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How to speak properly?

Pronunciation

* How speech sounds are articulated by the human vocal tract.

e We also learn the main symbols and diacritics used to transcribe h

uman sounds in the International Phonetic Alphabet

International Phonetic Alphabet (IPA)

Contains symbols to represent all sounds from all languages 1-to-1
correspondence between sounds and symbols Includes diacritics to
indicate tone, stress, etc. Many symbols from or based on Latin and

Greek alphabets Not the only phonetic alphabet in use.
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IPA Chart

+IPA is phonetic script, it show us the sounds to pronounce rather than spelling.

+The script is very useful for improving accuracy in pronunciation.
+You will learn each sound and its possible spellings on the course.

Monophthongs Diphthongs

|1 [C|&| €I ||l
9 (3| A [0 |3U|adU
U. /U3 |D|I9|€

Plosives Fricatives Affricates

ptk? fOsjhtj
bdg viz3 d3

Voiced

Voiceless

N Nasals :EDarr;Lni,mg

m{n|n||riw/jllt
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Type of Sound sound ~ Example ! Example2
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Vowels

A neutral English accent has 19 vowel sounds.

Typeof Sound ~ Sound  Spellings

Examples

9 2,€,0,l

I 1
ShOI’t 0 1, 00, OU
(single mouth 6 ¢, €, I¢
position) \ Lo

& a

0 0,a

alive, the, today, supply
thin_ sit rich
put, look, should
went, bread, friend
fun, love, money

cat, hand, fan

rob, top, watch
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o ayeama | Pay, greal maid
j 0L, 0y n0ise, foy, choice

diphthong | & | Relr | e e

| 0,060 10, Stone, 10ad
(double mouth
positon A 01, OW round, how, brown

1 e, ear Degr, hear slegr

ey | aerecad | care here bear
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Schwa
Word IPA Transcription
around 'maena
manner 'seila
sailor 'keektos
cactus a'rauvnd

The schwa sound /aa/ can be speltas<a >, <e> <o>and<u>.

The schwa is the most common vowel sound in English.

The schwa is weak - it can never be stressed.
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The production of the schwa is neutral: lips, jaw and tongue are relaxed

Consonants
/p/ as in pipe /z/ as in zoo
/b/ asin be /0/ as in think
/t/ as in time /8/ as in that
/d/ as in do /[/ as in sure
/k/ as in car /3/ as in casual
/g/ asin go /tJ/ as in church

/f/ as in fine /d3/ as in gin

/v/ as in vet /h/ as in hat
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/s/ as in sad

Vowels

/1/ as in sit

/i:/ as in speak

/o/ as in book

/u:/ as in tool

/A as in cup

/a:/ asin heart

/o/ as in box

/2:/ as in door

This course has been compiled and edited from printed and electronic sources for educational
purposes.

/e1/ as in may

/a1/ as in kite

/21/ as in toy

/13/ as in near

/ea/ as in dare

J/ua/ as in cure

/au/ as in cold

/av/ as in mouth
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/e/ as in bed /&/ as in cat

/3:/ as in bird /a/ as in ago

/m/ asin map

/n/ as in nose

/n/ as in king

/1/ asin love

/r/ asin red

/i/ as in yacht

/w/ as in wet
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S phonemes

1-/s/ after voiceless consonants

books, roofs, aunt’s, wife‘s, month’s, stops, writes

2-/z/ after voiced consonants and vowels

sons, songs, walls, heroes, dog’s, pupil’s, goes

3-/1z/ after /s/ /z/ [[/ /3/ /t|/ /d3/

churches, languages, judge’s, actress’s, teaches
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/ed/ phonemes

1-/t/ after voiceless consonants

looked, missed, passed, baked, crossed

2-/d/ after voiced consonants and vowels

played, served, appeared, spammed, bottled

3-/1d/ /t/ /d/

hated, started, wanted, speeded, voted, loaded
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Capitalization

(J. Straus)

Rule 1. Capitalize the first word of a quoted sentence.

Examples: He said, “Treat her as you would your own daughter.”

““Look out!”” she screamed. “You almost ran into my child.”

Rule 2. Capitalize a proper noun.

Example: Golden Gate Bridge

Rule 3. Capitalize a person’s title when it precedes the name. Do not

capitalize when the title is acting as a description following the name.

Examples: Chairperson Petrov
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Ms. Petrov, the chairperson of the company, will address us at noon.

Rule 4. Capitalize the person’s titlewhen it follows the name on the

address or signature line.

Example: Sincerely, Ms. Haines, Chairperson

Rule 5. Capitalize the titles of high-ranking government officials when

used with or before their names. Do not capitalize the civil title if it is

used instead of the name.

Examples: The president will address Congress.

All senators are expected to attend.
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The governors, lieutenant governors, and attorneys general called for a

special task force.

Governor Fortinbrass, Lieutenant Governor Poppins, Attorney General

Dalloway, and Senators James and Twain will attend.

Rule 6. Capitalize any title when used as a direct address.

Example: Will you take my temperature, Doctor?

Rule 7. Capitalize points of the compass only when they refer to specific

regions.

Examples: We have had three relatives visit from the South.

Go south three blocks and then turn left.

We live in the southeast section of town.
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Southeast is just an adjective here describing section, so it should not

be capitalized.

Rule 8. Always capitalize the first and last words of titles of publications
regardless of their parts of speech. Capitalize other words within titles,

including the short verb forms Is, Are, and Be.

Exception: Do not capitalize little words within titles such as a, an, the,

but, as, if, and, or, nor or prepositions, regardless of their length.

Examples: The Day of the Jackal

What Color Is Your Parachute?

A Tale of Two Cities
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Rule 9. Capitalize federal or state when used as part of an official

agency name or in government documents where these terms
represent an official name. If they are being used as general terms, you

may use lowercase letters.

Examples: The state has evidence to the contrary.

That is a federal offense.

The State Board of Equalization collects sales taxes.

We will visit three states during our summer vacation.
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The Federal Bureau of Investigation has been subject to much scrutiny

and criticism lately.

Her business must comply with all county, state, and federal laws.

Rule 10. You may capitalize words such as department, bureau, and

office if you have prepared your text in the following way:

Example: The Bureau of Land Management (Bureau) has some

jurisdiction over Indian lands. The Bureau is finding its administrative

role to be challenging.
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Rule 11. Do not capitalize names of seasons.

Example: | love autumn colors and spring flowers.

Rule 12. Capitalize the first word of a salutation and the first word of a

complimentary close.

Examples: Dear Ms. Chan:

My dear Mr. Sancheaz:

Very truly yours,

Rule 13.

Capitalize words derived from proper nouns.
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Example: | must take English and math.

English is capitalized because it comes from the proper noun England,

but math does not come from mathland.

Rule 14. Capitalize the names of specific course titles.

Example: | must take history and Algebra 2.

Rule 15. After a sentence ending with a colon, do not capitalize the first

word if it begins a list.

Example: These are my favorite foods: chocolate cake, spaghetti, and

artichokes.

Rule 16. Do not capitalize when only one sentence follows a sentence

25
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ending with a colon.

Example: | love Jane Smiley’s writing: her book, A Thousand Acres,

was beautiful.

Rule 17. Capitalize when two or more sentences follow a sentence

ending with a colon.

Example: | love Jane Smiley’s writing: Her book, A Thousand Acres,

was beautiful. Also, Moo was clever.
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Writing Numbers

Rule 1.

Some authorities say that the numbers one through nine or ten should

be spelled out and figures used for higher numbers. Other

authorities spell out one through one hundred, plus even hundreds,

thousands, and so on.

The best strategy is to be consistent.

Correct Examples: | want five copies, not ten copies.

| want 5 copies, not 10 copies.
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Rule 2.

Be consistent within a category. For example, if you choose

numerals because one of the numbers you must deal with is greater

than ten, you should use numerals for everything in that category.

Correct Examples: Given the budget constraints, if all 30 history

students attend the four plays, then the 7 math students will be able to

attend only two plays.

(Students are represented with figures; plays are represented with

words.)

My 10 cats fought with their 2 cats.
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My ten cats fought with their two cats.

Incorrect Example: | asked for five pencils, not 50.

Rule 3.

Always spell out simple fractions and use hyphens with them.
Examples: One-half of the pies have been eaten.

A two-thirds majority is required for that bill to pass in Congress.

Rule 4.

A mixed fraction can be expressed in figures unless it is the first word of

a sentence.

Examples: We expect a 51/2 percent wage increase.
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Five and one-half percent was the maximum allowable interest.

The Blue Book of Grammar and Punctuation

Rule 5.

The simplest way to express large numbers is best. Round

numbers are usually spelled out. Be careful to be consistent within a

sentence.

Correct: You can earn from one million to five million dollars.

Incorrect: You can earn from one million to $5,000,000.

Correct: You can earn from five hundred to five million dollars.

Correct: You can earn from S5 hundred to S5 million.
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Incorrect: You can earn from $S500 to S5 million.

Incorrect: You can earn from $S500 to five million dollars.

Rule 6.

Write decimals in figures. Put a zero in front of a decimal unless the

decimal itself begins with a zero.

Examples: The plant grew 0.79 of a foot in one year.

The plant grew only .07 of a foot this year because of the drought.

Rule 7.

With numbers of four or more digits, use commas. Count three

spaces to the left of the ones column to place the first comma. If the
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number contains seven or more digits, continue placing commas after

every three places.

Examples: $1,054.21

Rule 8.

When writing out a number of four or more digits, do not use a comma.
However, do use the word and where a decimal point appears in the

figure format.

Example: One thousand fifty-four dollars and twenty-one cents

Rule 9.

The following examples apply when using dates:
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Examples: The meeting is scheduled for June 30.

The meeting is scheduled for the 30th of June.

We have had tricks played on us on April 1.

The 1stof April puts some people on edge.

Rule 10.

When expressing decades, you may spell them out and

lowercase them.

Example: During the eighties and nineties, the U.S. economy grew.
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Rule 11.

If you wish to express decades using incomplete numerals, put an
apostrophe before the incomplete numeral but not between the year

and the s.

Correct: During the '80s and '90s, the U.S. economy grew.

Incorrect: During the ‘80’s and '90’s, the U.S. economy grew.

Rule 12.

Youmay also express decades in complete numerals. Again,

don’t use an apostrophe between the year and the s.
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Example: During the 1980s and 1990s, the U.S. economy grew.

Rule 13.

Normally, spell out the time of day in text even with half and

quarter hours. With o’clock, the number is always spelled out.

Examples: She gets up at four thirty before the baby wakes up.

The baby wakes up at five o’clock in the morning.

Rule 14.

Use numerals with the time of day when exact times are being

emphasized or when using A.M. or P.M.
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Examples: Monib’s flight leaves at 6:22 A.M.

Please arrive by 12:30 sharp.

She had a 7:00 P.M. deadline.

Rule 15.

Use noon and midnight rather than 12:00 P.M. and 12:00 A.M.

Rule 16. Hyphenate all compound numbers from twenty-one through

ninety-nine.

Example: Forty-three people were injured in the train wreck.

Twenty-three of them were hospitalized.
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Rule 17.

Write out a number if it begins a sentence.

Examples: Twenty-nine people won an award for helping their

communities.

That 29 people won an award for helping their communities was

fantastic! OR That twenty-nine people won an award for helping their

communities was fantastic!
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Grammar

Correct the grammar error in each sentence..

1. How quick he runs.

2. Neither DeAndre nor | are to follow.

3. The desk and the chair sits in the corner.

4. Each of us were scheduled to take the test.

5. The coach, not the players, have beenill.

6. There is only four days until Christmas.

7. She is one of the women who works hard.

8. That was Yusuf and me whom you saw.

9. This phone call is for Bill and I.
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10. Terrell is the smartest of the two.

11. It was | whom called.

12. Itis us clerks who work hard.

13. He took the plate off of the table.

14. None of the neighbors offered his support.

15. They mailed the copies to him and I.

16. Neither of the candidates have spoken.

17. How will you be effected financially if the effect of downsizing

means you will lose your job?

18. Joan walks slower so her children can keep up with her.

19. Jake is the oldest of the two brothers.
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20. May did good on the test she took yesterday.

21. He and she were real close friends.

22. Whomever drove in the carpool lane without any passengers will be

fined.

23. Please allow Jenna or myself to assist you.

24. 1 work with people that judge others by their nationalities and

accents.

25. They fought over their father’s estate because they felt angrily

about the way he had treated them.

26. You look well in that running outfit.

27. Don’t feel badly about forgetting my birthday.
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28. We saw two puppies at the pound and took home the cutest one.

29. Speak slower please.

30. Samantha will meet us later on.

31. Pollen effects my sinuses and makes me sneeze.

32. 1 want to lay down for a nap, but the phone keeps ringing.

33. That SUV, that landed on its hood after the accident, was traveling

at eighty miles per hour.

34. Yesterday, Barry lay my jacket on the hood of the car.

35. How much further before we arrive in Santa Fe?

36. My daughter became a honorary member of the city council for the

day.
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37. In the end, we had to decide among a minivan and a station wagon

as our second car.

38. Your the only one for me.

39. That redwood tree has become taller then the oak tree next door.

40. The time for action has long since past.

41. Its a long way from here to Tierra del Fuego.

42. Mother, can | go to the movies with Ashton this afternoon?

43. | could of danced all night.
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Underline the subjects once and the verbs twice.

1. He depends on her in times of need.

2. Watch your step.

3. The insurance agent gave her sound advice.

4. On the table was her purse.

5. In the newspaper, an interesting article appeared.

6. Look before you leap.

7. Across the road lived her boyfriend.

8. We are forced to inhale and exhale this smog-filled air.

9. In the gutter, | found a shiny new dime.

10. Around every cloud is a silver lining.
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11. Every one of the roses bloomed.

Confusing Words and Homonyms

Because many words in English sound or look alike, frequently causing

confusion, this list will be very helpful.

a Vs. an

Rule.

Use a when the first letter of the word following has the sound of

a consonant. Keep in mind that some vowels sound like consonants

when they’re sounded out as individual letters.

Examples:

e a finger
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¢ 3 hotel

® a U-turn (pronounced Yoo-turn)

¢ a HUD program

e a NASA study

Rule.

Use an when the first letter of the word following has the sound of

a vowel. Remember that some consonants sound like vowels when

they’re spoken as individual letters.

Examples:

e an FBI case (F is pronounced ef here)
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e an honor (H is silent here)

® an unusual idea

e an HMO plan (H is pronounced aych here)

e an NAACP convention (N is pronounced en here)

Deciding whether to use a or an before abbreviations can be tricky.

The abbreviation for Frequently Asked Questions (FAQ) causes

confusion because it can be pronounced as a word (fak), or one letter

at a time (F-A-Q).

Using the guidelines above, one would say a FAQ when it is pronounced

as one word, and an FAQ when it is pronounced one letter at a time.

accept to agree
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except but, with the exception that

ad advertisement

add to perform addition

ades fruit drinks

aides  people who help; assistants

AIDS acronym for Acquired Immune Deficiency Syndrome

aids helps, assists

adverse unfortunate; strongly opposed (refers to things, not people)

Examples: an adverse reaction to the medication adverse weather

conditions
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averse having repugnance (refers to people)

Example: He is averse to a military draft.

advice vs. advise

advice (noun) recommendation

advise (verb) the act of giving a recommendation

affect vs. effect

Rule 1.

Use effect when you mean bring about or brought about, cause

or caused.

Example: He effected a commotion in the crowd.

Meaning: He caused a commotion in the crowd.
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Rule 2.

Use effect when you mean result.

Example: What effect did that speech have?

Rule 3.

Also use effect whenever any of these words precede it: a, an,

the, any, take, into, no. These words may be separated from effect by

an adjective.

Examples: That book had a long-lasting effect on my thinking.

Has the medicine produced any noticeable effects?

Rule 4.

Use the verb affect when you mean to influence rather than to

49

This course has been compiled and edited from printed and electronic sources for educational
purposes.



THIS COMPILED COURSE-BOOK IS PREPARED AND USED FOR TEACHING AND EDUCATIONAL
PURPOSES ONLY

cause.

Example: How do the budget cuts affect your staffing?

Rule 5.

Affect is used as a noun to mean emotional expression.

Example: She showed little affect when told she had won the lottery.

ail  to bell; to cause pain or distress

ale malt beverage more bitter than beer

air what we breathe

err make a mistake

heir  one who inherits something

aisle passageway
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"Il contraction for | will
isle a small island

all entire, everything
awl a tool

allot  to parcel out

alot always two words meaning many

allowed  gave permission to

aloud said out loud; spoken

allready means all are ready

Example: We are all ready to go.

already  refers to time
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Example: Is it summer already?

all together refers to a group; all of us or all of them together

Example: It is wonderful to be all together to celebrate your birthday.

altogether entirely

Example: It is not altogether his fault.

altar pedestal, usually religious

Example: They exchanged wedding vows at the altar of the church.

Alter to modify

Example: Please don’t alter your plans until we have the final schedule

approved.

allude  toreferindirectly
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Example: He alluded to his past as a spy.

elude  avoid capture

Example: The fugitive eluded the police for a month.

illude mislead

Example: He illuded her about his age.

allusion an indirect mention of something

illusion false perception

ambiguous  to have more than one meaning

Example: The law was ambiguous.

ambivalent  to have mixed feelings

Example:  Sheis ambivalent about her wedding dress.
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Amicable friendly (refers to things, not people)

amiable  friendly (refers to people)

Example: The amiable couple had an amicable divorce.

among involves three or more

Example: Who among us has not lied?

between involves just two

Example: She couldn’t decide between Chinese and Thai food.

amount  used for things not countable

Example: We couldn’t handle that amount of ill will.

number  used for things that can be counted

Example: The number of accidents increased by ten percent.
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ant abug

aunt the sister of a parent

ante a bet placed before playing

auntie affectionate term for a parent’s sister

anxious to have anxiety or worry

Example: She is anxious about taking the test.

eager excited

Example: She is eager to get a puppy.

anymore something additional or further

Example: It didn’t rain any more this year than last year.

anymore  any longer, nowadays

55

This course has been compiled and edited from printed and electronic sources for educational
purposes.



THIS COMPILED COURSE-BOOK IS PREPARED AND USED FOR TEACHING AND EDUCATIONAL
PURPOSES ONLY

Example: Harry doesn’t travel anymore.

appraise to put a value on something

apprise  to notify

arc arch, crescent, half moon

ark a vessel or a refuge
ascent (noun) movement upward
assent (noun or verb) enthusiastic agreement; to agree

consent agreement

assistance (noun) help

assistants (noun) people who help

assumption an idea not based on evidence
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presumption an idea based on evidence
assure to promise or say with confidence
ensure to make sure something will/won’t happen
insure to issue an insurance policy
ate past tense of eat
eight the number after seven
aural having to do with hearing
oral having to do with the mouth

Grammar Answers

1. How quickly he runs.

2. Neither DeAndre nor | am to follow.
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3. The desk and the chair sit in the corner.

4. Each of us was scheduled to take the test.

5. The coach, not the players, has beenill.

6. There are only four days until Christmas.

7. She is one of the women who work hard.

8. That was Yusuf and | whom you saw.

9. This phone call is for Bill and me.

10. Terrell is the smarter of the two.

11. It was | who called.

12. It is we clerks who work hard.

13. He took the plate off the table.
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14. None of the neighbors offered their support.

15. They mailed the copies to him and me.

16. Neither of the candidates has spoken.

17. How will you be affected financially if the effect of downsizing

means you will lose your job?

18. Joan walks slowly so her children can keep up with her. (OR more

slowly)

19. Jake is the older of the two brothers.

20. May did well on the test she took yesterday.

21. He and she were really close friends. (OR very)

22. Whoever drove in the carpool lane without any passengers will be
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fined.

23. Please allow Jenna or me to assist you.

24. 1 work with people who judge others by their nationalities and

accents.

25. They fought over their father’s estate because they felt angry about

the way he had treated them.

26. You look good in that running outfit.

27. Don’t feel bad about forgetting my birthday.

28. We saw two puppies at the pound and took home the cuter one.

29. Speak more slowly please.

30. Samantha will meet us later.
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31. Pollen affects my sinuses and makes me sneeze.

32. 1 want to lie down for a nap, but the phone keeps ringing.

33. That SUV, which landed on its hood after the accident, was traveling

at eighty miles per hour.

34. Yesterday, Barry laid my jacket on the hood of the car.

35. How much farther before we arrive in Santa Fe?

36. My daughter became an honorary member of the city council for

the day.

37.In the end, we had to decide between a minivan and a station

wagon as our second car.

38. You’re the only one for me.
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39. That redwood tree has become taller than the oak tree next door.

40. The time for action has long since passed.

41. It’s a long way from here to Tierra del Fuego.

42. Mother, may | go to the movies with Ashton this afternoon?

43. | could have danced all night.

44. Srdjian emigrated from his native Bosnia about five years ago.

45. 1 am tiring of the noise from the continuous flow of traffic past my

apartment.

46. The teacher tried to elicit a discussion about the novel.

47. La Donna talks fondly about the four years that she went to the

university.
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48. The answer is plain and simple.

49. Let me set this book down on the table before | answer your

question.

50. The legislature finally authorized the funds to polish the gold on the

dome of the capitol building.

Finding Subjects and Verbs Answers

1. He depends on her in times of need.

2. (You) Watch your step.

3. The insurance agent gave her sound advice.
4. On the table was her purse.

5. In the newspaper, an interesting article appeared.
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6. (You) Look before you leap.

7. Across the road lived her boyfriend.

8. We are forced to inhale and exhale this smog-filled air. (or are )

9. In the gutter, | found a shiny new dime.

10. Around every cloud is a silver lining.

11. Every one of the roses bloomed.

Finding Subjects and Verbs Answers

1. This gorgeous grand piano is tuned to perfection. (or is)

2. Every environmental regulation has been undermined by that industry.

(or has been)

3. My gift for walking and talking simultaneously did not go unnoticed.

4. Your red scarf matches your eyes.

5. Every attempt to flatter him failed miserably.
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6. (You) Think before you speak and you will be glad for the things you
never said.

7. If all is lost, why am | still playing?

8. Jared needed a pity party after he lost his job.

9. Have you memorized all the chemical symbols on the chart?

10. Buses has only one s in the middle of it.

11. (You) Please answer the question without smirking.

Translate the following passage:

Is Today the Day?

Brenda and her new husband, Bart, were out for a walk on a cold
winter day. They walked past the white building that was the county
animal shelter. —Do you want to go in and see the dogs?|| Brenda

asked. —Sure,|| answered, —but today is not the day to take one home!
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Remember, we decided to wait until summer to get a dog!|| Inside the
shelter, a worker led Brenda and Bart down the hall to the dog kennel.

They were greeted by many hopeful barks that were clearly saying,

—Take me home!|| Then Brenda saw a strong, black and tan dog with
its nose pressed against the gate. It won her heart. Both the dog and
Brenda looked at Bart with big, excited eyes. Maybe the time was right

after all!
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Synonymy exercise

Pup eager ivory frosty powerful stroll replied

1. is a synonym for walk.

2. is a synonym for cold.

3. is a synonym for white.

4. is a synonym for answered.
5. is a synonym for dog.

6. is @ synonym for strong.

7. is a synonym for excited
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Exchange frosty hum ivory journal stroll  witness

1. After dinner, it’s nice to take a slow around the

block.

2. Some of the piano’s 88 keys were black and others were

3. You can keep the sweater or it for a larger size.

4. Juana wrote about daily events in her

5. Angela would testify in court as a for the defense.

6. As autumn turned to winter, the mornings became cold and

7. Everyone else knew the words to the song, but | had to
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Homonyms

Fill in each blank with the correct homonym.

1. whole / hole

a. |l can’t believe | ate the box of donuts!

b. To be a donut, a round cake must have a

2. principal / principle

a. Honesty is a to live by!
b. Ms. Chin, our school , announced the guest speaker.
3. flee / flea
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a. Waldo found a in his dog’s thick coat.
b. If the fire comes their way, the animals must the forest.
4. plain / plane
a. Would you like a or chocolate donut?
b. The wings dipped as the turned.
5. sleigh/ slay
a. The horse pulled the through the snowy field.
b. The young hero will the fierce dragon.
6. rain / reign
a. The homecoming queen will at the football game.
b. | hope it doesn’t during the game.
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7. throne / thrown
a. The ball was from the 20-yard line.
b. The queen sat on a decorated with flowers

Shortened forms

Write the shortened form of each of the following words.

EXAMPLE: doctor = dr

photograph =

mathematics =

advertisement =

popular =

airplane =
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professor =

Circle the most common meaning of each boldface abbreviation.

B.A.

o Bachelor of Arts

o before arrival

o Best Actor

D.A.

o date of arrival

o District Attorney

o don’t answer

Bl Jan.
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o Janitor

o Junior

o January

FDA

o Food and Drug Administration

o Future Democrats of America

o Federal Department of Agriculture

Bl Co

copilot

Company

cousin
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Mon.

O mMoon

0 money

o Monday

ASAP

o Americans Supporting All People

0 as soon as possible

o Association for Special Athletic Pursuits
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Combine a prefix from the box with the word in parentheses to

complete the sentence.

ir in re pre semi non

1. On her first day at the new school, Rosie felt (secure)

2. The teacher thought that Christopher’s excuse was utter (sense)

3. If you (pay) for something, you send the

money ahead of time.

4. Tricking someone else into doing your work is lazy and (responsible)
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5. James will have to (place) the basketball he

lost.

6. Gloria’s cookie recipe calls for (sweet)

chocolate chips.

Circle the suffix that correctly completes each sentence.

1. To change the verb tour to a noun meaning “one who tours,” add the

suffix (or /ist / er).

2. To change the noun speed to an adjective meaning “very fast,” add

the suffix (ly /er/vy).

3. To change the verb break to an adjective meaning “capable of being

broken,” add the suffix (ible / able / ery).
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4. To change the noun envy to an adjective meaning “jealous,” add the

suffix ( bus / ous /ish ).

5. To change the noun taste to an adjective meaning “in good taste,”

add the suffix (y / ier / ful ).

The Sun and the Wind The sun and the wind had an argument. “I am more
powerful than you,” howled the wind. The sun disagreed. “Let us have a test to
decide which of us is more powerful,” he cried hotly. “Do you see the man
walking on the street down there? Are you strong enough to make him take off

his coat?”

Write words from the paragraph that have these prefixes :

de dis
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Write words from the paragraph that have these suffixes :

ful ment

ly ing

“That’s easy,” moaned the wind. He blew harder and harder. The man became
cold. To protect himself, he pulled his coat tightly around him. Finally, the wind
admitted that he could do nothing more to remove the coat. Now it was the sun’s

turn to show his mighty power.

Write words from the paragraph that have these prefixes:

.ad re

pro be
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The sun began to shine brightly. Soon the man grew warmer. He
removed his coat to enjoy the warmth of the sun. Laughing loudly, the
sun told the wind, “Do you see why | was successful? You met with
failure because you used force. Sometimes kindness is more powerful

than force.”

Write words from the paragraph that have these suffixes :

ly er

ful ness

Read the definitions. Then use prefixes and suffixes to complete the

words.
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1. NATIONAL: between or among nations
2. _ JOIN: to join again
3. PRACTICAL: not useful or efficient
4. PRE : to forecast or guess a future event
5. GRAPHY: the story of someone’s life
6. MERCI : full of pity and forgiveness
7. WORTH : without value
8. CONSTANT __ :on and on without stopping
9. NEUR : inflammation of the nerves

Multiple Meaning Words
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People with word power are careful about mixing up words. Confusion
usually occurs between words that are very similar. Many English words
have more than one meaning and can be used as different parts of
speech. To add to the confusion, these words are often pronounced

differently, as well.

EXAMPLES: a bow and arrow (noun that rhymes with go ) the bow of a
ship (noun that rhymes with cow ) to bow before the king (verb that

rhymes with now

Study each boldfaced word. Then identify its part of speech. On the

line, write noun, verb, adjective, or adverb.

Invite the duke and the count.

It might rain today.
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Count the remaining tokens.

We have power and might.

Go down to the basement.

Are all students present?

Goose down is very soft.

| gave Taylor a present.

Add vowels (a, €, i, 0, u) to complete the multiple meaning words.

1. BR DG is a popular card game.

2.HerP T ___ NT leather shoes are shiny.

3. Light the fire witha M __ TCH.

4. AR____ R ___ birdis hard to find.

82

This course has been compiled and edited from printed and electronic sources for educational
purposes.



THIS COMPILED COURSE-BOOK IS PREPARED AND USED FOR TEACHING AND EDUCATIONAL
PURPOSES ONLY

5. Please fry me a pork CH P for dinner.

6. An out-of-date license is NV L D.

7.AP___ LMisacommon tropical tree.
8. ACR___ T __ isaslatted wooden container.
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Homophones

Homophones are words that sound the same but have different

meanings and usually different spellings.

EXAMPLES: pail (a bucket) / pale (white) ant (insect) / aunt (female

relative)
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Read the sentences. Write a homophone for each boldfaced word on

the line. The first one has been done for you.

1. How hi can ewe you jump?

2.. Please stand over their

4. Does that hoarse need a bridal ?
5. Wheel bee home soon.
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Circle the correct words.

1. Rupert ( maid / made ) a ( very / vary ) big mistake.

2.1 ( heard / herd ) he didn’t pay the ( tax / tacks ) on his house.

3. Now the government has put a ( lean / lien ) on his property.

4. Rupert doesn’t ( no / know ) what to ( dew / do ) about it.

5. ( We've / weave ) ( tolled / told ) ( hymn / him ) to ( meat / meet )

with a lawyer.

6. Maybe it ( wood / would ) be wiser for Rupert to take out a ( lone /

loan ) and pay up.
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Near Misses

Near misses are words that are similar in one way or another. These

words have different meanings, however. Be careful!

Circle the word that makes sense in each sentence. Use a dictionary if

you need help.

1. People are said to ( emigrate / immigrate ) when they leave a country
and (immigrate / emigrate ) when they enter another country.
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2. In anything you write, chances are you will use at least one (

proposition / preposition ).

3. The arrival of our (imminent / eminent ) speaker is (imminent /

eminent).

4. | wish | had an autographed ( pitcher / picture ) of that famous (

pitcher / picture ).

5. You may ( disprove / disapprove ) of my opinion, but you can’t (

disprove / disapprove ) it.

6.1 am ( confident / confidant ) that my friend and ( confidant /

confident ) will keep my secrets.

7. Is it possible for you to ( device / devise ) a ( devise / device ) to solve

that problem?
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8. The attorney is ( prosecuting / persecuting ) a man charged with (

prosecuting / persecuting ) his dog.

9. Iran was ( formally / formerly ) called Persia until its name was (

formally / formerly ) changed.

10. The sick boy should ( lie / lay ) his backpack on the floor and ( lie /

lay ) down in the nurse’s office.
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Read the pair of synonyms. Then complete the phrases with the most
appropriate word. If you need help, use a dictionary to check out each

word’s connotation as well as denotation.

1. dainty / delicate

a surgery a decoration

2. reach / achieve

to maturity to success
3. slim / slight
a difference a possibility

4. distribute / dispense

to medicine to flyers
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5. oral / verbal
an report a agreement
6. teach / train

to guitar to animals
7. decline / reject
to a suggestion to an invitation
8. capture / catch
to the enemy to a baseball
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Use each pair of synonyms in sentences of your own. Make sure your
sentences show the differences in connotation. Use a dictionary if you

need help.

1. (tired)

(exhausted)

2. (tolerate)

(approve)

3. (aroma)

92

This course has been compiled and edited from printed and electronic sources for educational
purposes.



THIS COMPILED COURSE-BOOK IS PREPARED AND USED FOR TEACHING AND EDUCATIONAL

PURPOSES ONLY
(odor)
4. (sign)
(symptom)
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Translation of Arabic Proverbs

O e paa e Gasall gl Y
The believer is not bitten from the same hole twice. (Fool me once,

shame on you; fool me twice, shame on me.)

The unlucky person finds bones in his tripe dinner. (You can't escape

bad luck.)
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L8 JSS) e ) sl

Birds of a feather flock together.

2l3e sl ol

The son of a goose is a swimmer. (Like father, like son.)

Al e Jdl ) s

Continuing the same state is impossible. (Nothing stays the same.)

e il ol
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bea Ja p J i s ylalll
The clever one spins with a donkey’s leg (i.e. can make something out
of nothing). (Used to criticize someone who blames their tools for their

bad work.)

a1 sl 3

We are in the same boat (lit. same air).

Ol 48555 2 5Y Galle 5% I
What is written on the brow will inevitably be seen by the eye. (One will

inevitably meet one’s destiny.)
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Jhoall Al gale b Jla )l el by

Trusting men is like trusting water in a sieve.

Loiitle 3aal 5 2y

One hand doesn’t clap. (Cooperation from all sides is necessary to
accomplish anything.)

.ga\}a g‘z\}d\ Caal

Underneath the nice exterior is a bunch of problems. (Used to criticize
someone who tries to put up a good appearance to cover up their

faults.)

Sla ) ae lilal 6 Lo
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Stretch your legs as far as your blanket extends. (Don’t live beyond your

means.)

oAl ) e a8 g gria (u griall

(You can't escape your luck.)

(il Y ol
Better a warm welcome than being invited to lunch. (Welcoming

people warmly is important.)

A8 gy Al #Uha

One who cooks poison tastes it. (What goes around comes around.)
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Pyl a3y Al Al ey I B3
Why should one who finds someone to cook for him burn his fingers?

(Don't do your own dirty work if you can find someone to do it for

you.)

el Sy Le J 4 0
Eat him for lunch before he eats you for dinner. (Kill him before he kills

you; get your blow in first.)

AL Y sl Ladll
The cat only likes its strangler. (People only respond to harsh

treatment.)
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Adlay Ly (g glal)
The fan will donate his skullcap. (An enthusiast will give away

everything he has for what he loves.)

A8 5 38 Al

Movement is a blessing. (Exercise is good.)

Ade ol A e §) s
A wasp that brought about the destruction of its own nest through its

buzzing. (He asked for it, it was his own fault.)
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L@A&M\#L@.ﬁé&'&)ﬂ\uw

Like mother, like daughter.

A @ e Jadll Sl

(B Py Dl

A beggar but acting like a rich man. (Used to describe someone who's in
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no position to be picky but is still acting like he can set the terms of
whatever bargain etc. is going on. Sort of like the equivalent of

"Beggars can't be choosers," but in reverse.)

Aaaal) o 2Ll das
The bad student's excuse is erasing the blackboard. (Used to describe

people who are trying to divert attention from their own failings by

talking about other things.)
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Some people's disasters provide benefits for other people. (What is

disastrous for some people can prove to be advantageous for other

people.)

o Al jee

The wicked or naughty live longer. (Can be used to hint that if you take
risks, it'll pay off. Can also be used in a joking way; for example, if a
friend was in a minor car accident and was uninjured, you could tell

them)
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Ol o slaiy i 5 o) 40
A basket has two handles (lit. ears) for two people to carry it. (Many

hands make light work.)

Jazigle o jee Sl Jo

The dog's tail will never straighten out. (A leopard doesn't change its
spots.)

Db e (e 350 Lldla

(You can't make an omelet without breaking a few eggs.)
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4 il Al
You get what you pay for. (Expensive things are worth the price for

their quality.)

liad gl Gl yie )

Admitting it when someone else is right is a virtue.

abel oS s L

What is (still) hidden is more than what has happened/been revealed
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so far. (This is just the tip of the iceberg.)
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Hard and soft ¢ & g

Generalization:

¢ and g are hard before a, o, and u. they are soft before e, 1, and v.

hard ¢ hard g soft ¢ soft g
cup cum cent oym
cormn gate cell gem
call game city germ
cave gave circle giant
camp gold cycle gentle
cart golf center ginger
cage goat celery oVpsy
coin gain cedar general
cold gush cease giraffe
coat gulp cellar gelatin
cost good cement
come garden central
came getting cereal
cook great certain
cute group ceiling
cuff ground cider
camel circus
candy cinch
count cyst
coast CEnsus
comic cymbal
cousin cinder
candle citizen
college cinema
canary cyclone
clothes cylinder
camera CiNnamon

meanlA
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Miscellaneous Terminology

Ministry of Environmental Al Q53 8155
Affairs
Ecosystem Al allai
Ecosphere ) g sl A
Ecoclimate | e
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Ecodevelopment

Al dpail

Ecologist Ll alle
Earth Charter oa ¥ (@l

Earth Day

(ca Y as) oY ae

Abyssal environment Gue ¥ diy
Aquatic life dilal) 3Ll

Affordable water

el Jgliia Bldad ) ol

Running water

4 ol
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Ground water 48 g olia
Costal area/ littoral area Al ddhia
Costal water ddabld) sleall
Ocean floor bl gl
Sea bed Al gld
Fisheries lacdy) dilaa
Fishery Bluaa
Shellfishery il jlaall dilaa
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Fish shoal Slacd) @
Juvenile fish dacd) ¢ 3 Jliwa
Juvenile water (#30 (ias Ao ABLEIS) a1y La) Al gl olra
River-borne sediments Al Gl g0
Climatology gl ale
Agroclimatology =100 lall ale
Ambient air baaal) ¢ g¢dl
Ambient temperature daaall 5 ) _all Ay 0
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Flora and Fauna i) gaad) g il
Forestry allal) ale
Arable land/cultivate land de) 30 dalla (i
Meteorology 4 sal) sla Y ale
Firewood
Air mass agi) g Alig
Seasonal crops Lo ga Juualaa
Vegetarian (A
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Glaciology Clbadal) ale
Ice cap gula plad

Ice sheet

Ice shelf PENCE PEN
Glacier ice AL gl

Ontology A Gl gad g )
Biodiversity (Al cliilsl) g o5) Alal) g gl
Metabolism (o) A3 Jiiail)
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Acclimatization alalal)

Wild animals Ay ) gas

wild life gyl sl
Captive animals dougs, ) gaa

Semi-captive animals doagua A @) gas
Cattle grazing Ll o
Sedimentary rocks A gy Jsiua
Climate changes JAlial) eyl
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Global Climate changes duallad) LAlial) o il
Cyclone o las)
Hurricane (Bns = 0 aan) Juas)
Smog AR Glua
Dust storm A 4 e ddale
Sand storm il ddale
Wind storm Laly, Lale
Easterlies 4dyarly
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Westerlies 4l
Monsoon winds L ga
Equator o1 siu) Jad
Dew Ly
Humidity 5k
Mist sl [303,
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Egyptian Environmental sl Al (9l Sl
Affairs Agency (EEAA)
Environmental friendly Al B
Green belt i) ala
Conservation of nature daghl) o Blal)
Tornado s las)
Typhoon ) i) s |
Rain forest 8 ke 448
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Clean technology dadai L ol 4ics
Clearing up pollution Gglil) o pladl)
Air culture control £ 5¢d) Baga A asail)
Depollution/ Decontamination & gl A1 3)
Desalination da glal) 4313
Detoxication o saedlfAsand) A1) 3)
Disaster management Sl 30
Pollution control & olil) dadl<a
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Restoration of soil LAl z3al
Afforestation ToAd/all) de)
Ozone hole G9sY) i
Ozone-friendly technology UL Bl 8 L ol 9iS3
Energy conservation daal o Badald)
Green car W A 5 b
Biofuel S5 2584
Smokeless fuel Ol anie 3 g8
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Zero emission vehicle PXFTAVEPRLI TR 5 W g
Collection of household 4 ial) daladl) pea
refuse
Sorting of refuse daladl) 5 b
Sanitary landfill e dalad ¢haa
Rational Waste Management SRl Basd ) 5 1)

Hygienic waste disposal L) (e Aual) palidll

Cutting of waste L) (e Jotal)
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Rationalize of hunting animals U gaad) e Al 5
Hazard prediction shaly sl
Natural phenomena daplal) ja) glal)
Age-old forests b ara cilils
Air current s LS
Beach erosion (k) gl Jst
Land erosion ua N Jst
Coral reefs Ll pal) el

122

This course has been compiled and edited from printed and electronic sources for educational
purposes.



THIS COMPILED COURSE-BOOK IS PREPARED AND USED FOR TEACHING AND EDUCATIONAL

PURPOSES ONLY
Deglaciation galall Jluady)
Desertification sawaill
Ebb and tide 25l 2l
Marshlands/swamps/fen/bog Cilaliloes
soil
Pristine area USs ddhi,
Quick sands 4 atiall Jla )
Sand dues dula oliS
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Sand flats dda s J s
Uplands Caladl yall
Vortex dal g
Falls <Y
Natural disasters Ak &) 68
Biodeterioration Al jeauil)
Bush fire JEN B
Conflagration ) &oa
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Disaster-prone area &) g8l dia jra Adlate
Disaster stricken area 4 )\S Liilal ddkia
Distressed area 4, gSia Adhaia
Drought area ciliall L 2a {8hie
Endangered species Ul AN 3a3ga Jilual
Extinct species L jiia Jilad
Famine delaa
Environmental Abuse 4 i) 3 ) gall aladin 3ol
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Environment degradation Al sax
Agrochemicals Ao 3 el glasst)
Deforestation et ) 5)
Solid degradation & AN pea
Over grazing BHEN g
Overcropping dda jial) de 30
Overfertilization il aandl) A B 2y
Overfishing Al aual)
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Air pollution load £ 5gd) &gl A
Airborne contaminant = Air il &igla
pollutant

Airborne emissions iy g clilayll

Airborne particles 51 54l Adlaia Clagw
Airborne pollutants o) ¢! Lgtaay cilisle

Airborne pollution G5 Cali
Breakdown of wastes CLlal) Has
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Build up of pollutants <l glal) as) y3

Disposal of wastes LWL (g pmalf e paladll
Dump dalad lia
Dumping at sea Al A Gl e galdal)
Flowing-out/Effluent Ald) LAY e Galdst)
discharge
Incineration of wastes LN (& a
Garbage/refuse collection daladl) paa
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Contaminated food Gigla plde
Dust deposit Dbl G S
Emission trading Gililaniy) 3 jlad
Energy-intensive technology d3Uall Mg s L of 43S
Noxious emissions b cililay
Off-gases Bagla il
Off-odor dayia il
Exhaust adl &
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Fossil fuel s/ (5 ) 58aY) 3 68 gl)
Fumes PRERN
Fumigation 5_Adl
Global warming Al ulday)
Greenhouse effect PEITER ] RN Wil
Greenhouse gases dadal) @ e
Radiation glad)
Carcinogen A psa 3l 5a
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Carbon release RSl Sl
Cement plants i) ailaa
Combustion residue Gl siay) cldlia
Depletion of Ozone Layer Cassy Al S
Sanitary drainage >all G pall
Sewer i _pual) 4y gl
Toxics Py
Thermal pollution S A &gl
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Marine pollution g al) & glil)
Oil spill Cu ) Aady

Pumping station

feka Adaoa

Organic components

Ay g S paf palic

Hygiene

Aalal) danal)
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Action plan Jas ddad
Baseline study Aol A o
Benchmarks laa
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Brainstorming R )

Case study Ala A g2
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Development planning Juladl) g dgalll) 590
cycle

Disaggregative statistics ddias wislaa)
Feedback B padan) y 4,385
Field study il Al 2
Field visit Ailasa 35

Formative evaluation 0 5/ 5 gadif 5y gkl anl
135

This course has been compiled and edited from printed and electronic sources for educational
purposes.



THIS COMPILED COURSE-BOOK IS PREPARED AND USED FOR TEACHING AND EDUCATIONAL

PURPOSES ONLY
Indicator i
Input dadlsa
Logical framework (sahial) jUaY)
(logframe)
Monitoring and Evaluation axil) g dalial)
(M&E)
Needs assessment Glalday) gaid
Normative framework Sl )
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Outcome dans

Output T
Output to Purpose Review cla Al 45 j\da

(OPR)
Pilot project AT £ g e
Problems tree ClSial) 3l
Project proposal T 9 T A8a
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Questionnaire Ol
Research findings Gaal) il
Roundtable BRI

Steering committee

i Adad [ yudaaill g dlae ) ddad fAsgaa o8 Adal

Summative evaluation

(g pnll

Survey

Time-bound goals

ey Jdal il Cilaa

Workshop

Jes Ay
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Types of organizations

cilaliial) g1 gif

Charity Organization

Community Development

Associations (CDA)

il dpall Slran

Donor Agencies

Aadle clin

International Non-

governmental

Organization (INGO)

dpagla b A3l g0 dakiia

Non-governmental
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Organization (NGO)

Private Voluntary i gt Al daliia

Organization (PVO)

Community facilitator =L pna
Consultant ¢ Jhdidin)
Counterpart g0t
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Field coordinator (Al (Guda
Programme officer Tl Jsia
Technical advisor PCRTE A
Gender and Women B yall g S laiay) £ oill
Advancement of women 81 pally (a5
Emancipation of womaen Byl g al
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Female-headed 81l Lol 5 (31 3 )
households
Feminization of Alaal) &l
employment
Feminization of poverty Al Gl
Gender Sy g gl
Gender and Development Lalill g olainy) g il
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(GAD)
Gender bias Opedad) Y el
Gender equality Cmind) (31 glsal)
Gender equity Cpsiadl (s Ad)and)
Gender-sensitive Crpadad) (1 Al
assessments
Empowerment of women 81 pall
Interventions & Processes Glalaad) g COA A
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Capacity building <l a8 eliy
Community participation dmalina A4S jLiia
Dialogue s
Empowerment (Sl
Invention JAX
Mobilization Al
Participation A jLia
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Target group ddagtual) ds ganall
Miscellaneous £ siia
Abject poverty adia b
Aids il as Lusal)
Basic needs Al cilaliial
Checklist dona yal) daildl)
Disadvantaged groups da g aal) ciladl)
Human Development 4 i) dgalll) pdiga
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Index (HDI)
Human Development A i) dgaial) i
Report
Income generation Jaall ad g

Marginalization e
Millennium Declaration 4 e
Millennium Development A0 Alaly) CalaaY)] el gl

Goals (MDGs)
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Official Development Aol Agilady) Saslual)

Assistance (ODA)

People-centered Gl W o Al

development
Pre-poor reforms o) adll dasla cladual
Social development A Laia) 4pals
Structural adjustment ASgd) o) al
programs
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Sustainable development daldicia d3al
Sustainable Livelihoods Aol i (e Jpu
Terms of Reference (TOR) A pall g )
Training of Trainers (TOT) Ol
Non-profit organization A Gfadl aud ¥ cludiia
Apolitical organization L g dsna g
Fund-raising cile i) aaa/J) saY) pan
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Funding proposal Jasail) ulla
Core-funding i) J gt
Follow-up Al ja dalia
Problem-solving JsUéiall Ja sy
strategies
Registration of the dmaal) Jaad
association
Vulnerability of economy ALy Cina
Commitment to Jas dady ol NI
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action/work plan
Schedule and follow-up dajia dbd g e Jota Jes
plane
Pipeline projects DL sk A a e
Low-income brackets Jaall (g2 59aa
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