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Foreword

Learn English is a MUST HAVE for students of all levels, new learners, job seekers, professionals,
parents and for all who aspire to master English. Kudos for this stupendous effort, Dr. Deepika Dhand, this is a
book that shall not just grace the bookshelf, but will become a close bosom friend of each proud owner, to be
cherished and oft referred to.

English is the MOST important language as it helps acquire jobs, and Grammar is the most important
component of learning any language. English in itself is a complicated language, and for Indians, since it is a
second language, it proves to be very challenging. Mastering grammar facilitates fluency. The problem in India
today is that students study complicated English grammar rules, memorize the rules, score good marks in
objective/MCQ grammar tests, but do not know how to apply it while speaking or writing the language.

Learn English addresses this lacuna. Simple and systematic, this book helps in learning the techniques of
application of grammar to everyday usage. All the major areas of grammar have been covered conscientiously
and meticulously. The rules of grammar have been explained in a simple concise manner and so made easy to
grasp. The examples and exercises in each segment are interesting and well written. The students will not only
understand the language but also imbibe the feel of the language. Imbibing and internalising a language is very
important and this book facilitates just that. Well researched, this book offers readers all the latest changes in
usage in the language, inflexions that help change the meaning and impact of sentences. The section on
Business Communications addresses a dire need today. The Appendices are very informative and relevant. The
book is also a quick reference guide as it is very precise.

Learn English has a lot to offer. Learning English is the most powerful means to achieve dreams.
Dr. Deepika Dhand paves the way for willing dreamers and travellers, travellers who chose to “hitch their
wagons to the stars”.

Dr. Savita Singh

Department of English
Govt. NPG College Science
G.E. Road, Raipur
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Preface

This book emphasizes the art of arrangement of letters with the correct knowledge of the rules of English
grammar. This book provides reading materials, concepts, techniques, tips, figures, illustrations, practice papers in
English Grammar, Reading and Comprehension and Precis Writing thereby catering to the needs of aspirants for
jobs in banks, defence, government and non-governmental exams.

My practical experience as a English Teacher helped me to understand the problems students face in primary,
middle and higher secondary stage of learning English. The theory and exercises given in this book of English
Language nurtures the elements of listening, speaking, reading and writing (LSRW) skills of English Communication.

The corpus of www.learnenglish.org.in associates the underlying principles of English, by legendary authors
like Wren and Martin, J.C. Nesfield, V.H. Collins changing its approach to suit the requirement of learning English
and Teaching in developed, developing and underdeveloped regions of the world. Accepting English as a global lingua
franca ‘Learn English’ presents a blend to suit the norms of technology in this age of linguistic digital divide.

References and examples are taken from Collins, Webster and Oxford dictionaries. www.learnenglish.org.in
incorporates the usage of British and American English and the new arrival of English words due to external and
internal influences all over the world. Clear and simple explanations of common grammatical patterns in an
academic environment are used in this book to enhance learning in everyday English especially in the South Asian
region. Numerous Appendices, Glossaries and References are given at the back of the book so as to understand its
material easily.

The most important feature are the Reading Comprehension passages in this book. Being able to read fast is
also important, but remember that speed is always secondary to understanding. Tips have been given for exam
preparation as well as for general improvement. No matter what the question, the key is to know what the
passage actually says. All questions are to be answered on the basis of what is stated or implied in the
reading material. The Reading Comprehension passages are accompanied by interpretive, applied and
inferential questions. The questions provided in this section measure your ability to understand, analyze, and
apply information and concepts presented in the written form. First, the given passage should slowly and
carefully be read over at least three times. While answering the questions on the given passage, it must be kept in
mind that the answers must be derived from the passage itself. Sometimes, you are required to give the summary
or the central idea of the passage, which normally should be one-third of the passage.

I have tried to combine all the elements of English Grammar and Composition with an exposition of the
principles and characteristics of Business Correspondence, which is the real need of all aspirants.

The fundamentals of language is essential to its correct application in business life, examiners repeatedly
complain of the scant attention that has, apparently, been given by candidates to the mastery of their mother tongue.
Correct grammar and a good style are as necessary in a business letter as in any other form of composition, obtains
a knowledge of business correspondence and its kindred subjects of précis writing and the drafting of reports.

At the end of each chapter will be found solved and practice test papers, exercises many of which have been
taken from examination papers of universities and professional institutes, to all of whom acknowledgement is due
and is here accorded.

Acknowledgement is also made by the Vice Chancellor, Prof. Byju John, MATS University, Raipur and
Christopher Wong who is associated with Himalaya Publishing House Pvt. Ltd.

Dr. (Mrs.) Deepika Dhand
Director
Training and English Communication
MATS University, Raipur
E-mail: deepikadhand@ymail.com, deepikadhand1961@gmail.com
Blog: https://deepikadhandblog.wordpress.com/
Website: http://www.learnenglish.org.in/
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Articles
1

Articles: ‘A’, ‘an’ and ‘the’ are known as Articles. They are, in fact, demonstrative adjectives.

Kinds of Articles
There are two types of articles:

1. Definite Article
2. Indefinite Article
1. Definite Article: An article which is used to refer to a particular person or thing is known as the Definite

Article.
e.g.: the

2. Indefinite Article: An article which does not refer to any particular person or thing is known as the
Indefinite Article.
e.g.: a, an

A. THE SELECTION OF ‘A’ OR ‘AN’
The selection between ‘a’ and ‘an’ is determined by sound.
Hints:

1. ‘A’ is used before a word beginning with a consonant sound.
e.g.: a boy, a man, a human being, a table, a horse, a yard, a young man, etc.

2. ‘A’ is used before a word beginning with ‘h’ and also with ‘y’ and ‘u’.
e.g.: a horse, a historical novel, a human being, a youth, a year, a yard, a yell, a yellow paper, a young man,

a university, a useful thing, a unit, a European, a uniform, a union, etc.
3. ‘A’ is used before a word beginning with a ‘w’ sound.

e.g.: a one legged sailor, a one man tribunal, a one dollar note, such a one, a one way ticket, etc.
4. ‘An’ is used before a word beginning with a vowel sound,

e.g.: an hour, an honour, an heir, an heir loom, an honourable man, an honest citizen, etc.

B. THE USE OF INDEFINITE ARTICLE
1. The Indefinite Article ‘A’ or ‘An’ is used in the sense of ‘one of a’.

e.g.: I met a friend. (means one of a certain friend)
I read a Novel. (means one of a certain novel)
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2. It is used to represent a whole class or in the sense of all or any.
e.g.: A student should be obedient. (means all or any students)

A doctor must love his patients. (means all or any doctor)
3. It is used to convert a proper noun into a common noun.

e.g.: He is a Raman Singh. (a great political leader)
She is an angel.

4. In certain expressions.

e.g.: a couple a thousand a great number of
a dozen a million a good deal of
half a dozen a lot of a great many
a quarter a great deal of a score

5. It is used in the sense of ‘one’.
e.g.: a book, a pen, a man, a girl, a country, etc.

6. With words ‘little’ and ‘few’.
e.g.: a little milk, a few people, etc.

7. In the sense of ‘every’.

e.g.: 2,000 a month ten rupees a dozen

five rupees a kilo five times a year

8. It is used in exclamatory sentences.

e.g.: what a pretty girl! what a shame!
what a clever boy! what a hot day!

C. ‘A’ OR ‘AN’ IS NOT USED
1. ‘A’ or ‘An’ is not used with a plural noun.

e.g.: dogs, books, girls (not a dogs, a girls, a books), etc.
2. With uncountable nouns.

e.g.: advice furniture knowledge
information scenery work
news machinery business
baggage imagery
luggage poetry

But these words may be used with:
some, any, a little, a lot of, a piece of, a bit of, an item of, etc.
e.g.: some advice, any news, a piece of information, etc.

A knowledge of English is useful. (Correct)
3. The words ‘hair’ and ‘experience’ may be used with or without articles.

e.g.: I used a hair to tie the papers. [not hair]
I have experience in teaching. [not an experience]

BUT - I had an excellent experience yesterday. [not excellent experience]
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4. With material nouns.

e.g.: glass cloth bread wood
wine rice iron coffee
wheat stone tea milk
paper sugar water

5. With abstract nouns.

e.g.: happiness pleasure courage

beauty love intelligence
fear affection hope
friendship wisdom bravery

6. With the names of meals.
e.g.: dinner, supper lunch, breakfast, etc.
But these words may be used with Indefinite Article, when they are particularized.
e.g.: A dinner given by the President of India to the P.M.

Exercise 1

Level – 1 (30 seconds each)
Articles exercises with answers. Choose the right articles a, an or zero article. In the sentences where it is not
necessary to use a or an, choose x.

1. My friend is __________ photographer. Let’s ask him for __________ advice.
2. We had __________ fish and __________ chips for __________ lunch.
3. That doesn’t sound __________ very interesting lunch.
4. I had __________ very bad night.
5. I didn’t sleep __________ wink.
6. She is __________ vegetarian. You won’t get __________ meat at his house.
7. I had __________ nut cutlet and I had __________ indigestion.
8. A travel agent gave me __________ information about __________ hotels.
9. We’d better go by __________ taxi – if we can get __________ taxi at such __________ hour.

10. Do you take __________ sugar in __________ coffee?

Exercise 1

1. My friend is a photographer. Let’s ask him for x advice. 6. She is a vegetarian. You won’t get x meat at his house.

2. We had x fish and x chips for x lunch. 7. I had a nut cutlet and I had x indigestion.

3. That doesn’t sound a very interesting lunch. 8. A travel agent gave me x information about x hotels.

4. I had a very bad night. 9. We’d better go by x taxi – if we can get a taxi at such an
hour.

5. I didn’t sleep a wink. 10. Do you take x sugar in x coffee?



4 The Source of Authenticity in English Grammar and Business Communication

Exercise 2

Level – 2 (30 seconds each)

Choose the correct (and most natural-sounding) response to complete each sentence:
1. They usually spend their holidays in __________ mountains.

(a) the (b) no article (c) a
2. Los Angeles has __________ ideal climate.

(a) no article (b) an (c) the
3. This is __________ best Mexican restaurant in the country.

(a) no article (b) a (c) the
4. I can’t live on __________ 500 dollars a month.

(a) the (b) no article (c) a
5. Someone call __________ policeman!

(a) a (b) the (c) no article
6. Someone call __________ police!

(a) no article (b) the (c) a
7. He is __________ real American hero.

(a) no article (b) the (c) a
8. I don’t like __________ dogs, but I like my brother’s dog.

(a) a (b) no article (c) the
9. I haven’t seen him in __________ five years.

(a) no article (b) the (c) a
10. Kobe Bryant is __________ basketball player.

(a) the (b) a (c) no article

Exercise 2

1. (a) 2. (b) 3. (c) 4. (b) 5. (a) 6. (b) 7. (a) 8. (b) 9. (a) 10. (a)

Exercise 3

Level – 2 (30 seconds each)

Fill in the blanks
1. Did you see __________ man that I told you about?

(a) the (b) a
2. Did you get __________ birthday card that I sent you?

(a) a (b) the
3. He is __________ very good friend.

(a) the (b) a
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4. We ate __________ wonderful meal yesterday.
(a) a (b) the

5. __________ meal that we ate yesterday was wonderful.
(a) The (b) A

6. I have __________ test tomorrow morning.
(a) the (b) a

7. Which shirt do you like? __________ blue one?
(a) The (b) A

8. I have three shirts – a yellow one, an orange one, and __________ black one.
(a) the (b) a

9. You must always tell __________ truth!
(a) a (b) the

10. I cannot understand how __________ person like him can become president.
(a) a (b) the

Exercise 3

1. (a) 2. (b) 3. (b) 4. (a) 5. (a) 6. (b) 7. (a) 8. (b) 9. (b) 10. (a)

Exercise 4

Level – 3 (30 seconds each)

Fill in the blanks
1. I want to buy __________ laptop computer next week.

(a) a (b) an (c) the
2. Can you please go to __________ grocery store on Fifth Street and buy 2 cartons of milk?

(a) a (b) an (c) the
3. Please meet me at the train station in __________ hour from now.

(a) a (b) an (c) the
4. I like to watch tennis on television. It is __________ very good game.

(a) a (b) an (c) the
5. My brother won an award for being __________ best speller in our school.

(a) a (b) an (c) the
6. I couldn’t believe my eyes when I saw __________elephant crossing the road in front of my school yesterday.

(a) a (b) an (c) the
7. Hello, my name is Bob! I haven’t anything to do tonight, so if you’re not busy, would you like to watch __________

movie or something with me?
(a) a (b) an (c) the

8. How much will it cost to go on __________ holiday to Bali?
(a) a (b) an (c) the

9. Can you please help me pick out __________ birthday present for my father?
(a) a (b) an (c) the

10. __________ President of the United States will be visiting Australia next week.
(a) A (b) An (c) The
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Exercise 4

1. (a) 2. (c) 3. (b) 4. (a) 5. (c) 6. (b) 7. (a) 8. (a) 9. (a) 10. (c)

Exercise 5

Level – 3 (30 seconds each)

Fill in the blanks
1. Can I ask __________ question?

(a) a (b) an (c) the (d) –
2. You look very tired. You need __________ holiday.

(a) a (b) an (c) the (d) –
3. Where’s Ann? She’s in __________ kitchen.

(a) a (b) an (c) the (d) –
4. What do you usually have for __________ breakfast?

(a) a (b) an (c) the (d) –
5. Tom is __________ interesting person.

(a) a (b) an (c) the (d) –
6. Goodbye! I’m going to __________ work now.

(a) a (b) an (c) the (d) –
7. John is __________ student. When he finishes his studies, he wants to be __________ lawyer.

(a) a, a (b) an, an (c) the, the (d) –, –
8. Can you open __________ door, please?

(a) a (b) an (c) the (d) –
9. I always learn a lot of things at __________ school.

(a) a (b) an (c) the (d) –
10. Paris is __________ capital of France.

(a) a (b) an (c) the (d) –
11. Where’s Tom? He’s in __________ bed.

(a) a (b) an (c) the (d) –
12. I’m tired. I want to go __________ home.

(a) a (b) an (c) the (d) –
13. Where’s __________ milk? It’s in the fridge.

(a) a (b) an (c) the (d) –
14. I don’t like __________ milk. I never drink it.

(a) a (b) an (c) the (d) –
15. I hate __________ exams.

(a) a (b) an (c) the (d) –
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Exercise 5

1. (a) 3. (c) 5. (b) 7. (a) 9. (d) 11. (d) 13. (c) 15. (d)

2. (a) 4. (d) 6. (d) 8. (c) 10. (c) 12. (d) 14. (d)

Exercise 6

Level – 4 (45 seconds each)

Fill in the blanks
1. Who is __________ girl over there with Mike?

(a) the (b) a (c) a / the (d) no article is needed
2. We need a secretary with __________ good knowledge of English.

(a) a (b) the (d) a / the (d) no article is needed
3. We’re having __________ terrible weather.

(a) a (b) the (c) a / the (d) no article is needed
4. What did you do with __________ stereo I lent you?

(a) a (b) the (c) a / the (d) no article is needed
5. Could you close __________ window?

(a) a (b) the (c) a / the (d) no article is needed
6. My sister lives in __________ London.

(a) a (b) the (c) a / the (d) no article is needed
7. He fell in love with __________ German girl while he was working in Germany.

(a) a (b) the (c) a / the (d) no article is needed
8. Emily is excited about being __________ grandmother.

(a) a (b) the (c) a / the (d) no article is needed
9. Life would be much less stressful without __________ telephone.

(a) a (b) the (c) a / the (d) no article is needed
10. __________ Giant Panda is in danger of becoming extinct.

(a) A (b) The (c) A / The (d) no article is needed
11. Mother is in __________ hospital. She has kidney trouble.

(a) a (b) the (c) a / the
(d) the / no article is needed (e) no article is needed

12. I am studying __________ life of Socrates.
(a) a (b) the (c) a / the (d) no article is needed

13. He said that he wanted to become __________ engineer.
(a) a (b) an (c) the (d) no article is needed

14. She remained __________ spinster all her life.
(a) a (b) the (c) a / the (d) no article is needed

15. We have planted some roses in __________ garden.
(a) a (b) the (c) a / the (d) no article is needed

16. ‘What is that noise?’ ‘I think it is __________ airplane.’
(a) a (b) the (c) an (d) no article is needed
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17. Is there __________ water in the pot?
(a) some (b) any (c) the (d) a

18. ‘Lend me your pen, please.’ ‘I haven’t got __________ pen.’
(a) a (b) the (c) a / the (d) no article is needed

19. __________ whisky is made from barley.
(a) A (b) The (c) A / The (d) no article is needed

20. I think there is __________ butter in the fridge.
(a) some (b) any (c) some / any (d) the

Exercise 6

1. (a) 3. (d) 5. (c) 7. (c) 9. (c) 11. (d) 13. (b) 15. (b) 17. (b) 19. (d)

2. (d) 4. (b) 6. (d) 8. (a) 10. (b) 12. (b) 14. (a) 16. (c) 18. (a) 20. (a)

Exercise 7

Level – 4 (45 seconds each)

Directions: Fill in the blanks with correct Articles.
1. New York is __________ large city.

(a) a (b) an (c) the (d) no article
2. Are you attending __________ reception today?

(a) a (b) an (c) the (d) no article
3. __________ oranges are grown in Nagpur.

(a) A (b) An (c) The (d) No article
4. She wants to become __________ engineer.

(a) a (b) an (c) the (d) no article
5. __________ lion is a ferocious animal.

(a) A (b) An (c) The (d) No article
6. __________ unit means a measurement.

(a) A (b) An (c) No article (d) The
7. He is __________ honest official.

(a) a (b) an (c) the (d) no article
8. Taj Mahal is built of __________ marble.

(a) a (b) an (c) the (d) no article
9. He is __________ European.

(a) an (b) a (c) no article (d) the
10. Let us play __________ chess.

(a) no article (b) a (c) an (d) the
11. I go to Madurai by __________ Vaigai Express.

(a) a (b) an (c) some (d) the
12. He hopes to join __________ University soon.

(a) a (b) an (c) the (d) no article
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13. Let us go to a restaurant and have __________ coffee.
(a) a (b) an (c) the (d) no article

14. It is __________ absurd story.
(a) an (b) a (c) no article (d) the

15. I want to eat __________ apple.
(a) no article (b) a (c) an (d) the

16. __________ Pandiyan Express is very popular.
(a) A (b) An (c) No article (d) The

17. India will become __________ super power shortly.
(a) a (b) an (c) the (d) some

18. Ram was __________ best student in the class.
(a) a (b) an (c) the (d) no article

19. Please give me __________ useful gift.
(a) an (b) a (c) no article (d) the

20. __________ apples I bought are sour.
(a) No article (b) A (c) An (d) The

21. The thief was sent to __________ prison.
(a) a (b) an (c) no article (d) the

22. __________ meat you cooked tasted good.
(a) A (b) An (c) The (d) No article

23. Our city will have __________ university soon.
(a) a (b) an (c) the (d) no article

24. __________ elephant is a vegetarian.
(a) An (b) A (c) No article (d) The

25. This is __________ car I bought yesterday.
(a) no article (b) a (c) an (d) the

Exercise 7

1. (a) 4. (b) 7. (a) 10. (a) 13. (a) 16. (d) 19. (b) 22. (c) 25. (d)

2. (c) 5. (c) 8. (d) 11. (d) 14. (a) 17. (a) 20. (d) 23. (a)

3. (d) 6. (d) 9. (b) 12. (a) 15. (c) 18. (c) 21. (d) 24. (d)

.........
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