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ENGLISH FOR COMMUNICATION (BT-103) 
UNIT 1   

 Lecture -1 
 

1. Articles 
• Articles (a, an, the) are determiners that function to specify if the noun is general or specific 

in its reference. Often the article chosen depends on if the writer and the reader understand 
the reference of the noun. 

• The articles a and an are indefinite articles. They are used with a singular countable noun 
when the noun referred to is nonspecific or generic. 

• The article the is a definite article. It is used to show specific reference and can be used with 
both singular and plural nouns and with both countable and uncountable nouns. 

A few important definitions to keep in mind: 
• Countable noun: The noun has both a singular and plural form. The plural is usually formed 

by adding an –s or an –es to the end of it.  
o one horse, two horses 
o one chair, two chairs 
o one match, two matches 

Countable nouns may also have irregular plural forms. Many of these forms come from earlier 
forms of English.  

o one child, two children 
o one mouse, two mice 

• Uncountable noun: The noun refers to something that cannot be counted. It does not have a 
plural form.  

o Information 
o Grammar 

• Proper noun: The name of a person, place, or organization and is spelled with capital letters.  
o Tim Smith 
o McDonalds 

A/An  
When to use a or an 
A and an are used with singular countable nouns when the noun is nonspecific. 

o I do not own a car.  
o In this sentence, car is a singular countable noun that is not specific. It could be any 

car. 
o She would like to go to a university that specializes in teaching.  

o University is a singular countable noun. Although it begins with a vowel, the first 
sound of the word is /j/ or “y.” Thus, a instead of an is used. In this sentence, it is also 
generic (it could be any university with this specialization, not a specific one). 

o I would like to eat an apple.  
o In this sentence, apple is a singular countable noun that is not specific. It could be any 

apple. 
A is used when the noun that follows begins with a consonant sound. 
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o a book 
o a pen 
o a uniform (Note that uniform starts with a vowel, but the first sound is /j/ or a “y” sound. 

Therefore a instead of an is used here.) 
An is used when the noun that follows begins with a vowel sound. 

o an elephant 
o an American 
o an MBA (Note that MBA starts with a consonant, but the first sound is /Ɛ/ or a short “e” 

sound. Therefore, an instead of a is used here.) 
Sometimes a or an can be used for first mention (the first time the noun is mentioned). Then, in 
subsequent sentences, the article the is used instead. 

o He would like to live in a large house. The house should have at least three bedrooms and two 
bathrooms.  

o In the first sentence (first mention), a is used because it is referring to a nonspecified 
house. In the second sentence, the is used because now the house has been specified. 

The  
When to use the 
The is used with both singular and plural nouns and with both countable and uncountable nouns 
when the noun is specific. 

o The book that I read last night was great.  
o In this sentence, book is a singular, countable noun. It is also specific because of the 

phrase “that I read last night.” The writer and reader (or speaker and listener) know 
which book is being referred to. 

o The books assigned for this class are very useful.  
o In this sentence, books is a plural, countable noun. It is also specific because of the 

phrase “for this class.” The writer and reader (or speaker and listener) know which 
books are being referred to. 

o The advice you gave me was very helpful.  
o In this sentence, advice an uncountable noun. However, it is specific because of the 

phrase “you gave me.” It is clear which piece of advice was helpful. 
Here are some more specifics: 
The is used in the following categories of proper nouns: 

o Museums and art galleries: the Walker Art Center, the Minneapolis Institute of Art 
o Buildings: the Empire State Building, the Willis Tower 
o Seas and oceans: the Mediterranean Sea, the Atlantic Ocean 
o Rivers: the Mississippi, the Nile 
o Deserts: the Sahara Desert, the Sonora Desert 
o Periods and events in history: the Dark Ages, the Civil War 
o Bridges: the London Bridge, the Mackinac Bridge 
o Parts of a country: the South, the Upper Midwest 

In general, use the with plural proper nouns. 
o the Great Lakes 
o the French 
o the Rockies (as in the Rocky Mountains) 

The is often used with proper nouns that include an “of” phrase. 
o the United States of America 
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o the University of Minnesota 
o the International Swimming Hall of Fame 

Use the when the noun being referred to is unique because of our understanding of the world. 
o The Earth moves around the sun. 
o Wolves howl at the moon. 

Use the when a noun can be made specific from a previous mention in the text. This is also known as 
second or subsequent mention. 

o My son bought a cat. I am looking after the cat while he is on vacation. 
o I read a good book. The book was about how to use articles correctly in English. 

The is used with superlative adjectives, which are necessarily unique (the first, the second, the 
biggest, the smallest, the next, the only, etc.). 

o It was the first study to address the issue. 
o She was the weakest participant. 
o He was the only person to drop out of the study. 

 
No Article 

Writers sometimes struggle with the choice to include an article or to leave it out altogether. Keep in 
mind that if the noun is singular, countable, and nonspecific or generic (e.g., book, author), the 
articles a and an may be used. However, if the noun is countable and plural (e.g.., research studies) 
or uncountable (e.g., information) and it is being used in a nonspecific or generic way, no article is 
used. 
Here are some more specifics: 

• No article is used when a plural countable noun is generic or nonspecific.  
o I bought new pens and pencils at the store. (general, not specific ones) 
o Cats have big eyes that can see in the dark. (cats in general, all of them) 
o Babies cry a lot. (babies in general, all of them) 

• No article is used when a non count noun is generic or nonspecific.  
o I bought milk and rice at the store. (generic reference) 
o We were assigned homework in this class. (generic reference) 
o There has been previous research on the topic. (generic reference) 

Articles in Phrases and Idiomatic Expressions  
Sometimes article usage in English does not follow a specific rule. These expressions must be 
memorized instead. 
Here are some examples of phrases where article usage is not predictable: 

• Destinations: go to the store, go to the bank, but go to school, go to church, go to bed, go home 
• Locations: in school, at home, in bed, but in the hospital (in American English) 
• Parts of the day: in the morning, in the evening, but at night 
• Chores: mow the lawn, do the dishes, do the cleaning 

There are also numerous idiomatic expressions in English that contain nouns. Some of these also 
contain articles while others do not. 
Here are just a few examples: 

• To give someone a hand 
• In the end 
• To be on time 
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Lecture -2  
        Subject–Verb Agreement Rules 

Key: subject = bold; verb = underlined 
  
Subjects and verbs must agree in number. 

1. If the subject is singular, the verb must be singular too.  
Example: She writes every day. 

2. If the subject is plural, the verb must also be plural.  
Example: They write every day. 

Sometimes, however, it seems a bit more complicated than this. 
3. When the subject of the sentence is composed of two or more nouns or pronouns connected 

by and, use a plural verb.  
Example: The doctoral student and the committee members write every day. 
Example: The percentage of employees who called in sick and the number of employees 
who left their jobs within 2 years are are reflective of the level of job satisfaction. 

4. When there is one subject and more than one verb, the verbs throughout the sentence  must 
agree with the subject.  
Example: Interviews are one way to collect data and allow researchers to gain an in-depth 
understanding of participants. 
Example: An assumption is something that is generally accepted as true and is an important 
consideration when conducting a doctoral study. 

5. When a phrase comes between the subject and the verb, remember that the verb still agrees 
with the subject, not the noun or pronoun in the phrase following the subject of the sentence.  
Example: The student, as well as the committee members, is excited. 
Example: The student with all the Master’s degrees is very motivated. 
Example: Strategies that the teacher uses to encourage classroom participation include 
using small groups and clarifying expectations.  
Example: The focus of the interviews was nine purposively selected participants. 

6. When two or more singular nouns or pronouns are connected by or or nor, use a singular 
verb.  
Example: The chairperson or the CEO approves the proposal before proceeding. 

7. When a compound subject contains both a singular and a plural noun or pronoun joined by or 
or nor, the verb should agree with the part of the subject that is closest to the verb. This is also 
called the rule of proximity.  
Example: The student or the committee members write every day. 
Example: The committee members or the student writes every day. 

8. The words each, each one, either, neither, everyone, everybody, anyone, anybody, nobody, 
somebody, someone, and no one are singular and require a singular verb.  
Example: Each of the participants was willing to be recorded.  
Example: Neither alternative hypothesis was accepted. 
Example: I will offer a 100 Rs. gift card to everybody who participates in the study. 
Example: No one was available to meet with me at the preferred times. 

9. Noncount nouns take a singular verb.  
Example: Education is the key to success. 
Example: Diabetes affects many people around the world. 
Example: The information obtained from the business owners was relevant to include in the 
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study. 
Example: The research I found on the topic was limited. 

10. Some countable nouns in English such as earnings, goods, odds, surroundings, proceeds, 
contents, and valuables only have a plural form and take a plural verb.  
Example: The earnings for this quarter exceed expectations. 
Example: The proceeds from the sale go to support the homeless population in the city. 
Example: Locally produced goods have the advantage of shorter supply chains. 

11. In sentences beginning with there is or there are, the subject follows the verb. Since there is 
not the subject, the verb agrees with what follows the verb.  
Example: There is little administrative support. 
Example: There are many factors affecting teacher retention. 

12. Collective nouns are words that imply more than one person but are considered singular and 
take a singular verb. Some examples are group, team, committee, family, and class.  
Example: The group meets every week. 
Example: The committee agrees on the quality of the writing. 

  
However, the plural verb is used if the focus is on the individuals in the group. This is much 
less common. 
Example: The committee participates in various volunteer activities in their private lives. 
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Lecture -3 
Preposition 

A preposition is a word or group of words used before a noun, pronoun, or noun phrase to show 
direction, time, place, location, spatial relationships, or to introduce an object. Some examples of 
prepositions are words like in, at, on, of, and to. 
A Few Rules  
Prepositions of Direction 
To refer to a direction, use the prepositions to, (in)to, and on(to). 

• She drove to the store. 
• Don’t ring the doorbell. Come right in(to) the house. 
• Drive on(to) the grass and park the car there. 

  
Prepositions of Time 
To refer to one point in time, use the prepositions in, at, and on. 
Use in with parts of the day (not specific times), months, years, and seasons. 

• He reads in the evening. 
• The weather is cold in December. 
• She was born in 1996. 
• We rake leaves in the fall. 

Use at with the time of day. Also use at with noon, night, and midnight. 
• I go to work at 8:00. 
• He eats lunch at noon. 
• She often goes for a walk at night. 
• They go to bed at midnight. 

Use on with days. 
• I work on Saturdays. 
• He does laundry on Wednesdays. 

To refer to extended time, use the prepositions since, for, by, during, from…to, from…until, and 
(with)in. 

• I have lived in Minneapolis since 2005. (I moved there in 2005 and still live there.) 
• He will be in Toronto for 3 weeks. (He will spend 3 weeks in Toronto.) 
• She will finish her homework by 6:00. (She will finish her homework sometime between now 

and 6:00.) 
• He works part time during the summer. (For the period of time throughout the summer.) 
• I will collect data from January to June. (Starting in January and ending in June.) 
• They are in school from August until May. (Starting in August and ending in May.) 
• She will graduate within 2 years. (Not longer than 2 years.) 

  
Prepositions of Place 
To refer to a place, use the prepositions in (the point itself), at (the general vicinity), on (the surface), 
and inside (something contained). 

• They will meet in the lunchroom. 
• She was waiting at the corner. 
• He left his phone on the bed. 
• Place the pen inside the drawer. 

To refer to an object higher than a point, use the prepositions over and above. To refer to an object 



Group of 
Colleges 

8 

 

 

lower than a point, use the prepositions below, beneath, under, and underneath. 
• The bird flew over the house. 
• The plates were on the shelf above the cups. 
• Basements are dug below ground. 
• There is hard wood beneath the carpet. 
• The squirrel hid the nuts under a pile of leaves. 
• The cat is hiding underneath the box. 

 To refer to an object close to a point, use the prepositions by, near, next to, between, among, and 
opposite. 

• The gas station is by the grocery store. 
• The park is near her house. 
• Park your bike next to the garage. 
• There is a deer between the two trees. 
• There is a purple flower among the weeds. 
• The garage is opposite the house. 

  
Prepositions of Location 
To refer to a location, use the prepositions in (an area or volume), at (a point), and on (a surface). 

• They live in the country. (an area) 
• She will find him at the library. (a point) 
• There is a lot of dirt on the window. (a surface) 

  
Prepositions of Spatial Relationships 
To refer to a spatial relationship, use the prepositions above, across, against, ahead of, along, among, 
around, behind, below, beneath, beside, between, from, in front of, inside, near, off, out of, through, 
toward, under, and within. 

• The post office is across the street from the grocery store. 
• We will stop at many attractions along the way. 
• The kids are hiding behind the tree. 
• His shirt is off. 
• Walk toward the garage and then turn left. 
• Place a check mark within the box. 

Prepositions Following Verbs and Adjectives  
Some verbs and adjectives are followed by a certain preposition. Sometimes verbs and adjectives can 
be followed by different prepositions, giving the phrase different meanings. 
Some Common Verb + Preposition Combinations 
About: worry, complain, read 

• He worries about the future. 
• She complained about the homework. 
• I read about the flooding in the city. 

At: arrive (a building or event), smile, look 
• He arrived at the airport 2 hours early. 
• The children smiled at her. 
• She looked at him. 

From: differ, suffer 
• The results differ from my original idea. 
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• She suffers from dementia. 
For: account, allow, search  

• Be sure to account for any discrepancies. 
• I returned the transcripts to the interviewees to allow for revisions to be made. 
• They are searching for the missing dog. 

In: occur, result, succeed 
• The same problem occurred in three out of four cases. 
• My recruitment strategies resulted in finding 10 participants. 
• She will succeed in completing her degree. 

Of: approve, consist, smell 
• I approve of the idea. 
• The recipe consists of three basic ingredients. 
• The basement smells of mildew. 

On: concentrate, depend, insist 
• He is concentrating on his work. 
• They depend on each other. 
• I must insist on following this rule. 

To: belong, contribute, lead, refer  
• Bears belong to the family of mammals. 
• I hope to contribute to the previous research. 
• My results will lead to future research on the topic. 
• Please refer to my previous explanation. 

With: (dis)agree, argue, deal 
• I (dis)agree with you. 
• She argued with him. 
• They will deal with the situation. 

Ending a Sentence With a Preposition  
Since the purpose of writing is to clearly communicate the ideas, it is acceptable to end a sentence 
with a preposition if the alternative would create confusion or is too overly formal. 
Example: The car had not been paid for. (Ends with a preposition but is acceptable) 
Unclear Revision: Paid for the car had not been. (Unclear sentence.) 
  
Example: I would like to know where she comes from. (Ends with a preposition but is acceptable) 
Overly Grammatical Revision: I would like to know from where she comes. (Grammatical but 
overly formal. Nobody actually speaks like this.) 
  
However, in academic writing, you may decide that it is worth revising your sentences to avoid 
ending with a preposition in order to maintain a more formal scholarly voice. 
Example: My research will focus on the community the students lived in. 
Revision: My research will focus on the community in which the students lived. 
  
Example: I like the people I am working with. 
Revision: I like the people with whom I am working. 
Unnecessary Prepositions  
If the preposition is unnecessary, leave it out. This creates more clear and concise writing. 
Example: Where are the plates at? 
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Revision: Where are the plates? 
  
Example: She jumped off of the balance beam. 
Revision: She jumped off the balance beam. 
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Lecture -4 
Sentence structure 

Simple Sentences  
A simple sentence contains a subject and a verb, and it may also have an object and modifiers. 
However, it contains only one independent clause. 
Key: Yellow, bold = subject;  underlined = verb, blue, italics = object regular font  =prepositional 
phrase.  Here are a few examples: 

• She wrote. 
• She completed her literature review. 
• He organized his sources by theme. 

Compound Sentences  
A compound sentence contains at least two independent clauses.  These two independent clauses can 
be combined with a comma and a coordinating conjunction or with a semicolon. 
Key: independent clause =  bold; coordinating conjunction = underlined    
Here are a few examples: 

• She completed her literature review, and she created her reference list. 
• He organized his sources by theme; then, he updated his reference list. 
• They studied APA rules for many hours, but they realized there was still much to learn. 

Complex Sentences  
A complex sentence contains at least one independent clause and at least one dependent clause. 
Dependent clauses can refer to the subject (who, which) the sequence/time (since, while), or the 
causal elements (because, if) of the independent clause. 
If a sentence begins with a dependent clause, note the comma after this clause. If, on the other hand, 
the sentence begins with an independent clause, there is not a comma separating the two clauses. 
Key: independent clause =  bold;  dependent clause =  italics 
Here are a few examples: 

• Although she completed her literature review, she still needed to work on her methods 
section.  

o Note the comma in this sentence because it begins with a dependent clause. 
• Because he organized his sources by theme, it was easier for his readers to follow.  

o Note the comma in this sentence because it begins with a dependent clause. 
• They studied APA rules for many hours as they were so interesting.  

o Note that there is no comma in this sentence because it begins with an independent 
clause. 

Compound-Complex Sentences  
Sentence types can also be combined. A compound-complex sentence contains at least two 
independent clauses and at least one dependent clause. 
Key: independent clause = bold; coordinating conjunction = underlined; dependent clause = italics 

• She completed her literature review, but she still needs to work on her methods section 
even though she finished her methods course last semester.  

• Although he organized his sources by theme, he decided to arrange them chronologically, 
and he carefully followed the MEAL plan for organization.   

• With pizza and soda at hand, they studied APA rules for many hours, and they decided 
that writing in APA made sense because it was clear, concise, and objective. 

• Pay close attention to comma usage in complex-compound sentences so that the reader is 
easily able to follow the intended meaning. 
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Lecture -5 
Voice 

 
The voice of a verb tells whether the subject of the sentence performs or receives the action. 
i) Birds build nests. 
ii) Nests are built by birds. 
 
Types of Voice: 
 
Active Voice: the subject performs the action expressed by the verb. 
Usage: when more clarity and straightforward relation is required between verb and subject. 
Passive Voice: the subject receives the action expressed by the verb. 
Usage: when the action is the focus, not the subject or when the doer is unknown. 
 
Rules of Conversion from Active to Passive Voice: 
 
1.     Identify the subject, the verb and the object: S+V+O 
2.     Change the object into subject 
3.     Put the suitable helping verb or auxiliary verb 
4.     Change the verb into past participle of the verb 
5.     Add the preposition "by“ 
6.     Change the subject into object 
Example:  
Active Voice: Sameer wrote a letter. (Subject) + (verb) + (object). 
Passive Voice: A letter was written by Sameer. (Object) + (auxiliary verb) + (past participle) + (by 
subject). 
 
Passive Voice for all tenses: 
 
The rules for using Auxiliary verb for Passive Voice is different for each tense. 
 
1.Simple Present Tense: 
Active Voice: She writes a letter. 
Passive Voice: A letter is written by her. 
 
2.Present Progressive Tense: 
Active Voice: They are eating oranges. 
Passive Voice: Oranges are being eaten by them. 
 
3.Present Perfect Tense: 
Active Voice: Has she completed the work? 
Passive Voice: Has the work been completed by her? 
 
4.Simple Past Tense: 
Active Voice: He did not buy a book. 
Passive Voice: A book was not bought by him. 
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5.Past Progressive Tense: 
Active Voice: She was washing a shirt. 
Passive Voice: A shirt was being washed by her. 
 
6.Past Perfect Tense: 
Active Voice: They had won the match. 
Passive Voice: The match had been won by them. 
 
7.Simple Future Tense: 
Active Voice: She will write a poem. 
Passive Voice: A poem will be written by her. 
 
8.Future Perfect Tense: 
Active Voice: He will have received the letter. 
Passive Voice: The letter will have been received by him. 
 
[Note: Passive voice cannot be formed for active voice sentences in the Present Perfect Continuous, Past 
Perfect Continuous, Future Continuous or Future Perfect Continuous.] 
Tips on using Voice: 
Tip #1: Let 
If the given sentence in the active voice is in the imperative form, to get the passive voice use ‘Let’.  
Formation of Passive Voice = Let + Object + be + Past Participle 
Examples: 
Active: Help me. 
Passive: Let me be helped. 
Active: Open the door. 
Passive: Let the door be opened. 
 
Tip #2: Helping verbs like am, is, are, was, were, will, have, should, could, will 
If the question in the Active Voice begins with a Helping verb the Passive voice must also begin with a 
suitable helping verb. 
Active: Are you writing a letter? 
Passive: Is a letter being written by you? 
Active: Will you write a letter? 
Passive: Will a letter be written by you? 
What, When, Who, Why, How:  
If the question begins with ‘Wh’ or How’ form (what, when, how, etc.) the Passive Voice must begin 
with the same. Only ‘who’ gets replaced by ‘By whom’. 
Active: Why did you break the box? 
Passive: Why was the box broken by you? 
Active: Who broke the window? 
Passive: By whom was the window broken? 
 
Tip #3: Gerund, Infinitive 
When used in passive form, gerund and Infinitive are formed differently. 
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Infinitive: passive is formed as ‘to be + past participle’ 
Active: I want to shoot the tiger. 
Passive: I want the tiger to be shot. 
Gerund: passive is formed as ‘being + past participle’ 
Active: I remember my father taking me to the theatre. 
Passive: I remember being taken to the theatre by my father. 
 
Tip #4: Direct and Indirect Object 
If a sentence contains two objects namely Indirect Object and Direct Object in the Active Voice, two 
forms of Passive Voice can be formed. 
Active: She brought me a cup of coffee. 
Passive: (I) I was brought a cup of coffee by her. 
Passive: (II) A cup of coffee was brought to me by her. 
Object Complement: When made passive, these objects complements become subject complements; 
they come after the verb. 
Active: They elected him their leader. 
Passive: He was elected their leader. 
 
Tip #5: Cases where ‘by’ is not used 
With: use with in place of ‘by’ to talk about an instrument used by the agent/subject. 
Active: Somebody hit the dog with a stick. 
Passive: (I) The dog was hit by with a stick. 
Passive: (II) The dog was hit by a boy. 
Impersonal Passive: In scientific / technical / business writing, the emphasis is usually on the action 
or process. So the ‘by’ phrase is generally omitted. 
Active: One finds mosquitoes everywhere. 
Passive: Mosquitoes are found everywhere. 
 
Tip #6: Cases where no passive form exists 
Present perfect Continuous: She has been writing a letter. 
Past perfect Continuous: He had been cleaning the house. 
Future Continuous: I will be filing all the documents tomorrow. 
Future Perfect Continuous: I will have been serving tea for customers at this hotel for twenty years 
by then. 
Intransitive verb which do not take objects:  
·      I eat. 
·      I am living here. 
·      I have travelled by train. 
·      I went there. 
·      I waited for a long time. 
Spot the Errors: Exercises 
Each of the following sentences will contain a mistake in the Passive Voice form of the sentence. See if 
you can spot that mistake.’ 
 
#1: Active: They sell books. 
Passive: Books are being sold by them. (Incorrect) 
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Passive: Books are sold by them. (Correct) 
 
#2: Active: You are disturbing me. 
Passive: I have been disturbed by you. (Incorrect) 
Passive: I am being disturbed by you. (Correct) 
 
#3: Active: She has written two books. 
Passive: Two books are written by her. (Incorrect) 
Passive: Two books have been written by her. (Correct) 
 
#4: Active: Did he buy a car? 
Passive: Had a car bought by him? (Incorrect) 
Passive: Was a car bought by him? (Correct)  
 
#5: Active: Boys were singing songs. 
Passive: Songs were sung by boys. (Incorrect) 
Passive: Songs were being sung by boys. (Correct) 
 
#6: Active: He had collected stamps. 
Passive: Stamps were being collected by him. (Incorrect) 
Passive: Stamps had been collected by him. (Correct) 
 
#7: Active: They will arrange the party. 
Passive: The party can be arranged by them. (Incorrect) 
Passive: The party will be arranged by them. (Correct) 
 
#8: Active: She cleaned the table with a feather duster. 
Passive: The table was cleaned by a feather duster. (Incorrect) 
Passive: The table was cleaned with a feather duster by her. (Correct) 
 
#9: Active: Sing a song. 
Passive: Let a song be sing. (Incorrect) 
Passive: Let a song be sung. (Correct) 
 
#10: Active: Where can you hide this box? 
Passive: How can this box be hidden by you? (Incorrect) 
Passive: Where can this box be hidden by you? (Correct) 
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Lecture -6 
Narration: Direct & Indirect Speech 

  
Direct Speech: the message of the speaker is conveyed or reported in his own actual words without 
any change. 
Indirect Speech: the message of the speaker is conveyed or reported in our own words. 
Example on Process of Conversion from Direct to Indirect Speech 
a)    Direct: Radha said, “I am very busy now.” 
b)    Indirect: Radha said that she was very busy then.  
1.    All inverted commas or quotation marks are omitted and the sentence ends with a full stop. 
2.    Conjunction ‘that’ is added before the indirect statement. 
3.    The pronoun ‘I’ is changed to ‘she’. (The Pronoun is changed in Person) 
4.    The verb ‘am’ is changed to ‘was’. (Present Tense is changed to Past) 
5.    The adverb ‘now’ is changed to ‘then’.  
Tips on Direct and Indirect Speech: 
Tip 1: Conversion Rules as per the Reporting Verb 
When the reporting or principal verb is in the Past Tense, all Present tenses of the direct are changed 
into the corresponding Past Tenses. 
a)    Direct: He said, “I am unwell.” 
b)    Indirect: He said (that) he was unwell. 
If the reporting verb is in the Present or Future Tense, the tenses of the Direct Speech do not change. 
a)    Direct: He says/will say, “I am unwell.” 
b)    Indirect: He says/will say he is unwell. 
The Tense in Indirect Speech is NOT CHANGED if the words within the quotation marks talk of a 
universal truth or habitual action. 
a)    Direct: They said, “We cannot live without water.” 
b)    Indirect: They said that we cannot live without water. 
 
 
Tip 2: Conversion Rules of Present Tense in Direct Speech 
Simple Present Changes to Simple Past 
a)    Direct: "I am happy", she said. 
b)    Indirect: She said that she was happy. 
Present Continuous Changes to Past Continuous 
a)    Direct: "I am reading a book", he explained. 
b)    Indirect: He explained that he was reading a book. 
Present Perfect Changes to Past Perfect 
a)    Direct: She said, "He has finished his food“. 
b)    Indirect: She said that he had finished his food. 
Present Perfect Changes to Past Perfect  
a)    Direct: "I have been to Gujarat", he told me. 
b)    Indirect: He told me that he had been to Gujarat. 
 
 
Tip 3: Conversion Rules of Past & Future Tense 
Simple Past Changes to Past Perfect 
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a)    Direct: He said, “Ira arrived on Monday." 
b)    Indirect: He said that Ira had arrived on Monday. 
Past Continuous Changes to Past Perfect Continuous 
a)    Direct: "We were living in Goa", they told me. 
b)    Indirect: They told me that they had been living in Goa. 
Future Changes to Present Conditional 
a)    Direct: He said, "I will be in Kolkata tomorrow." 
b)    Indirect: He said that he would be in Kolkata the next day. 
Future Continuous Changes to Conditional Continuous 
a)    Direct: She said, "I'll be using the car next Friday.” 
b)    Indirect: She said that she would be using the car next Friday. 
 
 
Tip 4: Changes in Modals 
CAN changes into COULD 
a)    Direct: He said, "I can swim." 
b)    Indirect: He said that he could swim. 
MAY changes into MIGHT 
a)    Direct: He said, "I may buy a house.” 
b)    Indirect: He said that he might buy a house. 
MUST changes into HAD TO/WOULD HAVE TO 
a)    Direct: He said, "I must work hard.” 
b)    Indirect: He said that he had to work hard. 
Modals that DO NOT Change: Would, Could, Might, Should, Ought to. 
a)    Direct: He said, "I should face the challenge.” 
b)    Indirect: He said that he should face the challenge. 
 
Tip 5: Conversion of Interrogative 
Reporting Verb like ‘said/ said to’ changes to asked, enquired or demanded 
a)    Direct: He said to me, “What are you doing?” 
b)    Indirect: He asked me what I was doing. 
If sentence begins with auxiliary verb, the joining clause should be if or whether. 
a)    Direct: He said, “Will you come for the meeting?” 
b)    Indirect: He asked them whether they would come for the meeting. 
If sentence begins with ‘wh’ questions then no conjunction is used as the "question-word" itself act as 
joining clause. 
a)    Direct: “Where do you live?” asked the girl. 
b)    Indirect: The girl enquired where I lived. 
 
Tip 6: Command, Request, Exclamation, Wish 
Commands and Requests 
Indirect Speech is introduced by some verbs like ordered, requested, advised and suggested. 
Forbid(s)/ forbade is used for the negative sentences. The imperative mood is changed into the 
Infinitive. 
a)    Direct: Rafique said to Ahmed, “Go away.” 
b)    Indirect: Rafique ordered Ahmed to go away. 
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c)    Direct: He said to her, “Please wait.” 
d)    Indirect: He requested her to wait. 
Exclamations and Wishes 
Indirect Speech is introduced by some words like grief, sorrow, happiness, applaud. Exclamatory 
sentence changes into assertive sentence and Interjections are removed. 
a)    Direct: He said, “Alas! I am undone.” 
b)    Indirect: He exclaimed sadly that he was broke. 
 
Tip 7: Change of Pronouns 
The first person of the reported speech changes according to the subject of reporting speech. 
a)    Direct: She said, “I am in ninth class.” 
b)    Indirect: She says that she was in ninth class. 
The second person of reported speech changes according to the object of reporting speech. 
a)    Direct: He says to them, "You have completed your job.” 
b)    Indirect: He tells them that they have completed their job. 
The third person of the reported speech doesn't change. 
a)    Direct: He says, "She is in tenth class.” 
b)    Indirect: He says that she is in tenth class. 
 
Tip 8: Change of Place and Time 
Words expressing nearness in time or place in Direct Speech are generally changed into words 
expressing distance in Indirect Speech. 
Now -- then                   
Here -- there 
Ago -- before                 
Thus -- so 
Today -- that day          
Tomorrow -- the next day 
This -- that                  
Yesterday -- the day before 
These -- those               
Hither-- thither 
Come -- go                      
Hence -- thence 
Next week/month -- following week/month 
a)    Direct: She said, “My father came yesterday.” 
b)    Indirect: She said that her father had come the day before. 
c)    Direct: She says/will say, “My father came yesterday.” 
Indirect: She says/will say that her father had come yesterday. (Here the reporting verb ‘says’ is in 
the present tense OR ‘will say’ is in future tense; hence the time expression ‘yesterday’ won’t change.) 
 
Tip 9: Punctuation 
The words that are actually spoken should be enclosed in quotes and begin with a capital letter 
Example: He said, “You are right.” 
Comma, full stop, question mark, or exclamation mark must be present at the end of reported 
sentences and are placed inside the closing inverted comma or commas. 
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Example: He asked, “Can I come with you?” 
If direct speech comes after the information about who is speaking, comma is used to introduce the 
piece of speech, placed before the first inverted comma. 
Example: She shouted, “Stop talking!” 
Example: “Thinking back,” she said, “he didn't expect to win.” (Comma is used to separate the two 
reported speech and no capital letter to begin the second sentence). 
Tip 10: Conversion of Indirect to Direct Speech 
1.    Use the reporting verb, "say" or "said to" in its correct tense. 
2.    Remove the conjunctions "that, to, if or whether etc" wherever necessary. 
3.    Insert quotation marks, question mark, exclamation and full stop, as per the mood of the 
sentence. 
4.    Put a comma before the statement. 
5.    Write the first word of the statement with capital letter. 
6.    Change the past tense into present tense wherever the reporting verb is in the past tense. 
7.    Convert the past perfect either into past tense or present perfect as found necessary. 
Example 
a)    Indirect: He asked whether he is coming. 
b)    Direct: He said to him, “Are you coming?” 
Spot the Errors: Exercises 
Each of the following sentences will contain a mistake in the usage of Direct and Indirect Speech. See if 
you can spot that mistake. 
#1: Direct: The boy said, “I’m happy with my results.” 
Indirect: The boy said that he is happy with his results. (Incorrect) 
Indirect: The boy said that he was happy with his results. (Correct) 
 
#2: Direct: She said, “I have baked a cake.” 
Indirect: She said (that) she baked a cake. (Incorrect) 
Indirect: She said (that) she had baked a cake. (Correct) 
 
 
#3: Direct: He said, “All people have equal rights.” 
Indirect: He said that all people had equal rights. (Incorrect) 
Indirect: He said that all people have equal rights. (Correct) 
 
#4: Direct: Roshni said, “I may meet him here”. 
Indirect: Roshni said that she may meet him here. (Incorrect) 
Indirect: Roshni said that she might meet him there. (Correct) 
 
#5:  Direct: She says, “I will go to school tomorrow.” 
Indirect: She says that she would go to school the day after. (Incorrect) 
Indirect: She says that she will go to school tomorrow. (Correct) 
 
#6: Direct: He said, “She is coming this week to discuss this.” 
Indirect: He said that she was coming this week to discuss this. (Incorrect) 
Indirect: He said that she was coming that week to discuss it. (Correct) 
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#7: Direct: He said to them, “Will you come for dinner?” 
Indirect: He said to them will they come for dinner? (Incorrect) 
Indirect: He asked them whether they would come for dinner.(Correct) 
 
#8: Direct: The teacher said, “Be quiet and listen to my words.” 
Indirect: The teacher said them to be quiet and listen to my words. (Incorrect) 
Indirect: The teacher urged /ordered them to be quiet and listen to his words. (Correct) 
 
#9: Direct: The old man said, “Ah! I am ruined.” 
Indirect: The old man said that Ah he was ruined! (Incorrect) 
Indirect: The old man exclaimed with sorrow that he was ruined. 
 
#10: Indirect: The policeman enquired where we were going. 
Direct: The policeman enquired where are you going. (Incorrect) 
Direct: The policeman said, “Where are you going?” (Correct) 
References: 
 https://academicguides.waldenu.edu/writingcenter/grammar/ 
https://learningpundits.com/jobPreparation/module 
 


