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SRS b3a by Ja
triskaidekaphobia

Ay il el ol e Cndl DA e A ine a0a3 SliSay Ja

i liea S aal sl
Triskaidekaphobia
Look at these word parts:
* Tris — three
 Kai — and
* Deka — ten
* Phobia — fear of
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oda LS o) al ) lad

Pneumono having to do with the O pe ABle 4l
lungs
Ultra extreme ol
Micro small a
Scopic looking Gy
Silico like sand Je )l e
volcano Volcano S s
Konis dust e
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Lol L) 4S5 e dlall 3 Ll oy d88a) AN o 5S8 o (K
Lo (e Ofin B GielS G 8o 8 agale aeiay g (DUl

sk e Ul saclicd AIEQ 38 dallaal Al ad) POUs duadi) 5l
Ll bl J Sl ) S Gl e el (f agagd

Bl s (s e Ap 3l Gl Jlee o Dl pal) (e B 8 Can) Gl
Mgy dagal)

Grammar 4 5lan) 42l ao) 8 paida :(ualdd) Juadl)
0] iy &) Gans 4l S o aag (L A Salaiy) ARl sy o 3 e
Cogmy ARl 2ol B o o G A 5aa YL S o) 2 e Y5 R
Al i e eaiie JS 3 latY) A3l ac) B aal ;e

: Miwall £ jLadll [ Present continuous
e 5l 5yl i i Adlal) G gl e Cuaall jeivall ¢ jliadl ardiag
S Ja¥) Alsha Wy Aa) Gl gl (e Caall dapudl ¢l aadii
Al
DS g B e) Y] Chany ¢ ARG o2 i
- It's raining.
- Who is Kate talking to on the phone?
- Look, somebody is trying to steal that man's wallet.
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- I'm not looking. My eyes are closed tightly.

0S4l 2 Y LSl ¢ Al gl b maa ol el oS AbaY) pda i
ashll aal e
* I'm looking for a new apartment.
- He's thinking about leaving his job.
- They're considering making an appeal against the judgment.
- Are you getting enough sleep

il 4 i 50y Qi) 5aaae Ala je B e a) 6K Al bda i
* I'm meeting her at 6.30.
* They aren't arriving until Tuesday.
* We are having a special dinner at a top restaurant for all the senior
managers.
* Isn't he coming to the dinner?

rhy) £ jLadll [ Present simple

Ay ) JaY) Alsha b e ) el jal) e duaall ) £ jliadl aadis
Jan dagas laa il s

Aol a1 el A e Chaati e lia—

* They drive to the office every day.

* She doesn't come here very often.

* The news usually starts at 6.00 every evening.

* Do you usually have bacon and eggs for breakfast?

.oaall e dhaaty s ¢ Lia—
* We have two children.

» Water freezes at 0° C or 32° F.
» What does this expression mean?
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* The Thames flows through London.

A o e Jsan a6 Leosale 5 gl (3ilia e Ciati ¢ Las
* Christmas Day falls on a Monday this year.
* The plane leaves at 5.00 tomorrow morning.

* Ramadan doesn't start for another 3 weeks.
* Does the class begin at 10 or 11 this week?

seliall oda o (e a ) el DI iy 8L el s UlSE e iaati ¢ L
g ol pads Lol g slmall pasis Ll V) ¢ Jal) 6 jual 0585 o (S
ianal
* They don't ever agree with us.
* | think you are right.

* She doesn't want you to do it.
* Do you understand what I am trying to say.

st gl Jaseat) ¢ Jaal) / Present simple or continuous
[t ey ol & jladll
Aalad) sl el ayi-
* He plays tennis most weekends
@laa—
* The sun rises in the east
Jiiadl e By smn Slin-
*We leave at 8.30 next Monday

DS g Joa eliall ;-

* I don't feel very well
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:dal e aatiy el g -
(0¥)) sl i
* Shh, I'm trying to hear what they are saying
Ll Gl o815 Mol gl 8 dagma oLy
* We're looking for a new flat.
Jafiiall aladl) auad
* We're having dinner with them next week .

DAY sl bl
- | don't usually have cereals for breakfast but I'm having some this
morning because there is nothing else.
- | often cycle to work but I'm taking the car this morning because it's
raining very hard.
- I'm thinking about having my hair cut short but | don't think my
husband will be very happy about it.
- My parents live in Washington but I'm just visiting.

t o) &l /Past simple
&l Ll gyl Jsall s el jaY) e dnaall Tl alall aading

; (fz.\.d\

nliall 8 Gl 8 adae Adads e ol ddladiin) LiSer
* She came back last Friday.
* | saw her in the street.
* They didn't agree to the deal.
e e 38 e Cnaall addadnnd Say LS
* She lived in Tokyo for seven years.
* They were in London from Monday to Thursday of last week.
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* When I was living in New York, I went to all the art exhibitions I
could.
o3a Jie gl G juat e addineall Japd) ponlel) Glle anr
* Yesterday
* three weeks ago
* last year
*in 2002
* from March to June
» for a long time
* for 6 weeks
* in the 1980s
* in the last century
* in the past

iwal) 2l [Past continuous
8 AL Ll o Al Jsall s el aY) e Cupaall ) bl aadiius

; (fz.\.d\

nliall 8 Gl 8 Badae Adads e ol ddladiin) LiSar

o bl et Al dpalall a1 e Enaall il oal) aadig-
e

el 1 s e o aLaall 3 yeiceall daleall o 2l & i Ledie Lpaadiios—
a2 Ll cdlapn 438aS Bl Caaall (e Chaaill B a5 LS 1Y (S5 )
() ol

* While I was driving home, Peter was trying desperately to contact
me.

» Were you expecting any visitors?

* Sorry, were you sleeping?

* | was just making some coffee.
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* | was thinking about him last night.
* In the 1990s few people were using mobile phones.

AT o5 gy Latie "Halall o) ja) Cia o) Gl Lgadtius
* | was walking in the street when I suddenly fell over.
* She was talking to me on the phone and it suddenly went dead.
* They were still waiting for the plane when I spoke to them.
* The company was declining rapidly before he took charge.
* We were just talking about it before you arrived.
* | was making a presentation in front of 500 people when the
microphone stopped working.

abeal) gl Jaeal) ~<=ldl/ Past simple or continuous
oaldl b ALK el Y ) el bl dasadl bl i

chaadl oalal aadies (Jlee V) oda Jie (o Caaat Lavie <ld Y alana i
Lol e Cuaall e i Y A5 Hhall s oda

* | lived there for 6 years.

* | only found out a few moments ago.

* | asked her but she didn't know anything.

» The company made 100 people redundant last year.

e &) el o 2S5 Levie b sl oalall axdiil-
* Everybody was talking about it all evening.
* They were really trying hard but couldn't do it.
* | was thinking about you the other day.
* Were you expecting that to happen

66



Guaall jaiiall  oalell aodtiid cdlead) Gudd (4 aad geill (pda aadtus Ladie—
oY) JSal el al) e duaall Tl el 5 "adlall o) ' oo
* It was raining hard when we left the building.
* | was reading the report when you rang.

* He was going out to lunch when I saw him.
* The company was doing well when I last visited it.

3L Jladly)
Aadiiia 4 5ulasyl AL saaall Jldyl U<
* | photocopied the report.
* She faxed it to me.

* They emailed everybody about it.
* | googled my name and got more than 20 000 responses.

i ol Ly (Y (Ll Lgalatl 2 lias V. 53030 JladY1 180 (pe sy Lo llia
408 e (M) ZUad s 13 dde Lgaiany (S
£3La) JadY) o3a leil 3k Jeud o L
DAY Gandl aiag g ledaia 5 Al 6 Lgaa g e Cany 4l () paing i) (iang
B e ae L) Lealain AN (UYLl Leadai Y sy 4
O idl e cBlae a5 Ladie 3ol 33LEN Jlad) o g o el 3kl (saa)
AaS) i Galg cden 8 (Leala ) 255 < jie ol ) Jladl) 028 (i
L aiall e 5 cngdll Jomdl sed 3l (i Lngi of Jal (o clalina s
« stick stuck stuck
* | stuck the photo into my album.
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* set set set
* cost cost cost

* beat beat beaten

* cat ate eaten

* blow blew blown

* throw threw thrown
e drink drank drunk

* sing sang sung

* speak spoke spoken
» wake woke woken

*bend bent bent

* sleep slept slept

* spend spent spent

* bring brought brought
* buy bought bought

* teach taught taught

* have had had

* pay paid paid

* say said said

* come came come
* do did done

* g0 went gone

» show showed show
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alill £ jaall/Present perfect
calall I pealall e el sl ) ko Laxie Gl g liad) axiig

la aladinl dahise el @ Loal 2 51 5 Aty ) 4 syl of 3dasdle s
il ) A ala) () et L ARGV 8 5 op liad)

Uany b bl ald) alasind Qe Jsial) (e XS0 e &y jlaiy) 42l &
ABY) o3

fu Al el e 5l Sl adadil LiSer
* I've broken my watch so I don't know what time it is.
* They have cancelled the meeting.
* She's taken my copy. I don't have one.
* The sales team has doubled its turnover.

yet a8 J ¢ just ,already clalSl axdiu ¢ cay il oald) ) s Lavie-
dah ALY 5 cllad) b

» We've already talked about that.
* She hasn't arrived yet.

* ['ve just done it.

* They've already met.

* They don't know yet.

* Have you spoken to him yet?

» Have they got back to you yet?

) bl e s ks oY U ddladind oSar
* We've been to Singapore a lot over the last few years.
* She's done this type of project many times before.
* We've mentioned it to them on several occasions over the last six
months.
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* They've often talked about it in the past.

o Ever i€l Glle i das amdl ol 8 o)) ) las Lavie—
. never s il
* Have you ever been to Argentina?
* Has he ever talked to you about the problem?
* ['ve never met Jim and Sally.
* We've never considered investing in Mexico

salwal) olil) £ jLaall / Present perfect continuous
i G 5 ald) el ja) el el e sl el 13a iy
T80 WON [P SCI U A A PR T

LAY s, L e Y oSl e o) el B Lad adasia) ke
* Oh, the kitchen is a mess. Who has been cooking?

* You look tired. Have you been sleeping properly?
* ['ve got a a stiff neck. I've been working too long on computer

iy b el oal (el of (S
* I've been learning Spanish for 20 years and I still don't know very
much.
* I've been waiting for him for 30 minutes and he still hasn't arrived.
* He's been telling me about it for days. I wish he would stop.

el Y e e (I oada o oSer
* She's been writing to her regularly for a couple of years.
* He's been phoning me all week for an answer.
* The university has been sending students here for over twenty
years to do work
experience
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5 LU all week « since « for ae Jall Al ¢ ) axiieg L Gle

Gl AL .3 recently <Lately

* 've been wanting to do that for ten years.

* You haven't been getting good results over the last few months.
* They haven't been working all week. They're on strike

* He hasn't been talking to me for weeks.

* We've been working hard on it for ages.

* I've been looking at other options recently.

* He's been working here since 2001

Haiea gl by alill ¢ Laall/ Present perfect, simple or continuous
S Gy ainaall 5 clageadl (ol g Jliaall ¢ Tasesr (38 llia (35 e Llle
ol ity gie LaadS coYAl (g
* They've been working here for a long time but Andy has worked
here for even longer.

* ['ve lived here for 10 years and she has been living here for 12
years.

el 23 sadll axdii ce) Yl e ashill -
* We've been working really hard for a couple of months.
* She's been having a hard time.

Ll 73 saill andis ¢ o) YY) dagn o aghi-
* I've made fifteen phone calls this morning.
* He's written a very good report.

ALY o285 Al ) kil

* I've been reading this book for two months but I've only read half
of it. It's very difficult to read.
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* She's been trying to convince him for 20 minutes but she hasn't
managed to yet.
* They've been talking about this for month and they still haven't
found a solution

* The phone bill is enormous. You've been calling your boyfriend in
Australia, haven't you?
* You're red in the face. Have you been running?

sl =3 gaill aadiii ever « never Gl aadnd laie —

* I don't know them. I've never met them.
* Have you ever heard anything so strange in your life.

bl oalal g alil) ¢ Ll /Present Perfect or Past Simple
Present a)adinY dihide ac) g Lol A8 51 5 Aty ) 4 5ulaiy) 46l o) S
g ) & laty) 40 damal) se) il aaatd s AES) 5 Perfect

Uans b U s past simple alasiud i e Gl (S ) a sty aal) b
e g8l s34

e aaly ol s ) el aY) e uaall ) ool aasiog
.now  aSlll axii s « Then

L alall e ol el el e bk ey adie L) S ¢ Lol
Now Lala Jadiy

D palall Ll dde Y ‘?_a.'abd\ < Jeall sla—
* | first got to know him 10 years ago.
* | started work here in 1989.
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* | had too much to eat at lunchtime.

ealall e an o S L (a8 gall 038 N oY) el -
* 've known him for 10 years.

* I've worked here since 1987.
* My stomach hurts. I've eaten too much.

&= «in 1999 « last year « yesterday , ago :Jie G gll O jnad andius
L) bl

* We spoke to him yesterday.

* He came in a few moments ago.

* We made our last purchase from them over a year ago.
* She joined the company in 1999

.ol ¢ Jladll ae since  <never cever Jie Gl O jual addiii
* ['ve never seen so many people here before.

* Have you ever been more surprised?
* ['ve done a lot since we last talked about it.

OS1 g Ayl Al el 8 Gl g jlmall pe Faddiisall A sail) dia Sl Ol ppmili—
.already just cyet : a5 S eV Lty Bl b el alal aa aadis Lo Wle
* | haven't done it yet. (UK)
* [ didn't do it yet. (US)
* I've just done it. (UK)
* [ just did it. (US)
I've already done it. (UK)
* | already did it. (US)
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kil alall / Past perfect-

L_,,J;\ M}@ﬁc@au\ @oﬂﬁdﬁdhb;wu& klt.).l;ﬂ ‘etd\ @aw\ e.lilu.'\

coaladl el e aed ) el 8 AL (e g )
* | hadn't known the bad news when I spoke to him.
* I checked with the supplier and they still hadn't received the
contract.
* She had already told him before I got a chance to give him my
version.

» The company has started the year well but was badly hit by the
postal strike.

radl Gt oo Jsi Ladie ol Jagl) bl Hladid 5y L Glle
said / thought / believed

* He told me they had already paid the bill.
* He said he believed that John had moved to Italy.
* | thought we had already decided on a name for this product

il Ul alall/ Past perfect continuous

23l 28 i pall o)) ) il i) S ol aadies o
* It was a good time to invest. Inflation had been falling for several
months.
* Before I changed jobs, I had been working on a plan to reduce
production costs.
* We had been thinking about buying a new house but then we
decided to stay
here.

AT e Gipan (i Goa Le e 3 J sl Lgeadiius —
- It had been snowing for a while before we left.
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- We had been playing tennis for only a few minutes when it started
raining.
- He was out of breath when he arrived because he had been
running.

Lkl 8 cld L) e ¢3LY) e Lgaadiiu
We use it when reporting things said in the past.
* She said she had been trying to call me all day.
* They said they had been shopping.
* ] told you I had been looking for some new clothes

alall 28l 423l ja/ Past tense review
e o5 i g laa sVl s el oY) e Cpaall hapd) bl alasind e
coalell 8 AlaSa

= I left school when I was sixteen.

= I was very happy then.
* He told me all about his childhood.

5l ¢ paiad A Apalall aall e Enaall el sl alasi) WiSar-
el e
» While I was driving home, Peter was trying desperately to
contact me.
* [ was thinking about him last night.
* [ was walking in the street when I suddenly fell over.

ol ealal e sl gl Ui o b Laxie il g liaal alasiu) LSy —

.l
* I've broken my watch so I don't know what time it is.
 She hasn't arrived yet.
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» We've been to Singapore a lot over the last few years.
» Have you ever been to Argentina?

bl o) a) § el sa) e caaill ' i) il g ladl aladtil Sar
O ON [ RCI U W N UV T PR NI A PRSI
* You look tired. Have you been sleeping properly?
* I've been waiting for him for 30 minutes and he still hasn't

arrived.
* He's been phoning me all week for an answer

O calal 8 Ak 0 s Lee Gupnall Taval) Al sl oo LiSa -

calall b el e ae Ak ) oalal) Ak e e ol Yk DA
* I hadn't known the bad news when I spoke to him.
* I thought we had already decided on a name for this product

) sl b kil il S aalal) olasil LiSer
* We had been thinking about buying a new house but then we
decided to stay here.
» It had been snowing for a while before we left.
» She said she had been trying to call me all day.

Going to-
JI&a 4 dlia Jy el alaty) 4allL as) g Jifiee ey 51 future tense aa s Y
.going to 4eadiial) Gl (a5 ¢ Jafinall (1a
cdiiiall Al e Gl oy i Leaie goINg to AalS aadiing
* I'm going to see him later today.
* They're going to launch it next month.

76



* We're going to have lunch first.
* She's going to see what she can do.
* I'm not going to talk for very long.

c il sl 8 06 o) Gaagy Y ddasd) pda o AN
* When I retire I'm going to go back to Barbados to live.
* In ten years time, I'm going to be boss of my own successful
company.
oY ) e A e Bl g AE 3y 5 Ladie GOING O aadfiuwl
* Look out! That cup is going to fall off.
* Look at those black clouds. It's going to rain soon.

* These figures are really bad. We're going to make a loss.
* You look very tired. You're going to need to stop soon.

.going 4.lS going to Jlaiul WiSa
* I'm going out later.
* She's going to the exhibition tomorrow.

Will — future

a1 5 (il b o Will RS o Gand) Sl

oy Will aasis Ulal s ewill Jsti of WiSay ¥ Jiiall e &3 Ladie Ulal
iiall e Eat Y

5aSe Ll s A Adiiaall Gaal) e cuaall will pladi Wik —
* The sun will rise over there tomorrow morning.
* Next year, I'll be 50.
* That plane will be late. It always is.
* There won't be any snow. I'm certain. It's too warm.
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AieY) Jzaal  perhaps , maybe , probably , possibly cawai L Glle—

I'll probably come back later.
* He'll possibly find out when he sees Jenny.

* Maybe it will be OK.
* Perhaps we'll meet again some day.

.I hope 4§ 1think e WillAalS aaaiis L Glle -
* I think I'll go to bed now.
- [ think she'll do well in the job.
- [ hope you'll enjoy your stay.
* | hope you won't make too much noise.

Ol 3l sagan Ak 1) 58 b a8 "will” Al aadis ol -

Ll i 50
Bye. I'll phone you when I get there.

* I'll answer that.

* I'll go.

* [ won't tell him. I promise.

: Going to or will
Jss dapmaa Ll aiies 0 L) ) Jiid) @ilia e Gaatl) 4y 5 Laxie
o Wil pasiins Wils ¢ Jaiall
The President will serve for four years.
* The boss won't be very happy.

* I'm sure you'll like her.
* I'm certain he'll do a good job.
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probably , e il el aadiuiud «Jiiall e Gla oSl (K5 A113) -
.possibly , Ithink, I hope
* I hope you'll visit me in my home one day.
* She'll probably be a great success.

* I'll possibly come but I may not get back in time.
* | think we'll get on well.

s ¢ Jad) gl 3 A0 ) 0 e 500 Jasy a5 <€ 1) -
. 'going to'.
- Not a cloud in the sky. It's going to be another warm day.
- Look at the queue. We're not going to get in for hours.
- The traffic is terrible. We're going to miss our flight.
- Be careful! You're going to spill your coffee.

JAD e cimally MR 3 ae "will", axdiul ) dlad) daal s

.going to  aadnud
* I'll call Jenny to let her know. Sarah, I need Jenny's number. I'm
going to call her about the meeting.

* ['ll come and have a drink with you but I must let Harry know.
Harry, I'm going to have a drink with Simon.

: Jiianall A0l gz 3Ladd
el L oLl Jadlly iy 3 oLt e Gunall et sl aadios
* I've got my ticket. I'm leaving on Thursday.
* I'm seeing Julie at 5 and then I'm having dinner with Simon.
* He's picking me up at the airport.
* The company is giving everyone a bonus for Christmas
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L alasind LiCey i) Lahall e duaati Lovie (il sall (o auall i
Lo @lligh ¢ il g jlianll padins Lavie ¢elld aa s cdifionall 5 yainnal) jualal)
adlly @ 3 s 5 b ) 8 e ST
* I'm going to see him./I'm seeing him.
* I'm going to do it./I'm doing it.
O o 5 Jiial) 8 ) e Cuaall lapall ¢ liadl aadiu ¢l -
il g jlaal pladiud Lad WiSays " i) s
* My plane leaves at 6 in the morning.
* The shop opens at 9.30.
* The sun rises a minute earlier tomorrow.
* My plane is leaving at 8.30.

* The shop is closing at 7.00.
* The sun is rising at 6.32 tomorrow.

s AT el adiu) Will

Jiiedll ) = pmse ppis Will La -
- If I speak to her, I'll tell her about it.
* I'll probably visit Sue when I go to Oxford.
- Next birthday she'll be 32. Or so she says

el cigl 8 Gaas ) Slaal) ) will A i ls -
* The car won't start.
« [f that's the phone, I'll get it.
* Will you have another cup of coffee?

AW 88 o A 5l el Cangdl ()5S bl will aadii Laxie—

80



* My baby won't stop crying. I've tried everything and I'm really
exhausted.

* [ am the boss. You will do as I say.

* [ need quiet to write this but he will keep on talking to me. I wish
he would leave me alone.

oasnl s el 5 el V15 cldlall will Al aadig-
* Will you give me a hand?
» Will you please take a seat?
* Will you have some cake?
* I'll help you.

langl o I sl will sadiue
- Il do it at once.
- I'll phone him back immediately.
- | won't forget this.
- I'll get my own back some day.

salall will aadius-
* A cat will always find a warm place to sleep.
* My car won't go any faster than this.

madll Will padii—
* I expect he'll want us to get on with it.
* The phone's ringing. That will be Mark.

Shall
Gl b dals a4 laiy) Al 3 Sie JSE Shall 4dS axaies ¥

AS ) A ey
el llaly cla) S 5 ia g jad) msil Lgaladind o

* What time shall we meet?
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» Shall we vote on it now?
* What dress shall I wear?
* Shall I open the window

¥ / The imperative
il plac) Wi
. Take that chewing gum out of your mouth.

. Stand up straight.
3. Give me the details

N —

claglal ¢ UaeY Lgaladind WiSar
. Open your book.

. Take two tablets every evening.
3. Take a left and then a right.

N —

550 ] Lgaladiind WiSer
. Come in and sit down. Make yourself at home.

. Please start without me. I'll be there shortly.
3. Have a piece of this cake. It's delicious

N —

i) 5 ekl e Lo adind Wiy —
. Push.

. Do not use.
3. Insert one dollar.

N —

@Jﬁcﬁdjmﬁﬂ@\m‘ Lkay —
. Speak to him. Tell him how you feel.

. Have a quiet word with her about it.
3. Don't go. Stay at home and rest up. Get some sleep and recover

N =
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- do Jadl) &l A3 (e Bdea Lelan (Sar
* Do be quiet.
* Do come.
* Do sit down.

Jsgaall Al / The Passive-

& swasall 4 i g Le sl Tadall 3 gail) i
*] speak English every day at work.
* | repaired the flat tire on the car.

e oy A Le Jgitd oLt 5 ulall oy e Jsiil bl 23 gl i
* English is spoken here.
* The car is being repaired.

o) aYL Al e e Y Ladie bl 23 gaill padts
The car was damaged while it was parked on the street.
* The shirts were made in Turkey.

el (e aal Jadll 06 Latie ) 23 sail) aadi (s
* It was approved by Gerry last week.
* | was informed by the Human Resources Manager only two days
ago.

:The -ing form
*Smoking is forbidden.

* | have a long working day.
* | don't like dancing.
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05 Y o 0 a8 e Jie 4aladind B Ladie—
» Marketing is a very inexact science.
* The marketing of the product will continue for a few months yet.

noun phrase "iwesd 5 e’ o 15 ja Lol o5& o oRar
* Speaking to an audience is always stressful.
* Swimming after work is very relaxing.

Aantl) A 50a i) b aasid Y W 5 cuan ) A laty) B aadios dageal) oa-
* I'm angry about his missing the meeting.
* Do you mind my coming?

(a-wY\ d._é—ing CJ}A—\S‘ e\JSL.u\ Ol ¢ daaS-
* | was met by a welcoming party at the airport.
* Let's go to the meeting room.

* Before leaving, you need to speak to Sarah.
* After discussing it with her, I've changed my mind.
* Instead of feeling sorry for yourself, do some work for charity.

Aafi—ing QB e i aSto il ladie—

* [ don't object to working this Sunday.
* I'm looking forward to seeing him again.
* I'm used to working long hours.

ailal) el e el s ¢ ing—dad " Cile sana (ga aall Sllia-
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* | admit telling her.

* [ appreciate having the raise.

* [ avoid speaking to him.

* | consider blowing your nose in public to be wrong.
* | delayed coming until the last possible moment.
* He denied telling her.

* | detest going to parties.

* | enjoy dancing.

* | feel like having a party.

* ['ve finished writing the report.

* ['ve given up going to the gym.

* | can't help thinking about it.

* | can't imagine ever leaving this company.

* | don't mind doing that.

* He put off talking to her as long as he could.

* | can't stand drinking beer.

Oy 815 Adlide Ay S vad daa J L) JedY) Gan £ L oSar
ASLAY o Sladll amy @b, ddbiaa

* | stopped smoking last month. (I no longer smoke.)
* | stopped to smoke a cigarette. (I stopped what I was doing and
had a cigarette.)
* [ remember telling him. (A memory of the past.)
* | must remember to tell him. (Something to remember for the
future.)
* I'm interested in finding out more details. (Interested about the

future.)
* | was interested to read his report. (Interested in the past.)

L 5 ¢ nall iy (K15 cing o aaall drpa L) JedY) (s ot of (Ser
PP I | I T
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I love to go shopping.

* I love going shopping.

* I'm afraid to fly.

* I'm afraid of flying.

* | started to learn English 5 years ago.
* | started learning English 5 years ago.

Can

Hdm;\y‘n u‘; Qz.p;ﬂ HM‘I (‘ﬁ . C)A-.\_
* Can you do that?
* | can't manage to do that.
* You can leave your car in that parking space.
* You cannot smoke in here.

s ixall udi Legl s cannot ccan't cAalull = 3ladll (e e sh aa g JaaY-
308l e US can padiug gad
* | can speak French.
* ] can't drive.

may e Laf st o)) e Jgaall alb 8 can 4alS axdiu oo
e el QB Aaany S Ll i al 13

* Can [ speak to you or are you too busy?

* You can use my phone.
* You can't come in.

Glagdadl) g Slllall g pia g 2ll A can podiud oai—
* Can [ help?
* Can you give me a hand?
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* When you finish that, you can take out the garbage.

cerclgad dlgrans () il padis (V) Gasd oLl e Eihate
* | can smell something burning.
* Can you hear that noise?
* | can't see anything,.

must s 'can't (uSe s el can't aadiug Y-
* You can't be hungry. You've just eaten.
* You must be hungry. You haven't eaten anything all day.
* He was in London one hour ago when I spoke to him. He can't be
here yet.

Could
i) jualall sl ge Enaall Could el Aot Koy

can (< 4l Could-
When I was living in Boston, I could walk to work.
* He phoned to say he couldn't come.
* | could see him clearly but I couldn't hear him and then the
videoconference line
went dead.

o3¢) Can aladinl Loaf Wi€ey 4 ae cdudge il 4@l Could padiiai—
g ST Could o815 e

* Could you help me, please?

* Could you lend me some money?
* Could I have a 1ift?

* Could I bother you for a moment?

87



Jad Y ) i 13g8 il o3a e 3l 3 Could 4l Liaxatiud 13-
el

can Jsi of Juadl cpeb ccallall e il o 13-
* Of course I can.
* I could help you if it's really necessary but I'm really busy right
Now.
* [ could lend you some money but I'd need it back tomorrow
without fail.
* [ could give you a lift as far as Birmingham

might Jixe 43 g g kil Jaal) e Cuaall Could aadiui-
e [t could rain later. Take an umbrella.
* He could be there by now.

* Could he be any happier?
* It could be Sarah's.

may / might
et Vo Lo aa ) ey 138 081 () llal "may" ALK aladin) Likay

Aol 8 laiall & laiy) ARl 3 olad) e S
May I borrow your pen?
* May we think about it?
* May I go now?

- < "(5““C‘)35\y umaynuse:u- .

* It may rain later today.
* I may not have time to do it today.
* Pete may come with us
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dsas VLI of ofan el asay )5 LN "may” AulS axdiu
oo il Jm Jlaial

* She might be at home by now but it's not sure at all.
* It might rain this afternoon.

* | might not have time to go to the shops for you.

* I might not go.

: might have saaius ol 4

* He might have tried to call while I was out.
* | might have dropped it in the street.

:Should
3 bl anx@il should AalS aadtis

* You should speak to him about it.
* He should see a doctor.
* We should ask a lawyer.

Apag § gl elacy should 4al aadiw

* He should resign now.

* We should invest more in Asia.

* They should do something about this terrible train service.

'Should' expresses a personal opinion and is much weaker and more

must , have t0 (e dpasd S5 Conal a5 adl gl ) 0o jixi Should
| think &u\ﬁ@ﬁgu@&} ¢
* | think they should replace him.

* I don't think they should keep the contract.
* Do you think we should tell her.
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a1 e ¢3LY)" 22 should AalS aladind LSy

* He demanded that we should pay for the repair.

* She insisted that she should pay for the meal.

* | have proposed that he should take charge of the organization.

* The committee recommends that Jane should be appointed.

* We have suggested that Michael should be given a reward for his
hard work

should <aia (3 5k (e Ll dusii ¢ o8 8 Uoad (Sl o ¢ Glld pag
ke i Bl 038 () saney il mas ¢ O alaiial 5
He demanded that we pay for the repair.
* She insisted that she pay for the meal.
* | have proposed that he take charge of the organization.
* The committee recommends that Jane be appointed.

* We have suggested that Michael be given a reward for his hard
work.

Laaall Hiia g dlaias tfie cddlidall Clicall axy should 4l aladia) ik
Ualia iy 2

* It's funny that you should say that. I was thinking exactly the same
thing.
* [t's interesting that they should offer him the job. Not an obvious
choice.
« It's natural that you should be anxious. Nobody likes speaking in
public.
* Isn't it odd that he should be going to the same tiny hotel? What a
coincidence.
* It's strange that you should think so. Nobody else does.

an Al Levie 5l e il
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* What a fantastic present. You really shouldn't have.

A jeliad e ashll
* You should have seen the look on her face when she found out
that she had got the promotion.

als ;‘;.ﬂ\ & gaa allais) o 5S8 Ladie should PRENI
* If you should happen to see him before I do, can you tell him that
I want to speak to him urgently?
* [f there should be a problem, just give me a call and I'll sort it out.
* [f anyone should ask where I am, say I'm in a meeting.

Must or have to
om G Lo Gad @lia o e oy o Wl LY must Gl Hadiud LS
Al sl Gl AN ey e ol Balaie cilalitiuly o 68
* There's no heating on. You must be freezing.
* You must be worried that she is so late coming home.

* | can't remember what I did with it. I must be getting old.
* [t must be nice to live in Florida.

13¢d qmust AalS andiis Ladie, (o 8 o) Bl e el must dalS L PREG
O S5all Gas) Viysem o) NI Jaad dpead sl Gyl ey of Bale iny
(P ) e 38 uaasal
* | must go to bed earlier.
* They must do something about it.

* You must come and see us some time.
* | must say, [ don't think you were very nice to him.
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138 have to aaiiu Laxic 5 4 o) 51l (e il have to aladind Lol LiSa,

L ol V) et daa JAl Gy s o S Lesale
* | have to arrive at work at 9 sharp. My boss is very strict.
* We have to give him our answer today or lose out on the contract.
* You have to pass your exams or the university will not accept you.
* | have to send a report to Head Office every week.

have toize; have got to padius Le Llle ¢dyillay ) 4, julasy) 22l 8

* I've got to take this book back to the library or I'll get a fine.
* We've got to finish now as somebody else needs this room.

must Jie 48 Gl 530 e Euasll will have to Ly aadius
* I'll have to speak to him.
* We'll have to have lunch and catch up on all the gossip.
* They'll have to do something about it.
* I'll have to get back to you on that.

ARl s yuaa Gl Gany oS Al JIKEY) G BBl d ¢ g5 LS

bl all 8 S 5 ellia ¢ elld ey, Aall Adda
« We use 'mustn't’ to express strong obligations NOT to do
something.
* We mustn't talk about it. It's confidential.
* I mustn't eat chocolate. It's bad for me.
* You mustn't phone me at work. We aren't allowed personal calls.
» They mustn't see us talking or they'll suspect something.

J a3l gl oY ad <3 haven't got to 4 don't have to aadius

By pa
* We don't have to get there on time. The boss is away today.
* [ don't have to listen to this. I'm leaving.
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* You don't have to come if you don't want to.
* He doesn't have to sign anything if he doesn't want to at this stage.
* [ haven't got to go. Only if I want to

by & &34 [ Zero conditional

dle S (S5 (e s od e i Y Laxie
* I[f you visit London, go on the London Eye.
 If unemployment is rising, people tend to stay in their present
jobs.
« [f you've done that, go and have a coffee.
* When you go on holiday, take plenty of sun cream. It'll be very
hot.
* When I'm concentrating, please don't make so much noise.
* When I've finished an article, I always ask Kate to read it through

ifnot xe (udi a2t Unless
* Unless he asks you politely, refuse to do any more work on the
project.
* Unless prices are rising, it's not a good investment.
* Unless you've been there yourself, you don't really understand
how fantastic it is.

J&¥ Ja&l [ The first conditional
caand o daiaall (g 2 Aliisd) a1 e Cuaall G5V da il aadi oas
* [f we take John, he'll be really pleased.

* [f you give me some money, I'll pay you back tomorrow.

* [f they tell us they want it, we'll have to give it to them.
* [f Mary comes, she'll want to drive.
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Adbiae Adla JISET ae " Al Aot Koy
If I go to New York again, I'll buy you a souvenir from the Empire
State Building.

* [f he's feeling better, he'll come.
* [f she hasn't heard the bad news yet, I'll tell her.

will J 4l=yl going to e future s 53 of (Sa
* If I see him, I'm going to tell him exactly how angry I am.
* If we don't get the contract, we'll have wasted a lot of time and
money.

must 5 can e future o siad o e
* If you go to New York, you must have the cheesecake in Lindy's.
* If he comes, you can get a lift home with him.

gjl;“d\ b ;4 /Second conditional

Aol il sl e Cynall S oyl axdind
* If we were in London today, we would be able to go to the concert
in Hyde Park.
* [f I had millions dollars, I'd give a lot to charity.
* If there were no hungry people in this world, it would be a much
better place.
* If everyone had clean water to drink, there would be a lot less
disease.

was (s were b pill # 3 gaill axdiui |/ hef she /it 2
If she were happy in her job, she wouldn't be looking for another
one.
* If I lived in Japan, I'd have sushi every day.
* [f they were to enter our market, we'd have big problems.

94



B piall aadil Blle andiiy A If | were you gz 3 sail) JaaY
* If I were you, I'd look for a new place to live.
« If I were you, I'd go back to school and get more qualifications.

"Aldad) e’ Gl sall e Enaall Uad G Ja il axdiay
* If I went to China, I'd visit the Great Wall.

* If I was the President, I'd reduce taxes.
* If you were in my position, you'd understand.

Yy Craniall Gl pas ety e Lle 5 805 SV Tl oy JLEaY) of s
Lol e

* Otto — If I win the lottery, I'll buy a big house.

* Peter — If I won the lottery, I'd buy a big house.

* Otto — If I get promoted, I'll throw a big party.

* Peter — If I got promoted, I'd throw a big party.

* Otto — If my team win the Cup, I'll buy champagne for everybody.

* Peter — If my team won the Cup, I'd buy champagne for

everybody.

aiall bl dapd) bl e g ga o Say if 5 ke of sl
« If I was still working in Brighton, I would commute by train.

* [f she were coming, she would be here by now.
« If they were thinking of selling, I would want to buy.

"may". s "would" "could" e 53 ) Sy At )l Alaal) of LaaY
* If T had the chance to do it again, I would do it differently.

* If we met up for lunch, we could go to that new restaurant.
* If I spoke to him directly, I might be able to persuade him.
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A8 glate Cual g dgiaa "I 55l 050 el (x4 U LaY
* What would I do without you? ("if you weren't here")

* Where would I get one at this time of night? ("if I wanted one")
* He wouldn't agree. ("if [ asked him")

¢l b &Y /Third conditional
ald) bl LY Miland Gyl e Enaall BN oyl aladid e

* If I had worked harder at school, I would have got better grades.

* If I had had time, I would have gone to see him. But I didn't have
time.

» If we had bought that house, we would have had to rebuild the
kitchen.

* If we had caught the earlier train, we would have got there on time
but we were late.

might J could § will e 53 o) (Say Lt )l Aleal) of LaaY
* [f I had seen him at the meeting, I would have asked him. (But he
wasn't there so I didn't.)
* [f I had seen him at the meeting, I could have asked him. ( But he
wasn't there so it wasn't possible.)
* If I had seen him at the meeting, [ might have asked him. (But I'm
not sure.
Perhaps if the opportunity had arisen.)
« If I had paid more attention in class, I would have understood the
lesson.

A8 shaie G g dgiaa if 5 le o 5S5 glal) a8 4 Gl Loy

* I'd have done it. ("if you had asked me but you didn't.")
* [ wouldn't have said that. ("if I'd been there.")
* He wouldn't have let him get away with that. ("if he had tried that
with me.")
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4.1 /Wish
LSl ('l want to' Al it | wish 3alS w3 o oSay cJguadl & Jall e Tal
Lol J8 5 dany S

* | wish to make a complaint.
* | wish to see the manager.

Al il apfil sl ae wish 3 alasiu) Ul ey,
* [ wish you all the best in your new job.
* We wish you a merry Christmas.

aladiul elle amy oJad plasiuly dplall il a8 e i Levie 4d aaY

wish sl s hope
* We wish you the best of luck.
* We hope you have the best of luck.
* | wish you a safe and pleasant journey.
* | hope you have a safe and pleasant journey.

$La) §sS f ag W) J o) sa wish 1 a5 plasau) ld celld aa
Al sl iy ol Ll 5 ¢ agle o Lee dabid
* [ wish I was rich.

* He wishes he lived in Paris.
* They wish they'd chosen a different leader.

g Jhad o' paldl 8 5 s [ wish a3 g ) Jedl) o LY
olinal 3illal
* I'm too fat. I wish I was thin.

* [ never get invited to parties. I wish I got invited to parties.
« It's raining. I wish it wasn't raining.
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* | went to see the latest Star Wars film. [ wish I hadn't gone.
* I've eaten too much. I wish I hadn't eaten so much.
* I'm going to visit her later. [ wish I wasn't going to visit her later.

S iy will ot LiCay Y eJiial) b Gos will G i Laxic

-hope

* There's a strike tomorrow. I hope some buses will still be running.
* | hope everything will be fine in your new job.

Had better
b shall afil 10 50 raddl La ) ALYL " had better padiig (as
Al aaiie Ll V) ¢ "have" 1 Giladl JSal a "had" 3aS of e st ) e
Jiall g palall li s ) sl wai) Juadl J<2"had”

* You'd better tell her everything.

* I'd better get back to work.
» We'd better meet early.

had better not s L) JS&

* You'd better not say anything.
* I'd better not come.
» We'd better not miss the start of his presentation.

Aalad) (a8 gl a5 Baane i) ga (L 5 piiad) maiid had better axdiug s
should alaaind dlie Ciny calall (il pal e Gaandl) 3 i i 13

* You should brush your teeth before you go to bed.
* | shouldn't listen to negative people.
* He should dress more appropriately for the office.

should e\.l:.tu\ LiA.iij ‘)SAAS\ UAE ¢3daa us\},q UL:‘-’ 3) =) (‘33-’ Leic
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* You shouldn't say anything.
* [ should get back to work.
* We should meet early

agail ¢l 4y o113 4y #) 58 @la chad better axaius Laxie @lly aa g
* You'd better do what I say or else you will get into trouble.
* I'd better get back to work or my boss will be angry with me.

» We'd better get to the airport by five or else we may miss the
flight.

Used to do <Used to
Gy amy Al Ky o) 8 aUatl s o 3 e Used to 4l aadius

* [ used to smoke a packet a day but I stopped two years ago.

* Ben used to travel a lot in his job but now, since his promotion, he
doesn't.

* [ used to drive to work but now I take the bus.

S aay o S a1 6 8 L Learins

* There used to be a cinema in the town but now there isn't.
* She used to have really long hair but she's had it all cut off.
| didn't use to like him but now I do.

to get used to doing s to be used to doing (= Used to do «alid,
4 oL e 1aline oS4

ges Lu..u: ol g Ganla Lm dla o J &l to be used to doing A< PREGI
(gle

* I'm used to living on my own. I've done it for quite a long time.
* Hans has lived in England for over a year so he is used to driving
on the left now.
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* They've always lived in hot countries so they aren't used to the
cold weather here.

daailly gole ¢ 5§ Adee e Guaallto get used to doing axiiu g
A&

* | didn't understand the accent when I first moved here but I
quickly got used to it.

* She has started working nights and is still getting used to sleeping
during the day.

* | have always lived in the country but now I'm beginning to get
used to living in the city.

1 4 7 sk /Asking questions
a5 el 1 slaialy a4 3daty) ARl ABLY) -l Al sac )

(Y sl Jadll 5 g a4l
* It is snowing. = Is it snowing?
* He can speak German. = Can he speak German?
* They have lived here a long time. = Have they lived here a long
time?
* She will arrive at ten o'clock. = Will she arrive at ten o'clock?
* He was driving fast. = Was he driving fast?
* You have been smoking. = Have you been smoking?

to do J=all (e 1e 3 e;&.’m\ e lia Jad dlla S (J 13l
* You speak fluent French. = Do you speak fluent French?
» She lives in Brussels. = Does she live in Brussels?
* They lived in Manchester. = Did they live in Manchester?
» He had an accident. = Did he have an accident?
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A8y ylal) ity ) gaal) Ll e ALY alans o) a)
* How often does she use it?
* Why don't you come?
* Where do you work?
* How many did you buy?
* What time did you go?
* Which one do you like?
* Whose car were you driving?

;Ul.u{}” 534 ‘_g Jaj\ d}); GA}ALAY
* Who did you speak to?
* What are you looking at?
* Where does he come from?

2 ALY ¢ sk /Asking questions
¢Jsm 7 shaly b il ALY & jha A€ 8 Lk ARG (e il andl)
Y ae bl Jadll 5 g sumgal) i 5 alis Luils

* Where is Johnny?
* Has he found it yet?

e ¢l 131 t0 o Jadll (e 15 5a w23l ¢ aclue Jad cllia oS a1 13
* What time did he arrive?
* How often do you play tennis?

J Do you know...? Js& 1,8 ecila glaall e Jlus Ladie cclld oy
Ui S0 g5 il e 4l o3a €....Could you tell me
Mie ccaliag QL (i 5 o aal
* Do you know where Johnny is?
* Have you any idea if he has found it?
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S «do, does, did aaaiw Y Ll Lay

* Could you tell me what time he arrived?
* Would you mind telling me how often you play tennis?

s S LIS Helay ¥ (o < 13 s
*Has he done it? = Do you know if he has done it?
* [s it ready? = Can you tell me if it is ready?

Gl Bay AL e LY v L (a8 i) (e daaas

teabal) ) Jedll ey clgie ¢3LY1 S A Al
* What are you doing? = He asked me what I was doing.
* What have you done about it? = He asked me what I had done
about it.
* Do you work with Pamela? = He asked me if [ worked with
Pamela.

JIsed) clade/ Question tag

Bl ARU) 8 Cpad (S5 48 ghaiall &y lady) ARD 8 L) aadis opa
Al 4 o)

Bliadl & gy Galaia oYU Y (it dll ol Ay L0 s Al cand L
Aa gide Lol e

* It's beautiful, isn't it?

» He has been, hasn't he?

* You can, can't you?

* It must be, mustn't it?

* You know him, don’t you?
» He finished it, didn't he?

» He will come, won't he?

* [t isn't very good, is it?

* It hasn't rained, has it?

102



* It can't be, can it?
* Jenny doesn't know James, does she?
* They didn't leave, did they?
* He won’t do it, will he?
pda JaaY
* There isn't an ATM here, is there?
* Let's have a cup of coffee, shall we?

racbual) Jadll i aadtind o)l
* [t's beautiful, isn't it? ~ Yes, it is. I think it's fabulous.
« It isn't very good, is it? ~ No, it isn't. In fact, it's terrible.

A W Lealaind Jal e ¢ Al g 1aa dassy 20l il o (e a2 ) e g
S J i jlaa g e law Glﬁ;ﬁvﬂl'ﬂ, el & L’jg__x;,g‘ AGaladll

Jsiia ods/ Reported speech
A Osiat ol Sk G AY) Al LIS S Lexie Jgiiall DISY padiio
* He says he wants it.
* We think you are right.
* I believe he loves her.
* Yesterday you said you didn't like it but now you do!
* She told me he had asked her to marry him.

* | told you she was ill.
* We thought he was in Australia

e Y Ll el o lad) o dafiadl ) pualall e gl oLl e il e
e
» He thinks he loves her.

* I'll tell her you are coming.
* He has said he'll do it.
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e b ad Jan of Jsla il ¢ bl 3l (i alli Lo (el J 5 Laie
Lo

* You look very nice. = I told him he looked very nice.
* He's working in Siberia now. = She told me he was working in
Siberia now.
* Polly has bought a new car. = She said Polly had bought a new
car.
* Jo can't come for the weekend. = She said Jo couldn't come for the
weekend.
* Paul called and left a message. = He told me Paul had called and
had left me a message.
* I'll give you a hand. = He said he would give me a hand.

Ay jie Joall (il ol 8 ol 84l s o g s eal e s
Il
"The train doesn't stop here."

* He said the train doesn't stop here.
* He said the train didn't stop here.

"I like Sarah."
» She said she likes Sarah.
» She said she liked Sarah.

Alaall b s Al S s Ulal Lule (8 Lo ge gl Lavie

roileal)l cmla o B AT add Al e Lali 1Y) jecall et lide oy
* [ said I didn't want to go.
* Bill said he didn't want to go.
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V. 4t ra ) gl ) o gAY aull e s Ladie e aliall DISY Uy andiis
3l e ALY A aleia) f caleiinl) Gldle aadiug
* "What time is it?" = He asked me what time it was.
* "Why hasn't he come? = She wondered why he hadn't come.
* "When will you be arriving?" = He wanted to know when we
would be arriving.

* "What were you doing?" = They questioned him about what he
had been doing.

QLY e ali Lexie Al udh 220
* "147 Oak Street." = I told him what my address was.
* "[ didn't have time to do it." = She explained why she hadn't done
it.
* "Look at this dress and bag." = She showed me what she had
bought.
* "Put the paper here and press this button.
the scanner worked.

n_

He demonstrated how

w24 /Suppose
guess s imagine =30 suppose 4.l aadius L Glle
* I suppose you'll be meeting Danielle when you go to Paris?

* When you weren't there, I supposed you must have been held up.
* | suppose you two know each other?

lam sale Jsii ¥ adh ¢ yaie J5 80l aadinn Y suppose o LaaY
.supposing
* Now I suppose we'll have to do something else.
* We're waiting for John and I suppose he must be stuck in traffic.
* At this moment I suppose it doesn't matter
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sl Ul j8 ami guess not ¢ imagine not < 4 aaY
* | don't suppose you know where Mary is?

* [ don't suppose he'll do anything.
* [ don't suppose you have a Nokia phone charger here?

Sal Jl HS5 uiail 'S0 bladiul Gliay csuppose pladinliz S8 e sl die
el Lty 5 )

* Is Susan coming to this meeting? ~ I suppose so.

it is said/believed (s Yu Laladinl (Say Supposed to be ales
* The new James Bond movie is supposed to be excellent.
* He is supposed to have been rude to Mark but I don't believe it.
* It is supposed to be the best restaurant in town.

3 paaiall candi 5o Lo e Cuaall Lad aadiis of Sy Supposed to be dlea
sl
* I'm supposed to get to work by 8.
* John is supposed to turn off all the lights when he leaves.

* I'm supposed to pay my rent on the first of the month.
* It's not supposed to be here

G S oSy Gyl e 8 e dnaall xie Supposed to be aladiu) (Kay
s J
* I'm supposed to be there before 8 but I'm often late.

* You were supposed to phone me.
* I'm supposed to be getting on a plane to Tokyo at this very minute.
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osbas o 4z same e Lo lid o a5 L We Not supposed to L
* You're not supposed to smoke in here.
* I'm not supposed to tell you.

» We're not supposed to use the Internet for personal reasons at
work.

what if iz Jaxi ) (Se; Suppose L
* Suppose we take the earlier train to Munich? It would give us
more time there.
* Suppose we took the plane instead? That would give us even more
time.
* There's nobody in reception to let our visitors in. Suppose I sit
there until somebody comes?
* I'm going to ask him for a pay increase. ~ Suppose he said no'?
What would you do?

Have something done
Gl g b alidll Al jadd e 3 55 have something done 13
* I'm going to have my hair cut.
* She's having her house redecorated.
* I'm having a copy of the report sent to you

) ugetu_.1 "have" i< Jlasid LiSay cdiaw Hl e :\_J‘)..,\SA.\:}” il (_A
* We're getting a new telephone system installed.

 They will be getting the system repaired as quickly as they can.
* | got the bill sent direct to the company

Lt s Al <N 3 have / got something done  alasiul U LS,

s (s Wl Gl g cagtiShiad ) Gulill o e o
) "get"_,a "have" 4Ll Jlasia) LiSay ¢ dew )l pe :\_1..‘).\33.\\;).“ azll) ‘_g
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* John had all his money stolen from his hotel bedroom.
» We had our car damaged by a falling tree.
* | got my nose broken playing rugby

Should have
caand ol 3 dpalad) GaaY) e Euaall Should have 4alS aladind e

* | should have let her know what was happening but I forgot.
* He should have sent everybody a reminder by email.
* They should have remembered that their guests don't eat pork.

Giaadal § 5 sS5 a8 Al EHaaYL el Should have alasind U LSy,
* She should have got the letter this morning. I expect she'll give us
a call about it later.
* He should have arrived at his office by now. Let's try ringing him.
* They should have all read that first email by this stage. It's time to
send the next one.

sy Yl Gy 38 Ly Ule ¢Sl should not have lasiu LSy

* She shouldn't have left work yet. I'll call her office.

* He shouldn't have boarded his plane yet. We can probably still get
hold of him.

* They shouldn't have sent the report off for printing yet. There is
still time to make changes.

daale cdaal e il should not have slasi) Lia
* | shouldn't have shouted at you. I apologies.
* We shouldn't have left the office so late. We should have
anticipated this bad traffic.
* They shouldn't have sacked him. He was the most creative person
on their team.
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Can have / Could have
Al g alad e 108 L badd olS ¢ 24 oo Cwaall could have pladin) LiSay

ey ol
* | could have gone to Oxford University but I preferred Harvard.

* She could have married him but she didn't want to.

* They could have bought a house here 20 years ago but chose not
to.

il gad dlia (L) e LIS S
You could have phoned me to let me know.

* They could have helped me instead of just sitting there.
* | could have done more to help you. Sorry.

A aldll e op ol (K5 ale 5 e Guaallcouldn't have aladsin) LiSa

* | couldn't have managed without you.

* | couldn't have got the job. He was always going to appoint his
nephew.

* | couldn't have enjoyed myself more. Thank you for a lovely day.

s Ly Sl couldn't have plasin) LiSay

» She could have taken the earlier train.
» Simon could have told her.
* They could have overheard what we said.

Gl 5 bl Jaadl 5 ABLVL Cas Ly ¢Sl couldn't have ool LiSa,

.hardly, never, only Jw

* Can she have forgotten about our meeting?
* He can't have seen us.
* They can hardly have thought that I was not interested in the job.
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Caany al ¢ iy 56Sall couldn't have alasiud Ul e
* You could have broken your neck, jumping out the window like
that.
* He could have hurt somebody, throwing a bottle out of the
window like that.
* | could have done well in my exam if I'd worked harder.
Copyright

(Ghaa ol Alding Aglla (ol ge e Enaall could have alasin) Lo cliSay
* [ could have been earning a lot as an accountant but the work was
just too boring.
* He could have been Prime Minister now but he got involved in a
big financial scandal.
* They could have been the market leaders now if they had taken his
advice

Will be doing
& Ame Aaal A aa@l) a8 Lo 2 e Cwaallwill be doing aladin) Wiy
i)

* This time next week, I'll be sitting on the beach in Barbados.

* I'll be thinking about you all back in the office — and I'll be
laughing.

* We'll be enjoying ourselves too, boss. We won't be doing any
work while you are not here.

S leadia) a3 Al GaaY) e cuaall will be doing aladiul e

Janiaas

* I'll be visiting your country on a regular basis. In fact, I'm going to
be coming next month.

* He'll be looking after the factory until we can appoint a new
manager.
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* They'll be thinking about this very carefully over the next few
months

OY) sy Ly 5l will be doing alasin) LiSa
* Try phoning his hotel. He'll probably still be having breakfast.
* They'll be deciding who gets the contract at this very moment. I'm

Very nervous.
* She's not in her office. She'll be having lunch in the canteen.

Lball e dara (s aad b Jsall will be doing ool LSy
il

. .

Will you be eating with us this evening?
» Will you be needing anything else?
» Will they be joining us for dinner

Will have done
oo Agme Alaal 8 48 2 Le e Cuaall Will have done alasinl LSy
e
* We'll have been in these offices for eight years next month.
» She'll have visited ten countries in twelve days by the time she

gets back.
* I'll have finished this project by Friday

el 73 gaill aladiial LiSed ¢ oLt 4 ) el e ashill 4 i LS
* I'll have been working here for 35 years by the time I retire.
« She'll have been driving for more than fifteen hours straight by the
time she gets here.
* They'll have been working with us for 15 years by the end of this
year.
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g 3 Jailly iaa ad s Ley 50 will have done aladind Ul LS

Sl
» He'll have already read the report by now. Too late to change it.
* She'll have boarded her plane. It's too late to contact her.
* They'll have decided by now. We should hear the result today or
tomorrow.

Phonetics <ligall J) Jasa 1 ualad) Juadl)
Al Gl Y gl 48 ra Cpanali da] 4 jaae

LSl gaal Al 5o A il gaalle

e Cnill s 6 aaia ol sal () IS (e paine LS pandi e 538 pae
s A Al o) 1Y)

) lalsll g (Dl ) Jaad) ani 488 B jry Aad G jmy il JSe

.C’_l\}mi

tadSl) < gual A 08

il Siase Jia) DISY 84yl e cliAY) Jalady Ay salll Ly U rande
(e pudl NV aaa s By al) Al

Claly (S5 4 Salaty) B3l S ) pual o ol gl e g5 08 ot
L5 A

Gipa s g ulaiy) Aallly (=i ) ) ol 3 tsk Jie Qiga Jlaal e
St e Gl 5 AT & sual ae Lgmad &3y Cum Zulu s Xhosa e cilaly 2MSU
gl dalibk

callall A S gl pen ciuas Y il geall ale Caagy
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ARl gy AL 3l atladl e K 5 1A gaall Cil gaall-
ARl sy adiaddl @Y H6S e 585 thmand) il suall-
D e A el Bl £l A o S ribiadall il peall-

145 gual) a0 )

alll G pal ) el Jia Y ocelagd §f Dyl

toalal) e JSLia (anee

I Cagoall Hlal cag all e de gana o ol Bany i peall Gl Jia Sar
Ladlll i L] Lgmpan an)ll 8 Dad Lt

he_ people key

believe seize machine
Caesar sSeas

see amoeba

1) gad) (pe e giie de gana Ciall i Jiay 3

father village
badly made
many

haal 5 Ggea Jiag 2B g sall e gz ye
shoot character Thomas

either physics rough
coat  deal

Osa 4l 805 anl 5 Gopa a8 ol ) e de sane Jiag 38 2al) g Coa

XAl Bz Al 8 kil Sus pilidg
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Xerox

)

il Laali Y Gl 8 o all ans
autumn_ sword  resign
pterodactyl  lamb corps
psychology  write knot

i lgm aa e Y (gl 6t Y 5 a1 s ALK b n gy B
cute
use

rdg salady) A5l < gual)

phonemes OLdyall

vowels S il gyl consonants
| LSl 1 gyl
I |
pure vowels diphthongs
A Aatl B g SLelaay
1 &) gy e

.

a5l pal) e i S (e sana () A plady) i gl v
6 o dile) Lgd 2y ) @) s a5 ConsonantsaiSiull <l sl =
S ¢ lae] aal 305k e Wisa 5 LIS ¢l 5l



£)sedl 5y Led 05 ) il al a5t Vowels 38 il ¢ sl -
oaall IS Jaaa oy S0 5 LIS ) S o) sell (5 pm e oy Y Cuny s ida
(gl Bl 2y ST (e el lalll) Blell aey L dals sl

Type of Sound

plosive L1 P pin cap
{complete block of air followed bag robe
by explosion) t time late
d e feed
= - k = sock
Lkt 1 gl o ALalS ALTE girl
a flag
S ? i football
q a - f full knife
fricative VLY .
{constant flow of air “squeezed” v cave
through a block, sounds like 8 think earth
friction) ) those bathe
-3 sight kizs
bogaiall ¢ lpglt paduall GRATY z zoo nose
=T = shirt ash
¢ his ddlais pi d <
3 = pleasure
SIS Ay h high
affricate ] chose catch
{plosive followed by fricative) d3 loy stage
nasal i m mood calm
{air is released through the nose) 0 o tum
Wy} (PPN () 0% n - bang
approximant Sule w wall
{vowel-like consonant, no full | yellow
block of air occurs) ) ] room
SO sz Swiled
o gt 1/t law pill
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Jsanll dal e ¢ (IPA) sl 4g suall Baa V1 ) i) 23 21888 ale oo
Glalll apes Jadiy ga 5 dalll A Gga IS Spa jay dag WUas e
RUPEPN

Al el 8 A 6] 3lay A (o yuy ¢ Aol TPAGE j2y (e

Basedo e 13505 a3 (5 nlad —(s ol e pelil 3 i Lovie b sl e
130 Y 53 (38 pa 9 JPA ooty 4550 ) ga )l oda Al (3l 48, )y Lala
caik S o AR5 el acaiy s alaill

camel

noun uxo /'keem 2|/ use /'kaem-al/

) GD a large animal that lives in hot, dry places and has one or two
humps (= raised parts on its back)

Jaa

AUl Lelady Al clalll ppeny ol a8 el o Lo g
/https://ipa.typeit.org
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: TPA (A3l Al Laal) &) paal Joaa 52 12 g

Sl No| Sound| Spelling Words Expolation
1. it ee, eea,ie tree, these, sea, %
eiey, i field, seize, key, ski
2. 11l i,y e ie a rich, pity, pretty, k-
ladies, village
e/ e ea a bed, dead, many Gl
4. e/ a, al hand, plait “
Iad u, 0, ou, 0o, 0e | sun, come, cousin "
blood, does
8. lai:l a, ar, ear, er, pass, pant, heart =
al, au clerk, calm, laugh
7. /el 0, @, ou, ow, dog, what, caugh k)
au, knowledge, because
8. 13 or, aw, ou, au cord, saw, bought ]
a, ore, oor daughter, all, before | (longer)
oar, our door, board, four
9. o/ u, 0, 0o, ou put, wolf, good )
could
10. hu:f 00, 0, OU, U, food, do, group, T
ew, ue, ui, oe rude, chew, blue,
juice, shoe
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1. 13:/ ir, yr, er, err bird, myrtle, her =
ear, ur, urr err, earth, turn (mouth
or, our purr, word, journey less open)
12. lal a, er,o, yr above, father between
police, martyr ol and o
13. let/ a, ai, ay, ei make, rail, may iy
ey, ca, eigh vein, they, great
eight
14. jar/ i, y, igh, time, cry, high Z
eigh, i.e, ye, height, die, dye,
ei, al either, aisle
15. a1/ oi. oy noise, boy E]
16. o1/ | o, 0a, oe, ou, bone, oak, toe a
ow soul, know
17. lay/ ou, ow. have, cow Eic)
18. 1o/ eer, ear, ere cheer, near, here
eir, ier, ea, weird, fierce, 2
ia idea, India
19. /€3 are, air, care, pair G}
ear bear
20. a/ oor, ure, our poor, pure, tour T
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constants

1. Ip/ P, PP pin, appear !
2. bl b, bb big, ribbon q
3. i/ t, tt, th take, butter, i
ed thomes, thanked
4. Id/ d, dd, dog, middle T
K/ k, c, cc, kind, cake, accord =
qu, ch, ck conquer, stomach,
lk sick, folk
6. 19/ d.9g, gh, go, giggle, ghost 5l
gu guard
7. ) ch, tch, chain, catch, B8
time nature
8. I/ j, g, dge, jam, gem, edge g
gg, de, dj, di suggest, grandour
adjunet, soldier
9. il f, ff, ph, gh feat, office, photo notin
phy, It tough, physics, Assamese
calf
10. Wi v, f, over, of —do -
11. 9/ th think, author —do -
12. 10/ th that, other —do -
13. Is! s, S5, Cce, soul, grass, 13
sc, ps nice, science
psychology
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constants

14. 2/ s, 85, Z, 22, dogs, scissors, ]
X zoo, dizzy,
exact
15. s/ sh, ch, sch, s, | shoe, machine, L
ss, i, si, sc, schedule, sure,
ci, ce assume, nation
mansion, conscience
special, ocean
16. 13/ si, s, Z, ge vision, measure, T
seizure, garage
17. h/ h, wh how, who, ]
18. /m/ m, mm, mb meat, summer b
mn comb, autumn
19. n/ n, nn, kn, now, funny, Gl
gn, pn know, grow
primaries
20. m/ ng sing &
21. i [, u live, chilly q
22. Irl I, [T, WI, red, carry, write 3
rh rhino
23. lil Y, U, eu. ew, yes, union, Europe El
eau, ui, ue new, beauty, suit
due
24. Iwl w, wh, u west, which, |
quick
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Spelling Liagil g s3a¥) 261 8 :aubod) Juadl

Vocabulary of Spelling

The key words and terms you should know to help you learn spelling
rules.

Vowels are a, e, i, 0, u

y is sometimes a vowel depending on its position in a word, especially
in

spelling rules

" short vowel sounds: - pan, pen, pin, pun, ant, engine, igloo,
octopus,

upset, apple, bread

(It doesn't matter how many vowels are together it's about the sound.)

"I long vowel sounds: bean, cheese, table, equal, ice, old, use, seize,
eight height ... (They say their alphabet name and usually the first vowel

is an indication of the sound. But there are exceptions - eight, height)
Consonants: are the rest of the alphabet letters - b, ¢, d, f, g, h, j, k, I,
m,n,p,q,rnstvwxyz

The letter 'y’ can be a consonant as in the word ‘yes’ or a vowel at the end of

happy.
We can have hard and soft sounds with “¢” and “g”

“c” can be a hard "k" - can, come, basic

or a soft "s" - cinema, centre/center, advice

The letter “g” can be a hard "g" get, got, go

or a soft "" - generous, giant, manage

(We'll see how spelling rules change to keep these soft “c” and “g” sounds,

especially in the drop the 'e' rule.)

Root words, prefixes and suffixes - knowing these can help
your

spelling and reading by understanding how words are built, especially
long

words.

We also need to know these terms because they come up again and
again

in some of the rules.

Root word, or sometimes called a base word or stem, is a word on its
own:

understand
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comfort
honest
legal

happy
We can add a prefix and suffix to these words to make another word.

Prefixes are little words or a letter that go before a word or root word
to change it to a related meaning or the opposite meaning.

Some prefixes are: un, il, im, in, ir, a, pre, ex, anti, dis...

happy — unhappy, regular- irregular, import-export, honest — dishonest,
misunderstood, illegal, irresponsible, atypical, pre-booked...

Suffixes or common endings are little words that are added to the
end of a word to change the way that a word is used.

In spelling rules we need to know about vowel suffix endings and
consonant suffix endings:

Some vowel suffixes are: -ing, -ed, -er, -est, -ise/-ize, -or, aryl/ery, -ur,
-ent/-ence, ant/ance, -ous, -age, ive, -al...

Some consonant suffixes are: -s, ly, -ment, ful, -cian, -tion,-sion, -less,
-ful, -ward...

Suffixes are extremely useful little words:

"1we can change the grammar - walk - walks, walked, walking. smaller,
smaller, smallest, fall — fallen, smiling, learned...

[Jwe can make verbs - simple - to simplify, sharp - to sharpen,

real — to realise/realize

[1to make job descriptions — teach — teacher, electric - electrician,
assist - assistant, doctor, dentist...

[Jwe can make adjectives - beauty - beautiful, fame - famous, self —
selfish, wonderful, marvellous/marvelous...

What are verbs, adjectives, nouns, adverbs?

Nouns are words, which name things or somebody: table, chair,
London,

Joanne, pen, computer, dog, cat, man, woman...

A memory trick to remember what a noun is to use

the letter N in Noun = Name

[1 A proper noun is the actual name of the person, place, thing and
begins with a capital - Toronto, London, Heathrow Airport, Harry
Potter, Lady Gaga, Pride and Prejudice, Sunday Times, Monday,
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January...

[ a singular noun = one of anything — a party, one computer, an egg,
the man, the woman...

I plural nouns = more than one — parties, 2 computers, some girls,
men, women... (more in the plural rules video)

Adjectives describe nouns - blue bag, happy baby, boring life,
healthy

person, this is easy

Also there are adjectives with -ing and -ed suffix endings :

She's excited, This is interesting, | hope this is not boring.

Verbs - a word showing action or being — work, to work, | watched, are
they are, to be, listen, read, you're learning and reading this...
Adverbs — a word describing a verb — speak slowly, do this quickly,
listen carefully, work hard on your spelling, you look well, don’t drive
fast

(well, hard and fast = irregular adverbs)

Syllables / syllable breakdown is good for spelling long words
and

you need to know them for some spelling rules.

Breaking a word down into syllables means:

[1you break a word down into little spoken chunks and

(1 each chunk is called a syllable

[l each chunk usually has a vowel or vowel sound in it.

1 syllable — trick

2 syllables paper - pa/per

3 syllables computer - com/pu/ter

4 syllables application - ap/pli/ca/ tion

5 syllables examination - ex/am/in/a/tion

Syllable stress

Sometimes the stress can be on the:

[ first syllable - 'careful

"I middle syllable - vo'cabulary

Tl end syllable- for'get / be'gin (this is important in the 1:1:1 doubling up
rule)

Letter patterns or letter strings are a sequence of letters commonly
found in words - ight, -ui- ible, ough, ate, -0i-...
Good spellers know these patterns and this helps them see if their
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spelling looks right.

When you're trying to spell you might forget the spelling rule but you
might be able to remember the pattern instead - that's great.
Handwriting and punctuation language

Always write in lower case with capitals for proper nouns. It's easier to
write in and you can see the shape of the word:

Joanne, family, computer, lesson, Britain,
Canada, Monday, Wednesday, January,

happy, interesting, handwriting. ..

Writing or typing a lot improves your muscle memory and soon you'll be
almost doing automatic writing and feel the spelling write itself.

Don't forget your capital letters for proper nouns and for | and I'm
Block capitals are ALL CAPITALS. Never write in block capitals unless
it's on a form

Compound words are two words together that make one word:

time + table = timetable, hair + dresser = hairdresser, toothbrush,
football, armchair, scriptwriter, breakdown, handbag, newspaper...
Recognizing compound words is useful, particularly when there is a
silent

letter involved: cupboard

Which brings us to hyphens. Sometimes we put a hyphen between
compound words and for more than two words: brother-in-law,
ex-husband, three-year-old...

e-book or ebook, e-mail or email, multi-storey or multistorey,
anticlockwise or anti-clockwise, lower case or lower-case?

All these spellings are correct. Some dictionaries have just the hyphen
spelling, some say both are OK

BASIC SPELLING RULES

e Short-Vowel Rule: When one-syllable words have a vowel in the
middle, the vowel usually has a short sound. Examples: cat, dog, man,
hat, mom, dad, got. If the letter after the vowel is f, /, or s, this letter is
often doubled. Examples: staff, ball, pass.

e Two-Vowels Together: When two vowels are next to each other, the
first vowel is usually long (the sound is the same as the sound of the
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letter) and the second vowel is silent. Examples: meat, seat, plain, rain,
goat, road, lie, pie.

¢ Vowel-Consonant-e Pattern: When a short word, or the last syllable
of a longer word, ends in this pattern vowel-consonant-e, then the first
vowel is usually long and the eis silent. Examples: place, cake, mice,
vote, mute.

e Yasalong I: The letter y makes the long sound of i when it comes at
the end of a short word that has no other vowel. Examples: cry, try, my,
fly, by, hi.

e Yasalong E: When y or ey ends a word in an unaccented syllable,
the y has the long sound of e. Examples: money, honey, many, key,
funny.

o I before E: Write i before e when the sound is long e except after the
letter c. Examples: relieve, relief, reprieve. When there is a ¢ preceding,
then it is ei : receipt, receive, ceiling, deceive, conceive.

e E before I: Write e before i when the sound is long a. Examples:
weight, freight, reign. Another way to remember this is:

“I before e except after ¢, or when sounding like a as
in neighbor and weigh.” When the ie/ei combination is not
pronounced ee, it is usually spelled ei.

e Oior Oy: Use oi in the middle of a word and use oy at the end of a
word. Examples: boil, soil, toil, boy, toy.

e Ou or Ow: Use ou in the middle of a word and use ow at the end of
words other than those that end in n or d. Examples: mouse, house,
found, mount, borrow, row, throw, crow.

e Double Consonants: When b, d, g, m, n, or p appear after a short
vowel in a word with two syllables, double the consonant. Examples:
rabbit, manner, dagger, banner, drummer.

e The ch sound: At the beginning of a word, use ch. At the end of a
word, use tch. When the ch sound is followed by ure or ion, use .
Examples: choose, champ, watch, catch, picture, rapture.

SUFFIX AND INFLECTION RULES

Words ending with a silent e: drop the e before adding a suffix which
begins with a vowel: state, stating; like, liking.

Keep the e when the suffix begins with a consonant: state, statement;
use, useful.
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When y is the last letter in a word and the y is preceded by a
consonant: change they to i before adding any suffix except those
beginning with y: beauty, beautiful; fry, fries; lady, ladies.

When forming the plural of a word which ends with a y that is
preceded by a vowel, add s: toy, toys; monkey, monkeys.

When a one-syllable word ends in a consonant preceded by one vowel,
double the final consonant before adding a suffix which begins with a
vowel. This is also called the 1-1-1 rule, i.e., one syllable, one
consonant, one vowel! Example: bat, batted, batting, batter.

When a multi-syllable word ends in a consonant preceded by one
vowel, and the final syllable is accented, the same rule holds true —
double the final consonant. Examples: control, controlled; begin,
beginning.

When the final syllable does not have the end-accent, it is preferred, and
in some cases required, that you NOT double the consonant. Examples:
focus, focused; worship, worshiped.

teSa ¥l i) edlaY) ao) g

tABGY) Gam 03 5 ¢ (KoY 5 () elagll (8 50 A aa g L Qe
* -re/-er (use -re for spelling words e.g. theatre, litre, centre, calibre,
sombre, fibre—NOT theater, liter, center)
* -our/-or (use -our for spelling words e.g. colour, honour,
neighbour—NOT color, honor, neighbor)
* -ise/-ize (both are acceptable; but the Australian preference is for -
ise e.g. criticise rather than criticize)
* practice/practise (American spelling is practice, but Australian
spelling requires practice [noun] practise [verb])

* other common words (e.g. aeroplane—NOT airplane; traveller—
NOT traveler; defence—NOT defense)
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Punctuation 4slad) ad 1 so 68 @ 0alil) Juadl
S5 L JS ine 8 SU 8 caant o (S il cildle
S Ayl ) Cille 2005 (oS T el Al ARG 8 ke
eats shoots and leaves... eats, shoots, and leaves
Let’s eat, Grandma!.... Let’s eat Grandma!

Woman, without her man, is nothing....Woman! Without her,
man is nothing.

1-The Period,Full Stop or Point Al

The period (known as a full stop in British English) is probably the simplest of
the punctuation marks to use. You use it like a knife to cut the sentences to the
required length. Generally, you can break up the sentences using the full stop at
the end of a logical and complete thought that looks and sounds right to you.

Mark the end of a sentence which is not a question or an
exclamation

Examples

Rome is the capital of Italy.

I was born in Australia and now live in Indonesia.

The Dalai Lama is the spiritual leader of the Tibetan people.
Indicate an abbreviation
Many abbreviations require a period. Dr, Mr, Mrs, and Ms do not take a period
in British English, nor do most abbreviations taken from the first capital letters
such as MA, Phd, or CIA. In American English, some of these do require
periods or both usages are correct (with and without periods). If you require
100% accuracy in your punctuation, refer to a detailed style guide for the

abbreviation usage rules in the variety of English you are using.

Examples

127



o I will arrive between 6 a.m. and 7 a.m.
e We are coming on Fri., Jan. 4.

Ellipsis

Often you will see a sentence concluding with three dots. This indicates that
only part of the sentence or text has been quoted or that it is being left up to the
reader to complete the thought.

Examples

The Lord's Prayer begins, "Our Father which art in Heaven..."

He is always late, but you know how I feel about that...
Period after a single word
Sometimes a single word can form the sentence. In this case you place a

fullstop after the word as you would in any other sentence. This is often the
case when the subject is understood as in a greeting or a command.

Examples
e "Goodbye."
° "StOp n

Periods in numbers

Numbers use periods in English to separate the whole number from the
decimal. A period used in a number is also called a "decimal point" and it is
read "point" unless it refers to money.

Examples

$10.43 = ten dollars and 43 cents

14.17 = fourteen point one seven

2-The Comma Alalil)
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There are some general rules which you can apply when using the comma.
However, you will find that in English there are many other ways to use the
comma to add to the meaning of a sentence or to emphasise an item, point, or
meaning.

Although we are often taught that commas are used to help us add 'breathing
spaces' to sentences they are, in fact, more accurately used to organise blocks
of thought or logical groupings. Most people use commas to ensure that

meaning is clear and, despite grammatical rules, will drop a comma if their
meaning is retained without it.

Separate phrases, words, or clauses in lists
When making a list, commas are the most common way to separate one list
item from the next. The final two items in the list are usually separated by

"and" or "or", which should be preceeded by a comma. Amongst editors this
final comma in a list is known as the "Oxford Comma".

A series of independent clauses (sentences)
Examples

I met Harry, we went for a swim together, and afterwards Harry went
home.

I like your son, I might even love him, but he is not a very good soccer
player.

a series of nouns
Examples
For dinner I had soup, fish, chicken, dessert, and coffee.

This afternoon I went to Oxford Circus, Picadilly, Hamstead, and Gatwick
Airport.

a series of adjectives
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A list of adjectives usually requires commas. However, if an adjective is
modifying another adjective you do not separate them with a comma (sentence
3).
Examples

She was young, beautiful, kind, and intelligent.

The house we visited was dark, dreary, and run-down.

She was wearing a bright red shirt.
a series of verbs
Examples

Tony ran towards me, fell, yelled, and fainted.

The boy leapt, spun, twisted, and dove into the water.

a series of phrases
Examples

The car smashed into the wall, flipped onto its roof, slid along the road, and
finally stopped against a tree.

The dog leapt into the air, snatched the frisbee in its mouth, landed, and ran
off into the forest.

Enclosing details

Use a comma to enclose non-defining relative clauses and other non-essential
details and comments. The comma is placed on either side of the insertion.

Examples

China, one of the most powerful nations on Earth, has a huge population.
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Jason's grandmother, who was born in 1930, lived through the Second
World War.

Cats, unlike dogs, do not respect their masters.
My friend, Jim, likes to go scuba diving.
Participial phrases
Examples
Hearing that her father was in hospital, Jane left work immediately.

Walking to the bus stop that morning, Sam knew it was going to be a
special day.

Tag questions
Examples
She lives in Paris, doesn't she?
We haven't met, have we?
Interjections
Examples
Yes, I will stay a little longer, thank you.
No, he isn't like other boys.
Wait, I didn't mean to scare you.
A final warning
Putting a comma in the wrong place can lead to a sentence with a completely

different meaning, look at these two sentences:
I detest liars like you; I believe that honesty is the best policy. = I detest you
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because you are a liar.
I detest liars, like you; I believe that honesty is the best policy. = You and I
both detest liars.

3-The Exclamation Mark «aaill dade

The exclamation mark is used to express exasperation, astonishment, or
surprise, or to emphasise a comment or short, sharp phrase. In professional or
everyday writing, exclamation marks are used sparingly if at all.
Examples

Help! Help!

That's unbelievable!

Get out!

Look out!

You can also use exclamation marks to mark a phrase as humourous, ironic or
sarcastic.

Examples

What a lovely day! (when it obviously is not a lovely day)

That was clever! (when someone has done something stupid)
In very informal writing styles (SMS, chat, Twitter or Facebook, etc.), an
exclamation mark is sometimes combined with a question mark to indicate
both surprise and slight uncertainty. Double and triple exclamation marks are
common in very informal writing styles, but are a sign of being uneducated in
less casual correspondance.

Examples of casual writing

He's getting married!?
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That's insane!!!

4-The Question Mark algiiuy) ddle

Use the question mark at the end of all direct questions.
Examples

e What is your name?

e Do you speak Italian?

e You're spanish, aren't you?
Do not use a question mark for reported questions
Examples

He asked me what my name was.

She asked if I was Spanish.

Ask them where they are going.

Long questions still need question marks

Examples

e Isn't it true that global warming is responsible for more and more
problems which are having a disastrous effect on the world's climate
and leading to many millions of people in countries that can least afford
it having to contend with more and more hardship?

e Why is it that even though you are unkind to me, ignore me when I ask
you for help, and consistently forget to thank me when I do favors for
you, you still claim to want me to be your friend and appear surprised

when I prefer to hang out with other people?
Question marks can sometimes appear within sentences

Examples
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There is cause for concern (isn't there?) that the current world economic
balance is so fragile that it may lead to a global economic downturn.

"Why is she here?" asked Henry.

S-The Colon uars (58 il

The colon expands on the sentence that precedes it, often introducing a list that
demonstrates or elaborates whatever was previously stated.

Examples

There are many reasons for poor written communication: lack of planning,
poor grammar, misuse of punctuation marks, and insufficient
vocabulary.

He collected a strange assortment of items: bird's eggs, stamps, bottle tops,
string, and buttons.

Peter had an eclectic taste in music: latin, jazz, country and western, pop,
blues, and classical.

He had just one fault: an enormous ego.

The colon is also used to divide the hour from the minutes in writing a time in
English

6-The Semicolon 4 siiall dbualill

The semicolon is somewhere between a full stop and a comma. Semicolons can
be used in English to join phrases and sentences that are thematically linked
without having to use a conjunction (example 1 below). Semicolons can also
be used instead of commas to separate the items in a list when the items
themselves already contain commas (example 2 below).

Examples

o | like your brother; he's a good friend.
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e Many great leaders, Churchill, leader of Britain during the Second
World War; Alexander, the great Emperor and general; and Napolean,
the brilliant French general, had strong characters, which were useful
when their countries were at war but which did not serve them well in
times of peace.

"7 -Quotation Marks (<t8¥) cilads

Use quotation marks to cite something someone said exactly. When rephrasing
what someone told you, no quotation marks are needed.

Examples
"I'm going to the store now," she said.
Harry told me, "Don't forget your soccer jersey."
Harry told me not to forget my soccer jersey.

If quoting others within a quote, both single and double quotation marks are
used to set the two separate quotations off from each other.

Example
'T haven't spoken to Peter for months,' Dianne said.'The last time I spoke to him

he said, "I'm going to Bahrain and won't be back for about three years", I've
heard nothing since then'.

You may see single or double quotation marks used to mark out idiomatic or
unfamiliar expressions

Examples
o ['ve always thought that he was very annoying, a bit of a 'pain in the
neck.'

e I'm not sure what you mean by "custodial care", but I'm sure you will
explain it to me.
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Quotation marks both single and double are also used for specific purposes in
bibliographic references or when citing sources in academic writing. There are
a number of ways of organising bibliographies which set out standard formats.
Most organisations and academic institutions will prefer one of these or have
their own format published in a 'style guide'.

Example

o "The Migration Flight of the Lesser Tweazle", by Jeremey Adams, The
Bird Spotter Magazine, July 2009.

8-The Apostrophe L) dlalil)

The apostrophe probably causes more grief than all of the other punctuation
marks put together! The problem nearly always seems to stem from not
understanding that the apostrophe has two very different (and very important)
uses in English: possession and contractions.

The apostrophe in contractions

The most common use of apostrophes in English is for contractions, where a
noun or pronoun and a verb combine. Remember that the apostrophe is often
replacing a letter that has been dropped. It is placed where the missing letter
would be in that case.

Type Without contractions Contractions
Using 1s not, has not, had not, did 1isn't, hasn't, hadn't, didn't,
"not" not, would not, can not wouldn't, can't

she 1s, there i1s, he 1s, it 1s, she's, there's, he's, it's,
Using "is" Mary is, Jim is, Germany is, Mary's, Jim's, Germany's,
who is who's
Eiilr,l,g [am I'm
Using I will, you will, she will, we TI'll, you'll, she'll, we'll,
"will" will, they will they'll
Using I would, you would, he I'd, you'd, he'd, we'd,
"would" would, we would, they they'd
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Type

Using
"have"
Using
Hareﬂ

Without contractions Contractions
would

I have, you have, we have,

I've, you've, we've, they've
they have Y ’ > 1Y

you are, they are, we are you're, they're, we're

People, even native English speakers, often mistake its and it's, you're and
your, who's and whose, and they're, their and there. See below for the

difference.

Examples

e It's a nice day outside. (contraction)

e The cat is dirty. Its fur is matted. (possession)
e You're not supposed to be here. (contraction)
e This is your book. (possession)

e Who's at the door? (contraction)

e Whose shoes are these? (possession)

e They're not here yet. (contraction)

e Their car is red. (possession)

e His car is over there. (location)

The possessive apostrophe

In most cases you simply need to add 's to a noun to show possession

Examples

e aship's captain

e adoctor's patient
e acar's engine

e Ibrahim's coat

e Mirianna's book

Plural nouns that do not end in s also follow this rule:

Examples

137



o the children's room
e the men's work
e the women's club

Ordinary (or common) nouns that end in s, both singular and plural, show
possession simply by adding an apostrophe after the s.

Examples

o the bus' wheel

o the babies' crying

o the ladies' tennis club
o the teachers' journal

Proper nouns (names of people, cities, countries) that end in s can form the
possessive either by adding the apostrophe + s or simply adding the
apostrophe. Today both forms are considered correct (Jones's or Jones'), and
many large organisations now drop the apostrophe completely (e.g. Barclays
Bank, Missing Persons Bureau) when publishing their name.

Examples

e The Hughes' home (or the Hughes's home)
e Mr Jones's shop (or Mr Jones' shop)
e Charles' book (or Charles's book)

9-Hyphens and Dashes 4 -l

A hyphen joins two or more words together while a dash separates words into
parenthetical statements. The two are sometimes confused because they look so
similar, but their usage is different. Hyphens are not separated by spaces, while
a dash has a space on either side.

Hyphens

Generally, hyphens are used to join two words or parts of words together while
avoiding confusion or ambiguity. Consult your dictionary if you are not sure if
a hyphen is required in a compound word, but remember that current usage
may have shifted since your dictionary was published.
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Examples

¢ run-down
e up-to-date

There are some cases where hyphens preserve written clarity such as where
there are letter collisions, where a prefix is added, or in family relations. Many
words that have been hyphenated in the past have since dropped the hyphen
and become a single word (email, nowadays).

Examples

e co-operate

e bell-like

e anti-nuclear

e post-colonial

e great-grandmother

e son-in-law
In some cases though, a hyphen does change the meaning of a sentence.
Example

e [ am thinking of re-covering my sofa (= to put a new cover on it)

e [ would like to recover my sofa. (= from someone who has borrowed or
stolen it)

Hyphens in numbers

Use a hyphen with compound numbers from twenty-one to ninety-nine.

Examples
o fifty-one
o eighty-nine
e thirty-two

o sixty-five

In written fractions place a hyphen between the numerator and denominator
except if there is already a hyphen in either the numerator or the denominator.
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Examples

o two-fifths

e one-third

o three-tenths

¢ nine-hundredths

e sixty-nine eighty-ninths

Use a hyphen when a number forms part of an adjectival compound
Examples

e France has a 35-hour working week.
e He won the 100-metre sprint.
e Charles Dickens was a great nineteenth-century novelist.

Dashes

Dashes can be used to add parenthetical statements or comments in much the
same way as you would use brackets. In formal writing you should use the
bracket rather than the dash as a dash is considered less formal. Dashes can be
used to create emphasis in a sentence.

Examples

e You may think she is a liar - she isn't.
e She might come to the party - you never know.

10- Brackets (! 52!

The difference between a 'bracket' and a 'parentheses' can be a bit
confusing. Generally, 'parentheses' refers to round brackets ( ) and 'brackets' to
square brackets [ ]. However, we are more and more used to hearing these
referred to simply as 'round brackets' or 'square brackets'.

Usually we use square brackets - [ ] - for special purposes such as in technical
manuals. Round brackets - () - are used in a similar way to commas when we
want to add further explanation, an afterthought, or comment that is to do with
our main line of thought but distinct from it. Many grammarians feel that the
parentheses can, in fact, be replaced by commas in nearly all cases.
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Examples

e The government's education report (April 2005) shows that the level of
literacy is rising in nearly all areas.

o [ visited Kathmandu (which was full of tourists) on my way to the
Himalayas for a trekking expedition.

¢ You can eat almost anything while travelling in Asia if you are careful
to observe simple rules (avoiding unboiled or unbottled water is one of
the main rules to be aware of.
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Speaker- "I went to... what do you call it? The place where they
keep animals?"
Listener- Yes, yes... a zoo. You went to the zoo? Wow!

See? The listener feels he has a part in helping you speak and in
return, will value the conversation much more.
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1 She sells sea-shells on the sea-shore.
The shells she sells are sea-shells, I'm sure.
For if she sells sea-shells on the sea-shore

Then I'm sure she sells sea-shore shells.
[ Peter Piper picked a peck of pickled peppers.

A peck of pickled peppers Peter Piper picked.

If Peter Piper picked a peck of pickled peppers,

Where's the peck of pickled peppers Peter Piper picked?
] Shep Schwab shopped at Scott’s Schnapps shop

One shot of Scott’s Schnapps stopped Schwab’s watch
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"There was a time when the Software Industry was just warming
up, and the government needed to allot space to the multinational

companies, who aggressively lobbied for larger territories to expand
their office premise."
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"There was a time when the Software Industry was just warming
up, and the government needed to allot space to the multinational

companies, who aggressively lobbied for larger territories to expand
their office premise."
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NO PERSON HAS BEEN AUTHORIZED TO GIVE ANY INFORMATION OR
MAKE ANY REPRESENTATION OTHER THAN THOSE CONTAINED OR
INCORPORATED BY REFERENCE IN THIS JOINT PROXY
STATEMENT/PROSPECTUS, AND, IF GIVEN OR MADE, SUCH
INFORMATION OR REPRESENTATION MUST NOT BE RELIED UPON AS
HAVING BEEN AUTHORIZED.
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You should rely only on the information contained in this document or that we have

referred you to. We have not authorized anyone to provide you with information that
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before
The foregoing Fee Table is intended to assist investors in understanding the costs
and expenses that a shareholder in the Fund will bear directly or indirectly.

after

This table describes the fees and expenses that you may pay if you buy and hold
shares of the fund
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The proxies solicited hereby for the Heartland Meeting may be revoked,
subject to the procedures described herein, at any time up to and including the
date of the Heartland Meeting.

after
You may revoke your proxy and reclaim your right to vote up to and including the day
of the meeting by following the directions on page 10.
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10
da Jé
We applied... We made an application...
We determined... We made a determination...
We will distribute. .. We will make a distribution...
2

before
We will provide appropriate information to sharecholders concerning...

after
We will inform shareholders about...

before
We will have no stock ownership of the company.

after
We will not own the company’s stock.

before
There is the possibility of prior Board approval of these investments.

after
The Board might approve these investments in advance
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before
This Summary does not purport to be complete and is qualified
in its entirety by the more detailed information contained in the
Proxy Statement and the Appendices hereto, all of which
should be carefully reviewed.

after
Because this is a summary, it does not contain all the information
that may be important to you. You should read the entire proxy
statement and its appendices carefully before you decide how to
vote.
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For example, you can buy an option from Mr. Smith that gives you the right to
buy 100 shares of stock X from him at $25.00 per share anytime between now
and six weeks from now. You believe stock X’s purchase price will go up
between now and then. He believes it will stay the same or go down. If you
exercise this option before it expires, Mr. Smith must sell you 100 shares of
stock X at $25.00 per share, even if the purchase price has gone up. Either way,
whether you exercise your option or not, he keeps the money you paid him for
the option
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before
Sandyhill Basic Value Fund, Inc. (the “Fund”) secks capital appreciation and,
secondarily, income by investing in securities, primarily equities, that

management of the Fund believes are undervalued and therefore represent basic

investment value.

after
At the Sandyhill Basic Value Fund, we will strive to increase the value of your
shares (capital appreciation) and, to a lesser extent, to provide income (dividends).
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We will invest primarily in undervalued stocks, meaning those selling for low

prices given the financial strength of the companies.

before

No consideration or surrender of Beco Stock will be required of

shareholders of Beco in return for the shares of Unis Common Stock issued

pursuant to the Distribution.

after

You will not have to turn in your shares of Beco stock or pay any money to receive
your shares of Unis common stock from the spin-off.
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to in order to
if in the event that
after subsequent to
before prior to
although despite the fact that

because, since

because of the fact that

because, since

in light of

because, since

owing to the fact that
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The following summary is intended only to highlight certain
information contained elsewhere in this Prospectus.

after
This summary highlights some information from this Prospectus.

before

Machine Industries and Great Tools, Inc. are each subject to the
information requirements of the Securities Exchange Act of 1934,
as amended (the “Exchange Act”), and in accordance therewith
file reports, proxy statements and other information with the
Securities and Exchange Commission (the “Commission”).

after
We file annual, quarterly, and special reports, proxy statements, and
other information with the Securities and Exchange Commission

(SEC).

before

Drakecorp has filed with the Internal Revenue Service a tax ruling
request concerning, among other things, the tax consequences of the
Distribution to the United States holders of Drakecorp Stock. It is
expected that the Distribution of Beco Common Stock to the
shareholders of Drakecorp will be tax-free to such shareholders for
federal income tax purposes, except to the extent that cash is
received for fractional share interests.

after

While we expect that this transaction will be tax free for U.S.
shareholders at the federal level (except for any cash paid for
fractional shares), we have asked the Internal Revenue Service to
rule that it is.

162



LS b Lulay) o5-7
PO bl Jeal) (e agdll Jed 5 el Zlady) Jaal
before
Persons other than the primary beneficiary may not receive

these dividends.

after
Only the primary beneficiary may receive these dividends.

5 50 4y Al s jhe caladiul 13 agd ] § ellaa ) oS ad
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53l 5 4l dale dlaa
unable not able
reject not accept
uncertain not certain
similar, alike not unlike
lacks does not have

excludes, omits

does not include

few not many
rarely not often
different not the same
only if not ... unless
only if not ... except
only when not ... until
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before

The following description encompasses all the material terms and
provisions of the Notes offered hereby and supplements, and to the
extent inconsistent therewith replaces, the description of the general
terms and provisions of the Debt Securities (as defined in the
accompanying Prospectus) set forth under the heading “Description
of Debt Securities” in the Prospectus, to which description
reference i1s hereby made. The following description will apply to
each Note unless otherwise specified in the applicable Pricing
Supplement.

after

We provide information to you about our notes in three separate
documents that progressively provide more detail: 1) the
prospectus, 2) the prospectus supplement, and 3) the pricing
supplement. Since the terms of specific notes may differ from the
general information we have provided, in all cases rely on
information in the pricing supplement over different information in
the prospectus and the prospectus supplement; and rely on this
prospectus supplement over different information in the prospectus.

ISy a5 Alaiie (35 O A Wlaadle Jsa o glaa &l jig5 o o
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1 The Prospectus
General information that may or may not apply to each note.
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2 The Prospectus Supplement

More specific than the prospectus, and to the extent information
differs from the prospectus, rely on the different information in this
document.

3 The Pricing Supplement

Provides final details about a specific note including its price. To
the extent information differs from the prospectus or the prospectus
supplement, rely on the different information in this document.
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before
Holders of the Class A and Class B-1 certificates will be entitled to
receive on each Payment Date, to the extent monies are available

therefor (but not more than the Class A Certificate Balance or Class
B-1 Certificate Balance then outstanding), a distribution.

after

Class A and Class B-1 certificate holders will receive a distribution
on each payment date if cash is available on those dates for their
class.

before

The following description of the particular terms of the Notes
offered hereby (referred to in the accompanying Prospectus as the
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“Debt Securities”) supplements, and to the extent inconsistent
therewith replaces, the description of the general terms and
provisions of the Debt Securities set forth in the Prospectus, to
which description reference is hereby made.

after

This document describes the terms of these notes in greater detail
than our prospectus, and may provide information that differs from
our prospectus. If the information does differ from our prospectus,
please rely on the information in this document.
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1-One “if,” one “then” When there is only one if and one then,
starting with the if may spare some of your readers from having to
read the rest of the sentence. In these cases, the if defines who or
what the “then” applies to.

If you invested in Class A shares, then...

2-One “if,” multiple “thens” When there is only one if and more
.than one then, start with the if and tabulate the thens

3-Multiple “ifs,” one “then” When there is only one then and more
.than one if, start with the then and tabulate the ifs

4-Multiples “ifs” and “thens” When there is more than one if and
more than one then, you’ll probably need to break it down into
more than one sentence, taking care to specify which ifs apply to
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which thens. If the information is still unclear, consider presenting
.the information in a table
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before

If you want to buy shares in Fund X by mail, fill out and sign the
Account Application form, making your check payable to “The X
Fund,” and put your social security or taxpayer identification
.number on your check

After

If you want to buy shares in Fund X by mail, fill out and sign the
Account Application form, make your check payable to “The X
Fund,” and put your social security or taxpayer identification
.number on your check

before

We invest the Fund’s assets in short-term money market securities
to provide you with liquidity, protection of your investment, and
high current income

after

We invest in short-term money market securities to provide you
with liquidity, to protect your investment, and to generate high
current income
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“there is / are / was / were.” :Jic 48 shaiall &3l ladiuly elusl maul
:Jie ddavenl) Jaddy) a3 “to be / have / get / see / find out. ”
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This disease ... This ...
These two drugs ... These ...
Such a program... It ...
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“On the other hand . . ” “Considering this from another angle..”.
“Similar to the last point is . ..”

(Aaian 5 Aais ) iyl | Adiia g5 yral

X 1s expensive and is seldom available X costs a lot. You can’t
there. get

or do you mean: Because X is expensive, | it there often

it is seldom available there.
Situation * Result = end-focus

X, being expensive there, is seldom
available
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exist
observe
assess
measure
determine
possess
assess
confirm
characterize

2\_%‘: dﬁ
bee
see
have
get
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. understand become ,
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whether (or not) if
such as like
many, several a lot of, lots of, plenty
large, great big
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X

. 5

He, too, died.
He died, as well.
He also died.

He died, too.
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No X existed / There was not any X. | no
appeared. Not one patient none
None of the patients | survived. never
survived. They had not seen X
Never had they seen | before.
X before.
s Aipn 5l il
The cause 1s / The cause is not un-
remains known. n-
unknown. The text was not im-
The text was coherent. non-
incoherent. The task was not dis-
The task was possible.
impossible. Results were not
Results were non- significant.
significant. This drug isn’t made
This drug has been anymore.
discontinued.
& FETRR Glaall [ Jlady)
The plan failed (to The plan did not fail
succeed). work. lack
The solution lacked | The solution didn’t | absent
X. have X. insufficient
In the samples, X X was not in the incomplete

was absent.
Controls had
isufficient X.
The test was
incomplete.

samples.

Controls didn’t have

enough X.

The test was not
finished.
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Present tense, active voice: “he | Passive: “it is found” (by X)
finds.”

Past tense, active: “he found.” Passive: “it was found” (by X)
Present perfect active: “she has | Passive: “it has been found” (by
found.” X)

Past perfect active: “she had Passive: “it had been found” (by
found.” X)
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