
First Step
·izƒe lksiku‚

The English Alphabet : Its Special Features
·v∑xzsth o.Zek¥k # bld`h dq`N foæs"rk,∑‚

1. The English Alphabet 3
·v∑xzsth o.Zek¥k‚
(i) Vowels ·okWfoYl‚%Loj
(ii) Consonants ·d`kWUlksusUVΩl‚%O;atu

2. v∑xzsth Alphabet f¥[us ds` pkj izd`kj 3–4
3. Pronunciation of English Alphabet 4–8

·v∑xzsth o.ksÛ ds` mPpkj. # fgUnh ds` mPpkj. eÍ
ÔikUrj‚
(i) v∑xzsth-fgUnh ds` ikjLifjd` Loj

4)slewoV(
(ii) ikjLifjd` O;atu (Consonants) 4
(iii) la;qDr o.Z (Compound Letters) 5

4. Pronunciation of English Consonants 5
·v∑xzsth ds` O;atukÍ d`k mPpkj.‚

5. Vowels ds` fHUu-fHUu æCnkÍ eÍ fHUu-fHUu
mPpkj. 5
(1) A ds` mPpkj. 5
(2) E ds` mPpkj. 5
(3) I ds` mPpkj. 6

(4) O ds` mPpkj. 6
(5) U ds` mPpkj. 6
(6) Y ds` mPpkj. 7

6. Consonants ds` fHUu-fHUu mPpkj. 7–8
(1) C ds` mPpkj. 7
(2) D ds` mPpkj. 7
(3) G ds` mPpkj. 7
(4) H ds` mPpkj. 7
(5) Q ds` mPpkj. 7
(6) S ds` mPpkj. 8
(7) T ds` mPpkj. 8
(8) W ds` mPpkj. 8
(9) X ds` mPpkj. 8
(10) Z ds` mPpkj. 8

7. Silent Letters 8–10
·vuqPpfjr/ewd` v”j‚

8. Shortened/Contracted Forms of
Subject and Verb 10
·d`rkZ vkSj f∂`;k ds` laf”Ir Ôi‚

Second Step

·f}rh; lksiku‚

Now Start Speaking in English
·vc v∑xzsth eÍ cks¥uk vkjEH d`jÍ‚

1. Words and Phrases Relating to Family
21–11snoitaleR

ikfjokfjd` lEcU|kÍ ls lEcfU|r æCnko¥h

2. Different Forms of Salutation 12–13
vfHoknu ds` fHUu-fHUu Ôi

·fo";-lwph‚·fo";-lwph‚
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·fo";-lwph‚
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Third Step

·r~rh; lksiku‚

Sentences Relating to Courtesy, Etiquette
and Good Manners

·uezrk] fæÆVkpkj ,oa fæÆV O;ogkj ls lEcfU|r
okD;‚

1. Thanks : |U;okn 14–15

2. Reply to ‘Thanks’ : |U;okn d`k izR;q®j 15

3. ‘Kindly’ :  d~`i;k 15

4. ‘Please’ : d~`i;k 15–16

5. ‘Sorry’ : [sn gS 17

6. Excuse me : {kek d`jÍ 17

7. Pardon/I beg your pardon : ekœ` d`jÍ 17

8. May, Can, Could ·es] dS`u] dq`M‚ 17–18

Some Selected Sentences Relating to
Courtesy and Good Manners 18–19

dq`N pqus gq, okD; uezrk rFkk
fæÆVrk ls lEcfU|r

Fourth Step

·prqƒZ lksiku‚

Now Start Talking in English on Different
Occasions

·vc fHUu-fHUu voljkÍ ij v∑xzsth eÍ okrkZ¥ki
d`juk vkjEH d`jÍ‚

1. Relating to Welcome, Meeting and
12–02gnitraP

Lokxr] HÍV rFkk fonkbZ ds` lEcU| eÍ
2. Congratulations and Good

32–22sehsiW
c|kbZ vkSj æqHd`keuk;Í

3. Some Other Forms of Blessings 23–24
vkæhokZn ds` dq`N vU; Ôi

4. Faith and Encouragement 24–25
fo'okl vkSj izksRlkgu

5. Appreciation and Encouragement 25
izæalk ,oa izksRlkgu

6. Seeking Apology/Begging
62–52nodraP

{kek-;kpuk
7. Respect and Gratitude 26

vknj vkSj d~`rKrk
8. Request/Seeking Favour 27

izkFkZuk/mid`kj pkguk

9. Invitation : Its Acceptance or
82–72lasufeR

fueU(. # bld`h Lohd~`fr ;k vLohd~`fr
10. Asking for Permission 29

vuqefr ek∑xus ds` f¥,
11. Negation 29–30

fu"s|/eukgh
12. Sympathy and Consolation 30–31

lgkuqHwfr ,oa lkURouk

13. Grief and Condolences 31

æksd` ,oa laosnuk
14. Food and Food-Habits 31–32

Hkstu vkSj Hkstu-lEcU|h vknrÍ

15. Order, Direction, Advice 32–33

vkKk] funsZæ] ijkeæZ

16. Some Miscellaneous Phrases and
Sentences of Everyday Use 33–36

fnu-izfrfnu iz;ksx eÍ vkus ok¥s dq`N okD;kaæ
,oa okD;
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Fifth Step

·ik∑pok∑ lksiku‚

Sentence-Structures
okD;-foU;kl

Different Types of Sentence-Structures 37–48
fHUu-fHUu izd`kj ds` okD;-foU;kl
Some Special Types of Verbs 37
dq`N foæs" izd`kj d`h fdz`;k;Í
Sentence-Structures with ‘Is’ 38–39
Sentence-Structures with ‘Are’ 39–40
Sentence-Structures with ‘Am’ 40–41

Sentence-Structures with ‘Was’ 41–42
Sentence-Structures with ‘Were’ 42–43
Sentence-Structures with ‘Has’ 43–44
Sentence-Structures with ‘Have’ 44–45
Sentence-Structures with ‘Had’ 45–46
Sentence-Structures with ‘Do’ 47
Sentence-Structures with ‘Does’ 47
Sentence-Structures with ‘Did’ 47–48

Sixth Step

·NBok∑ lksiku‚

Advanced Sentence-Structures
·dq`N mPprj okD;-foU;kl‚

Structures formed with the Combination of
Finite and Auxiliary or Helping Verbs 49

Some Symbols used in these Structures 49
Tense-wise List of Auxiliary

(or Helping) Verbs 50
List of Three Forms of Verbs 50–53
Relationship between Subject and Verb 53
Tense-wise Sentence-Structures 54–61
·d`k¥-vuqlkj okD;-foU;kl‚

1. Structures in the Present Tense 54–56
(i) Present Indefinite Tense :

Affirmative 54
(ii) Present Indefinite Tense :

Negative 54–55
(iii) Present Continuous Tense 55
(iv) Present Perfect Tense 56
(v) Present Perfect Continuous

65esneT

2. Structures in the Past Tense 56–59
(i) Past Indefinite Tense :

Affirmative 56–57
(ii) Past Indefinite Tense : Negative 57
(iii) Past Continuous Tense 57–58

(iv) Past Perfect Tense 58
(v) Past Perfect Continuous Tense 59

3. Structures in the Future Tense 59–60
(i) Future Indefinite Tense 59
(ii) Future Continuous Tense 59–60
(iii) Future Perfect Tense 60
(iv) Future Perfect Continuous Tense 60

Some Other Sentence-Structures 61–71
(1) Structures of Interrogative Sentences

(i) ds`o¥ Auxiliary Verb ls
Interrogative Sentences cukuk 61

(ii) Auxiliary rFkk Finite Verb d`ks fe¥k
d`j Interrogative Sentences cukuk

61–62
(2) Interrogative Pronoun vFkok

Interrogative Adverb ls
Interrogative Sentences cukuk 63–64

(3) Structure of Sentences with Intro-
56’tI‘ yrotcud

(4) Structure of Sentences with
Introductory ‘There’ 66

(5) Time-Showing Sentences 66–68
(6) Place-Showing Sentences 69–70
(7) Structure of Sentences with

Correlative Words 70–71
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Seventh Step

·lkrok∑ lksiku‚

Active and Passive Voice

·d`r~ZokP; ,oa d`eZokP;‚
Rules for Conversion from Active to
Passive Voice

1. Mutual Change between Subject and
27tcejbO

2. Changes in the Tense of the Verb 73

3. Solved Examples of the Present
47–37esneT

4. Solved Examples of the Past Tense 74

5. Solved Examples of the Future Tense 75

Eighth Step

·vkBok∑ lksiku‚

Direct and Indirect Narration
·izR;{k ,oa vizR;{k d`Fku‚

Rules for Change from Direct to
Indirect Narration 76

1. Use of Connectives 76

2. Rules for Changes in Pronouns 76

3. Rules for Changes in the Tense of
77sbreV

4. Some Other Changes 77

Solved Examples 77–78

Ninth Step

·uok∑ lksiku‚

Some Common Errors
·dq`N lk|kj. (qfV;k∑‚

1. Common Errors in the use of
18–97snuoN

2. Common Errors in the use of
38–18snuonorP

3. Common Errors in the use of
58–38sevitcejdA

4. Common Errors in the use of
78–58sbreV

5. Common Errors in the use of
98–78sbrevdA

6. Common Errors in the use of
Conjunctions 89–90

7. Common Errors in the use of
19–09selcitrA

8. Common Errors in the use of
Prepositions 91–93



(  xiv  )

Tenth Step

·nlok∑ lksiku‚

Idioms, Idiomatic Phrases and Proverbs
·eqgkojs] eqgkojsnkj okD;kaæ rFkk ¥ksd`ksfDr;k∑‚

Idioms and Phrases 94–99
Proverbs 99–101

Eleventh Step

·X;kjgok∑ lksiku‚

Now Speak in English in Day-to-Day
Situations

·vc fnu-izfrfnu d`h voLFkkvkÍ eÍ v∑xzsth eÍ cks¥Í‚
1. Time ·le;‚ 102

2. Weather ·ekSle‚ 103

3. On Getting up in the Morning
·izkr# lksd`j mBus ij‚ 104

4. Health ·LokLF;‚ 105

5. Home and Family ·fuokl ,oa ifjokj‚ 106

6. Meeting and Parting
·fe¥uk vkSj fonkbZ‚ 107

7. Request and Permission ·izkFkZuk vkSj
Lohd~`fr‚ 108

8. Love, Affection and Encouragement
·izse] Lusg ,oa izksRlkgu‚ 109

9. Warning and Remonstrance
·psrkouh vkSj œ`Vd`kj‚ 110

10. Congratulations and Good Wishes
·c|kbZ ,oa vkæhokZn‚ 111

11. Displeasure and Annoyance
·vizlUurk ,oa ukjktxh‚ 111

12. Instructions and Orders
·funsZæ ,oa vkKk‚ 112

13. Relating to Studies
·v÷;;u ls lEcfU|r‚ 114

14. At the School ·Ldw`¥ eÍ‚ 115

15. At a  Journey ·;k(k ij tkuk‚ 116

16. At a Hotel ·gksV¥ eÍ‚ 117

17. In the Bank ·cßd` eÍ‚ 118

18. In the Office ·d`k;kZ¥; eÍ‚ 118

19. With the Doctor ·MkDVj ls eq¥kd`kr‚ 119

20. On the Playground ·[s¥ ds` eSnku eÍ‚ 120

Twelfth Step

·ckjgok∑ lksiku‚

Now Talk in English in Everyday Life
·vc nSfud` thou eÍ v∑xzsth eÍ okrkZ¥ki d`hft;s‚
1. Between Mother and Son 121
2. Between Father and Son 122
3. Between Brother and Sister 123

4. Between Two Friends 124
5. Between Two College-going Girls 125
6. Between a Student and His Teacher 126
7. Between a Host and Guest 128
8. Bidding Adieu to a Guest 129
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9. With the Guest at Lunch 130
10. Between a Patient and the Doctor 131
11. At the Railway Station 133
12. At the Bank 134

531letoH a tA.31

14. At the Bus Stop 136

15. At a Book-Shop 137

Thirteenth Step

·rsjgok∑ lksiku‚

Formation of Words
æCn fuekZ.

I

Prefix ds` iz;ksx ls Negative Sentences cukuk
139–141

(i) Prefix ‘Il’ ¥xkd`j 139
(ii) Prefix ‘Im’ ¥xkd`j 139

(iii) Prefix ‘In’ ¥xkd`j 140
(iv) Prefix ‘Ir’ ¥xkd`j 140
(v) Prefix ‘Un’ ¥xkd`j 140

(vi) Prefix ‘Dis’ ¥xkd`j 141
(vii) Suffix ‘less’ ¥xkd`j 141

II

Independent Antonyms 141–143
III

Suffixes ds` iz;ksx 143–145
(i) ,d` Noun ls nwljh Noun cukuk 143

(ii) Common Noun ls Abstract
Noun cukuk 144

(iii) Adjective ls Abstract Noun cukuk 144

(iv) Verb ls Noun cukuk 144
(v) Noun ;k Adjective ls Verb cukuk 144

(vi) Noun ls Adjective cukuk 145
(vii) Adjective ls Adverb cukuk 145
(viii) dq`N vU; æCn 145
List of Some Words Changed from One
Part of Speech to Another Part of Speech :

(i) Noun ls Verb eÍ ifjorZu 146
(ii) Verb ls Noun eÍ ifjorZu 147

(iii) dq`N æCnkÍ ls Abstract Noun cukuk 147
(iv) Adjective ls Noun cukuk 148
(v) Noun ls Adjective cukuk 148

(vi) Adjective ls Verb cukuk 149
(vii) Verb ls Adjective cukuk 149
Singular—Plural Numbers

Singular Number ls Plural
Number cukus ds` fu;e 150–153

Change of Genders
Masculine Gender ls Feminine
Gender cukus ds` fu;e 153–155

Fourteenth Step

·pkSngok∑ lksiku‚

Enrich Your Vocabulary
·viuk æCn-d`ksæ cÈ<kb;s‚

(1) Numerals (la“;k;Í‚ 156–159
(2) Family and Relatives ·ifjokj vkSj

fj'rsnkj‚ 160
(3) Household Articles ·?js¥w lkeku‚ 161

(4) Clothes and Garments ·d`iÈMs vkSj
oL(‚ 162

(5) Jewellery and Ornaments
·xgus vkSj vkHw".‚ 163

(6) Cereals and Eatables ·vUu vkSj
[k»-inkFkZ‚ 163
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(7) Spices ·elk¥s‚ 164
(8) Fruits ·œ`¥‚ 165
(9) Dry Fruits ·lw[s esos‚ 165

(10) Vegetables ·lfCt;k∑‚ 165
(11) Parts of the Body ·æjhj ds` vax‚ 166
(12) Common Diseases

·lk|kj. chekfj;k∑‚ 167
(13) Stationery ·¥s[u-lkexzh‚ 168
(14) Buildings and Their Parts ·bekjrÍ

vkSj muds` fgLls‚ 169
(15) Colours ·jax‚ 169

(16) Natural Calamities ·izkd~`frd`
vkink;Í‚ 170

(17) Professions and Occupations
·isæs vkSj O;olk;‚ 170

(18) Birds and Animals ·i{kh vkSj tkuoj‚ 171

(19) Trees, Plants and Flowers
·isÈM] ikS|s vkSj œw`¥‚ 172

(20) Some Basic Scientific and
Mathematical Terms and Symbols
·dq`N oSKkfud` ,oa xf.rh; ikfjHkf"d`
æCnko¥h ,oa fpUg‚ 173–175


