsfrom thestorywellsoyouquoteorusedetailsthatarenotin

thebook)

--Vague(whateveriswrittenisnotclearorisconfusing)

6.Theconclusionoftheessayshouldbebriefandconcludingwordsshouldbeused.Suchwords

are

Inconclusion...Toconclude...Insummary...Tosum up...etc

Theconclusionshouldagreewiththekeyargumentofthequestionandmentiontwoorthree

pointsdiscussedasevidence.Theconclusionshouldbelessthanfivelines.E.g.

Toconclude,itistruethatcorruptionisthesourceofevilslikelackofdevelopmentand

unemploymentinsocieties.Agoodconclusionjustlikeagoodintroductionwouldscoreafull(2

marks)afaironewillscoreonemark.

QUANTIFIES

Thewordsfew,afew,littleandalittleareknownasquantifiers.

Fewandafewareusedwithcountnounslikeafewdesks,fewboysetcwhilealittleandlittleare

usedwithnocountnounsormassnounslikealittlewater,littlemilketc.

--Fewandlittlehavenegativemeaningandusage.Fewmeansnotmanyornotenough;little

meansnotmuchornotenoughaswell.Afewandalittlehaveapositivemeaningandtheydonot

havecomparativesandsuperlatives.Thesewordsarealsousedascomparativesand

superlativese.g.

Few—fewer—fewest

Little—less—least/littlest

Therearefewgirlsinclass.(notenoughtobetaught)

Thereareafewstudentsinclass.(theyareenoughforalesson)

Thereislittlewaterinthecup.(notenoughtoquenchthirst)
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Thereisalittleteaintheflask;youcantake.(itisenough)

--Fewandlittlecanbeusedwithintensifierssuchasquite,tooandverybutalittleandafew

cannot.e.g.

Thecropsdriedupbecausetherewastoolittlewaterinthesoil.

Wehaveverylittlemoneyleft.

Thematatusthatarebackontheroadarequitefew.

TakingPartinanInterview

Question

ImaginethatanNGOinyourareaislookingforaform fourleavertoeducatethelocalcommunity

onwaysofcombatingMalaria.Brieflyexplainhowyouwouldbehaveinaninterviewroom.

a)Gatherinformationabouttheinstitutionthathasinvitedyouandtheirareaofinterest.Also

gatherinformationaboutthegeneralquestionspeopleaskininterviewsandtheirappropriate

answers.

b)Onthedayofheinterview,dresssmartly,decentlyandformally.Thiscommunicatesalotabout

yourpersonality—firstimpressionisalwaysimportant.

c)Practiceaddressinganimaginarycrowdtobuildyourconfidenceanduseofbodylanguage.

d)Arriveontimetocalm downandfamiliarizeyourselfwiththearea.

e)Whenusheredintotheinterviewroom,greettheinterviewersandremainstandingtillyouare

offeredaseat.Warmlyrespondtothewelcominggestures.

f)Situprightandexpressyourconfidencebyavoidingfidgeting,shufflingoffeetetc.

g)Avoidshortinadequateanswers.

h)Maintaineyecontactwithinterviewersandrespondtoquestionsconfidently.

i)Donotchew.

j)Ifyouarenotsureaboutanswerstosomequestions,behonestandadmitit.

k)Usepolitelanguageinyourresponses;donotfeeloffendedbyanyquestion.

l)Observetheinterviewerscues—knowwhentospeaklikewhentheinterviewernodshishead,

andwhentoleave.

m)Listenkeenlytoquestionsandcomments.

Asaninterviewer
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--Befriendlyandpreparedtoaskquestions

--researchonthetopic

--Betactful,especiallywhenaskingsimplequestions.

--Listentotheinterviewee—donottalktomuchorcarryprejudicesbeopenmindedandfair.

QUESTION

Yourschoolisrecruitinganewschoolcaptain.Theprincipalandtheprefectbodyareconducting

interviewsforthisrecruitment.Youareinterestedinthepost.Writeaninterviewthatmaytake

placeintheinterviewroom.

Markingscheme

--theintervieweeshouldsaysomethingaboutherself

--thebodywillhavequestionsandanswersconcerningdutiesofaschoolcaptainandtheroleof

prefectsintheschool

--Shewillbeaskedhowshecandealwithspecifictrickysituationsifappointede.g.astrike.

--Shewillbeaskedaboutwhysheisinterestedinleadershipandhermotivationtoapply

--Shewillanswerwhyshethinkssheisthebestpersonandnotothers

--Shewillanswerwhatchallengesshewillbeexpectingandhowtohandlethem likehowto

balanceacademicsandleadership

--Shewillbeasked,supposedsheisnotgiventhepostshewantedbutgivenalesserone?

--Inconclusion,oneinterviewercanthanktheintervieweeforcoming

--Theleadinterviewerwouldinform theintervieweehowshewouldreceivecommunicationif

successfulornot.

e-mail

Ane-mailisanelectronicmailorletter.Theselettersarepassedelectronicallybytheuseof

computernetwork.Unlikethepostalmail,e-mailsarefasterandcanbeaccessedbytherecipient

atdifferentgeographicallocations.

Towriteanemailoneneedsthefollowing:

1.Anemailaddresse.g.james55@yahoo.com

2.Apasswordthatprotectsyouremailfrom thosewhoarenotsupposedtoaccessit.

3.Theemailaddressoftheoneyouarewritingtoe.g.kensili@gmail.com
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4.Thesubjectoftheemail

Whenyouwriteanemail

a)Themessageshouldbebrief,clearandrelevant

b)Usetherighttone

c)Itshouldbefreeofmistakes

d)Donotwriteeverythingincapitalletters—writethewayyouwritealetter.

e)Signoffusingonenameandthewordregardse.g.

Regards

Joseph

CC iscarboncopiesandismeanttoshowthattheverycopyoftheemailhasbeensenttoother

emailaddresseslistedunderthetitlecc.Iftheemailisonlyonecopythetitleccisleftblank.

Example

TO:wekulo@yahoo.com

FROM:bwanya@gmail.com

CC:

SUBJECT:AnnualReports

DATE:October1st2017

DearWekulo,

Thisistoinform youthatourannualmarketingreportwillbedueintheDirector’sofficebytheend

ofthemonth.Iwillbegratefulifyouforwardedyourregionalreportstoreachmyofficenotlater

thanWednesday5th2017.

Thankyouforyourco-operation.

Regards

Kamau

QUESTION

Youhaveseenanadvertisementforseveralvacanciesintheministryofmedicalservices.Those

interestedaresupposedtosubmittheirapplicationsviaemailtotheheadofhumanresourcein

theministrywhoseemailaddressismfsmm@gmail.com .Youareaqualifiednurseandinterested.
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Applyforthejob.

Questionnaire

Aquestionnaireisasetofprintedquestionssystematicallyarrangedforthepurposeofobtaining

informationfrom respondents.

FEATURES

1.Thetitleoftheprojectanditssponsorship.Thisiswrittenonthefirstpagee.g.

HIVAMONGTHEYOUTHS—KABATISUBLOCATION(FIDA)

2.Introduction—thereshouldbeanintroductiontotheproject.Itcanbeusedtoshowthe

importanceoftheprojectandtoinstructtherespondentonhowtoanswerquestions.

3.Structure

a)Arrangequestionsinalogicalorderbeginningwithpersonalinformationsuchasgender,age,

levelofeducationetc.Thisisfactualinformationandlessdemanding.

b)Progresstowardsquestionsdemandinggreaterdetails,opinionsorthoughti.eopenquestions

asopposedtoclosedquestions.E.g.

1.Nameofyourtown.

2.Doyouhaveanystreetlights?

3.Whatwouldyousayarethereasonsforincidentsofcrimeinyourarea?

4.Whatadvicewouldyouofferthepolicedepartmentoncrimemanagement?

c)Questionnairescanbedesignedinsuchawaythattherespondentssimplyticktheresponse

theyfavoure.g.

Pleaseticktheappropriatebox

Gender:Female□ Male□

Married:Yes□ No□

d)Otherquestionsmaybeframedinsuchawayastogradearespondent’sattitudeorfeelings

towardssomethinge.g.

Schooluniform shouldbemadecompulsoryforalllearninginstitutions(Tickone)

StronglyAgree□

Agree□
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Disagree□

Stronglydisagree□

Doesn’tmatter□

e)Keepthequestionnairetoanappropriatelength.Peopledonothavetimetokeeponturningthe

pages.

f)Useculturallyappropriatelanguageanddonotpatronizetherespondents.

g)Respondingtoquestionnairestakestimeandintrudesonthepeople’sprivacy.Youshould

thereforeshowappreciationfortherespondent’sefforts.

h)Itisalsousefultogiveyourrespondentanideaastohowtheresultofthequestionnairemight

beofbenefittothem.

QUESTION

Imagineyouhavebeenaskedtolookintotheeffectsofromanticrelationshipsonhighschool

students.Prepareaquestionnairethatwillhelpyoucollectinformationyourequire.

CURRICULUM VITAE

Curriculum vitae,sometimescalledaresume,isabriefaccountofyoureducationandcareer.Itis

adocumentthatgivesapotentialemployerapictureofaprospectiveemployee.Itistherefore

meanttosellyouasaworthyproduct.Toachievethis,itmustbeplannedcarefully.

Normally,aCVorganisesinformationintothefollowingheadlines:Personaldetails,contactdetails,

education,workexperience,specialskillsandreferees.

Theseheadingsshouldbehighlighted,forexample,byunderlining,capitalizationorboldingsothat

theystandout.Whetheryouplaceeducationorworkexperiencefirstdependsonwhichoneis

strongerforyou.Forexample,ifyouhavejustfinishedschool,puteducationfirst.Notethatwhile

somepeoplearrangeeducationalqualificationandemploymentexperienceintheorderinwhich

theywereacquired,manyothersprefertoputthemostrecentonesfirst.

CURRICULUM VITAE

PERSONALINFORMATION

Field Economics



isabokemicah@gmail.com

Novels,UpdatedICT,CPA,CIFA,CICT,ATD,College,HighSchool&PrimaryNotes 0714497530

CurrentAddress P.OBox9742-00100,Nairobi,Kenya
Mobile:0725950083
E-mail:machiopc@yahoo.com

Maritalstatus Single

Nationality Kenyan

IdentityNumber 23358787

Religion Christian

Dateofbirth 12/05/1983

Languages(Spokenand
written)

English,Kiswahili

CareerAspiration Economist

PROFILE

Proficientin Research,Teaching,Training,Planning,Organizing,Coordinating skills,
Administration,Statisticalanalysis using SPSS,E-views and STATA,ReportWriting,
PreparationofPresentationmaterial,Leadershipskills,Teamwork,DecisionMakingskills,
andEffectiveCommunication.

SUMMARYOFRELEVANTWORKEXPERIENCE
 Teaching
 Dataentryandanalysis
 Writingofscientificpapers
 Reportwriting
 Writingofprojectreports

EDUCATIONBACKGROUND

Post-Graduate:

UniversityofNairobi

PhDinEconomics

Collaborative PhD Programme in Economics(CPP)sponsored and managed bythe

AfricanEconomicResearchConsortium (AERC)

UniversityofNairobi



isabokemicah@gmail.com

Novels,UpdatedICT,CPA,CIFA,CICT,ATD,College,HighSchool&PrimaryNotes 0714497530

MastersofArtsinEconomics

June24,2007toSeptember30,2007:AfricaEconomicResearchConsortium (AERC)

CollaborativeMastersProgrammeinEconomics(CMAP)forAnglophonecountriesexpect

Nigeria;JointFacilityforElectives(JFE)

Specializedin:

 HealthEconomics

 CorporateFinanceandInvestments

Year Institution Certificate Qualifications

2003-
2005

Universityof
Nairobi

B.A(EconomicsMajor,
SociologyMinor)

FirstClasshonors

1998-
2001

MoiGirls’
SecondarySchool

K.C.S.E MeangradeB-(Minus)

1994-
1997

MisikhuBoarding
PrimarySchool

K.C.P.E MeanGradeB(Plain)

OtherCertification
 ComputerLiteracy(WindowsXP/2000,InternetandE-mail,Ms-Word,Ms-Excel,Ms

-PowerPoint)
 Statisticalpackages(E-views,STATA,SAM andSPSS)

SPECIALSKILLS
 Abilitytotakeinitiativeandinspireothers

 Abilitytomixandadjustquitefastwithdifferentpeople

 Abilitytocopewithflexibletask,travellongdistancesandworkoddhours.
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 Abilitytobeproactiveandhighlightproblem areas.

ACADEMICAWARDS
2006/07-2007/08AwardedUniversityofNairobiScholarship.

2009-2013AwardedAfricanEconomicResearchConsortium (AERC)PhDscholarship

WORKSHOPSATTENDED

1.ParticipatedintheCentrefortheStudyofAfricanEconomies(CSAE)workshop

from Sunday20toTuesday22MarchattheSt.CatherineCollege,Oxford

2.Participated in the AERC International Conference on Natural Resource

Managementand Climate Change in Africa from September15th 2008 to

September17th2008atintercontinentalHotel,Nairobi

WORKEXPERIENCE

1.August2008-DateParttimeLecturerattheUniversityofNairobi,SchoolofEconomics.

2. June,2010–September,2010InternationalDevelopmentResearchCentre(IDRC)as
aconsultantintheEco-healthprogram.Involvedinmanagementofconceptnotesand
reportwriting

HOBBIES

Readingnovels,listeningtomusic,watchingsoapoperasandreadingeducationaland

professionaljournals

SPORTS:Netball

REFEREES
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ProfessorGamiano

Mwabu,

Professor,

UniversityofNairobi,

P.OBox30197,

Nairobi.

E-mail

mwabu@kenyaweb.com

Tel0721565387

DrDamianoKulunduManda,

Manager,Research,

AfricanEconomicResearch

Consortium,

P.OBox

Nairobi.

E-Mail

damiano.manda@aercafrica.

org

Tel.0721553635

Dr.AdolfF.Mukenda,

SeniorLecturerin

EconomicsandHeadofthe

Department,

P.OBox35045,

UniversityofDaresSalaam

E-Mail

Amkenda@udsm.ac.tz

Tel+255754489275

Question

ImaginethatyouhavedoneKCSEexam andpassed.Youseeanadvertisementinalocal

dailyofapositionthatyouqualifyfor.Youdecidetoapplyforit.Writearesume/CVthat

wouldbeattachedtoyourletterofapplication.

QuestionKCSE2012

Readtheadvertisementbelowandanswerthequestionthatfollow.

TheElectoralCommissioniscurrentlyseekingtorecruit800clericalofficers,whowill

workcloselywiththecommissionfortwomonthstoregistervotersinpreparationfor

elections.Theclerkswillbeexpectedtoprepareavotersregister.

Applicantsmustbe :

CitizensofKenya

--18yearsandabove

--FluentinSwahiliandEnglish

--InpossessionofKCSEgradeCandabove

--Computerliterate
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--Abletoworkwithlittleornosupervision

Interestedcandidatesarerequiredtosendtheirapplicationstothefollowingaddressso

astoreachthecommisionby30th,November2015.TheChiefExecutiveOfficer,Electoral

Commision,P.O.BOX679439-010

Nairobi

a)Writeanapplicationletterinresponsetotheadvertisement.

b)Writeanaccompanyingcurriculum vitae.

BookReview

Abookreviewisanadvertisementforthebook.Itisareportoracritiquegivingaperson’s

opinionaboutabookorafilm.

--Afterpublication,abookshouldbereviewedto

a)Publicizeit

b)Gettoknowitssuitabilitytothereaders

c)Knowthebackgroundinformationontheauthor

d)Assesstherelevanceofthecontentstothepublic

e)Determinetheprice

Whenreviewingabook,pointoutthefollowing:

--thetitleofthebook

--Itsauthororplaywright

--publisher

--Dateofpublication

--price

--thereviewer

Whenreviewingthebook,asummaryofthebookshouldbegiven.Thesummaryshould

bedoneinform ofasynopsis.Thesummaryshouldhighlightmajorthemesandstate

whatthebookisallabout.

Thebookreviewshouldalsopointoutanaspectofthebookthatisstrikingororiginal.
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Thiscouldbe:style,characterization,settingetc

--Assessinyourownopinion,whetherthebookissuccessfulornotgivingvalidreasons

e.g.Thebookisfunforchildrenbecauseitisfullofjuvenilemischiefetc.

Example

BOOKREVIEW

Title:Whoam I?TheStoryofBarackObama

Author:PhillisAndrews

Publisher:EastAfricanEducationalPublishers

Reviewer:Okong’oNyandukiSheila

DateofPublication:April23,2010

Price:Ksh500

Thisbook,usedinmorethan600schoolsintheUS,isabiographyofBarackObamafor

elementaryschoolchildren.Usingcolourphotographsandtext,ittellshowObamastruggledto

definehimselfasablackchildinawhiteworld.Startingwithhisbirthtoawhitemotheranda

blackKenyanfather,itfollowsthefascinatingstoryfrom hisearlylifeinHawaiitohismoveto

Indonesiaandtherichculturaldifferencesheexperiencedthere.Childrenwillbeintriguedbythe

wayObamadealtwithhisreturntoHawaiiatagetenasanoutsider.Theywilllearnhowhe

managedtosurmountmanyoddstobecomePresidentoftheUnitedStates.Thisisan

inspirationalstoryforchildrenofallbackgrounds.ThecolourphotographsofObamaasachild

andthroughouthislifeallowchildrentounderstandandidentifywiththe44thPresident.Thisbook

canbereadbychildrenasyoungassevenbutisappreciatedasaphotobiographybychildrenin

theupperelementarygrades.Theactualreadinglevelisgrade3-4.

Biographies

Abiographyisanaccountofsomeone’slifehistorywrittenbysomeoneelse.Itisnormally

atruestory.Thewriterofabiographyiscalledabiographer.Writingabiographygivesus

asenseofsetting,timeandplaceofmajoreventsinaperson’slife.Thestoryusually

startswithhisorherbirthasamajorevent.

--Pointstoconsiderwheninterviewingthesubjectforabiography

1.Selectapersonyouareinterestedin.Befriendly.

2.Spendtimewiththesubject.
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3.Becreativeinsettingupyourinterviewsothatitdoesn’tseem soformal.

4.Givethesubjectallyourattention.Talklessandlistenmore.

5.Betactfulespeciallywhenaskingtrickyoruncomfortablequestionsespecially

questionsthattouchontheirweakness.

6.Donotbeafraidtoaskdumbquestionsi.ethosethatwouldbetouchingonsomeone’s

weakness.

7.Notedownfacts,especiallyspecificdatesofrelevanteventsandwherepossibleverify

withothersources.

8.Makealistofquestionsyouwouldliketoask.

9.Dopriorresearchtoenableyouhavebackgroundinformationtoenhanceyourinterview.

10.Readnewspapers,magazines,internetsourcesetcaswellaslisteningtotapesand

watchingvideosaboutthepersoniftheyareavailable.

11.Interviewfamilymembersandfriendsalsotogetalternativeviewsonthesubject.

12.Researchonthehistoricalperiodwhenthesubjectlivedandworkedsoasto

understandthesocio-politicalinfluencesonthedecisionshetook.

13.Beobjective—tellthetruthbasingonyouronyourfindingsi.e.strengthsan

weaknesses.

14.Writeafirstdraft,proof-readthenwriteafinalcopyinprose.

15.Tryasmuchtostaycreativeandentertainingasyoutellthestory.

16.Youcandividethelifeofyoursubjectintosectionsormemoirsi.eChildhood

Adulthoodetc.

17.Abiographerstrivestobringtolifethemostsignificantmomentofhisorhersubject.

18.Aeulogyisashortbiography.

Autobiography

Anautobiographyisthehistory/storyofapersonwrittenbythatperson.Theauthorsof

autobiographiesdescribeeventsandpeopletheythinkinfluencedtheirlives.Theyare

basedonfactsandarethereforereferredtoasnon-fiction.

ELEMENTSOFANAUTOBIGRAPHY
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1.Dateofbirth

2.Placeofbirth

3.Earlychildhood

4.Schoolsattended

5.Favouritesubjects

6.Interestsinlifeanddreams

7.Sportsandhobbies

8.Memorableeventsinyourlife

9.Careers

10.Familymembers

11.Whereyoulived

Theauthordescribeseventsintheorderinwhichtheyoccurred.Interestingdetailsare

highlighted,oftenhumorousstoriestoenliventhepieceofwriting.
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Autobiographerswritetojustifytheirlives—whattheyhavedone.Theylookatthemselves

aspeoplewhohavelivedinterestingandimportantlives.Theyarecharactersintheirown

works.Theyselecteventsanddetailstheyservetoembracetheirartisticpurposeofthe

work,namelymakinganimportantstatementaboutlife.

EXAMPLE

BiographyMotherTeresa

MotherTeresawasbornin1910inSkopje,capitalofthe
RepublicofMacedonia.Littleisknownaboutherearlylife,butatayoungageshefelta
callingtobeanunandservethroughhelpingthepoor.Attheageof18shewasgiven
permissiontojoinagroupofnunsinIreland.Afterafewmonthsoftraining,withthe
SistersofLoreto,shewasthengivenpermissiontotraveltoIndia.Shetookherformal
religiousvowsin1931,andchosetobenamedafterStThereseofLisieux–thepatron
saintofmissionaries.

OnherarrivalinIndia,shebeganbyworkingasateacher,howeverthewidespreadpoverty
ofCalcuttamadeadeepimpressiononherandthisledtoherstartinganewordercalled
“TheMissionariesofCharity”.Theprimaryobjectiveofthismissionwastolookafter
people,whonobodyelsewaspreparedtolookafter.MotherTeresafeltthatserving
otherswasakeyprincipleoftheteachingsofJesusChrist.
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Sheexperiencedtwoparticularlytraumaticperiodsin
Calcutta.ThefirstwastheBengalfamineof1943andthesecondwastheHindu/Muslim
violencein1946,beforethepartitionofIndia.In1948,shelefttheconventtolivefull-time
amongthepoorestofCalcutta.ShechosetowearawhiteIndiansari,withablue
border, outofrespectforthetraditionalIndiandress.Formanyyears,MotherTeresaand
asmallbandoffellownunssurvivedonminimalincomeandfood,oftenhavingtobegfor
funds.But,slowlyhereffortswiththepoorestwerenotedandappreciatedbythelocal
communityandIndianpoliticians.

In1952,sheopenedherfirsthomeforthedying,whichallowedpeopletodiewithdignity.
MotherTeresaoftenspenttimewiththosewhoweredying.Somehavecriticisedthelack
ofpropermedicalattention,andtheirrefusaltogivepainkillers.Otherssaythatitafforded
manyneglectedpeopletheopportunitytodieknowingthatsomeonecared.

Overtimetheworkgrew.Missionswerestartedoverseas,andby2013,thereare700
missionsoperatinginover130countries.Thescopeoftheirworkalsoexpandedto
includeorphanages,andhospicesforthosewithterminalillnesses.

MotherTeresaneversoughttoconvertthoseofanotherfaith.Thoseinherhospices were
giventhereligiousritesappropriatetotheirfaith.However,shehadaveryfirm Catholic
faithandtookastrictlineonabortion,thedeathpenaltyanddivorce–evenifherposition
wasunpopular.Herwholelifewasinfluencedbyherfaithandreligion,eventhoughat
timessheconfessedshedidn’tfeelthepresenceofGod.

TheMissionariesofCharitynowhasbranchesthroughouttheworldincludingbranchesin
thedevelopedworldwheretheyworkwiththehomelessandpeopleaffectedwithAIDS.In
1965,theorganisation becameanInternationalReligiousFamilybyadecreeofPopePaul
VI.

Inthe1960s,thelifeofMotherTeresawasfirstbroughttoawiderpublicattentionby
Malcolm Muggeridgewhowroteabookandproducedadocumentarycalled“Something
BeautifulforGod”.
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In1979,shewasawardedtheNobelPeacePrize“forwork
undertakeninthestruggletoovercomepovertyanddistress,whichalsoconstitutesa
threattopeace.”Shedidn’tattendtheceremonialbanquet,butaskedthatthe$192,000
fundbegiventothepoor.

Inlateryears,shewasmoreactiveinwesterndevelopedcountries.Shecommentedthat
thoughtheWestwasmateriallyprosperous,therewasoftenaspiritualpoverty.

“Thehungerforloveismuchmoredifficulttoremovethanthehungerforbread.”

-—MotherTeresa

Whenshewasaskedhowtopromoteworldpeace,shereplied,”Gohomeandloveyour
family”.

Overthelasttwodecadesofherlife,MotherTeresasufferedvarioushealthproblemsbut
nothingcoulddissuadeherfrom fulfillinghermissionofservingthepoorandneedy.Until
herverylastillnessshewasactiveintravellingaroundtheworldtothedifferentbranches
ofTheMissionariesofCharity.Duringherlastfewyears,shemetPrincessDianainthe
Bronx,NewYork.Thetwodiedwithinaweekofeachother.

FollowingMotherTeresa’sdeaththeVaticanbegantheprocessofbeatification,whichis
thesecondsteponthewaytocanonisationandsainthood.MotherTeresawasformally
beatifiedinOctober2003byPopeJohnPaulII.InSeptember2015,PopeFrancisdeclared:

GivingDirections

Directionsareexplanationsonhowtocarryoutacertaintasksuchaspreparinga

seedbed,mendingabicycleorreachingacertainplace.

QualitiesofGoodDirections

--Theyshouldbesimpleandclear

--Theinstructorshouldbeknowledgeableonthesubjectmatter
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--Instructionsshouldbegivenstepbystepandinthecorrectorder

--Emphasisthecriticalpointsthatthelistenermustknowormusthandlewithcaution

--Confirm from thelistenerifeverystepisclear

Whengivingdirections

--Notethelandmarksalongtheway

--Giveestimatesoftimeanddistancefrom onestoptoanother

--Givedirectionsinrelationtosidese.g.turnleftorright

--Adviceoftheavailabilityofcertainmeansoftransporte.g.takeabodaboda

--Alwaysgivedirectionsfrom thestartingpointthatisfamiliar

--Donotgiveoptionsbecausetheytendtoconfusesomeone—justgivetheeasiestway

Whenreceivinginstructions

--Beattentiveandtakenotes

--Seekclarificationonanyareathatmightnotbeclear

--Paycloseattentiontotheinstructor’sgesturesandbodylanguage

--Repeattheinstructionsifpossibletoconfirm thatyouhaveunderstoodthem.

MEMORANDUM

Internalmemoorjustmemoisaninternalcommunicationdocumentwithinan

organisationorinstitution.Itisusedtopassinformationwithindifferentofficesofthe

sameinstitutionandnotbeyond.Theinformationcouldbeashortreport,instructions,

remindersorsuggestions.

Usually,agivenorganisationhasastandardform usedforinternalcommunications.This

form mayvaryfrom oneorganisationtoanother.

Basicallytheinternalmemohasthefollowing:

1.Thenameoftheorganisationorinstitutionprintedatthetop.Thisshouldbecapitalized

andinboldorunderlined.E.g.

GARDENVIEW HIGHSCHOOL

Internalmemo
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2.Thesubheading‘internalMemo’printedbelowthenameoftheinstitution.

3.Belowtheheading,thefollowinginformationwillappear

a)Referencenumberofthecommunicationmemo

b)Thetitleandnametowhom thememoisaddressed.

c)Titleandnameofotherpeoplewhohavebeensentasimilarcopyofinformationor

needtoknowaboutthecommunication.

d)Nameandpositionofthesender

e)Dateinfullofcommunication

f)Titleofsubjectofthememo

g)Themessageitselforcontents

Thecontentsofamemoareusuallyveryformalbriefanddirect.

KYANGULISECONDAYSCHOOL

Internalmemo

REF/NO:33/06/2017

TO:Allprefects

FROM:ThedeputyPrincipal

CC:JuliusOpondo—ThePrincipal

DATE:12THJULY2017

SUBJECT:SchoolUniforms

Ithasbeenobservedthatprefectshavestoppedwearingtheirproperschooluniforms.

Thisisdisturbingasaprefectisamodelfortherestoftheschoolcommunity.Irequest

thoseconcernedtostopthishabit.

Sign

JamesOkiru
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--Thedateshouldbewritteninfull

--Thesubjectofthememoshouldbebriefandconcise.

--Themessageshouldbewrittenclearly.

--ThereisnocomplementaryclosingsuchasYourFaithfully.Allmemosmustbesigned.

Writeyournamewithoutindicatingthedesignationthenasyousignoff,youneedto

indicateyourdesignationbelowhesignaturee.g.FROM:HeadofPhysics

Signingoff

Sign

JosephatLagat

EXAMPLE

HIGHLANDSACADEMY

Internalmemo

REF/NO:67/5/2017

TO:Bursar

FROM:JosephatLagat

CC:Principal

DATE:10thJune2017

SUBJECT:HireofTransport

Fifteenstudentsfrom ourschoolwillbetakingpartintheinter-schooldebating

competitionscheduledfor18thJuneatEmeraidHighSchoolfrom 9.00AM.Theywillbe

accompaniedbytwoteachersfrom thedepartment.

Kindlymakearrangementstohiretransportfortheevent.

Thankyou.



isabokemicah@gmail.com

Novels,UpdatedICT,CPA,CIFA,CICT,ATD,College,HighSchool&PrimaryNotes 0714497530

Sign

HeadofLanguages

EXERCISE

1.Youarethechairpersonofenvironmentalclubofyourschool.Youhavenoticedthat

manyofyourclassmatesarenotkeepingthecompound,dormitoriesandclassrooms

clean.Youhavebeenauthorizedbytheprincipaltowriteamemotoalltheprefectson

this.Writethememo.

2.ImagineyouaretheHeadPrefect;prepareamemonotifyingotherstudentsofchanges

intheschooldiet.
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*LATESTHIGHSCHOOLNOTES*

*0714497530*(MrIsaboke)

Mathsform 1-4

Englishform 1-4

kiswahiliform 1-4

chemistryform 1--4

Biologyform 1-4

Physicsform 1--4

Agricultureform 1--4

Businessform 1--4

Creform 1--4

Historyform 1--4

Computerform 1--4

Geographyform 1--4
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Homesciencef1--4

I.R.Estudiesf1-4

Frenchnotes

Setbooksguides

Updated*CPA,CIFAATD*KASNEBnotes

Updated*CPS,CICT,ATD*KASNEBnohtes

UpdatedICTnotes

*_Allthematerialsareinsoftcopyandwe'll

updated

Text/callorWhatsApp*0714497530toget

yourcopy_*

*https://wa.me/254714497530*


