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TENSES 
 
 
 
 

Tense  
 

 
 
 

Present Tense  

                                     
 
Present Tense Simple Present Tense:  
The Simple Present  
The Simple Present is a tense that expresses action in the present time, habitual actions, or general 
truths.  
Example: The sun rises in the east.  
Present Continuous:  
It describes an incomplete ongoing present action that is in the middle of happening, but will finish at 
some point. This tense is formed by using the auxiliary verb be (am/is/are) with the present participle 
verb form ending in "ing".  
Example: The boys are playing cricket.  
 
Present Perfect Tense:  

Classificati
on of Tense

Present

PastFuture

Present 
Tense

Indefinite 

Continuous Perfect

Perfect 
Countinous

Tenses denote time of action. Time can be divided into three parts: Present Past and Future. 
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It signifies that an action started in the past and continued to present time, in which it is completed. 
This tense is formed by using the auxiliary verb have (have/has) with the past participle form of the 
verb.  
Example: I have finished my work.  
Note: Present perfect is never used with adverbs of past time.  
 
Present Perfect Continuous:  
It describes an action that began in the past and continued up to present time, In which it is (or most of 
it) is completed. This tense is formed by using the auxiliary verb have (have/has) together with the 
auxiliary verb been and the present participle form of the verb ending with "ing"  
Example: They have been doing the work since Eight o'clock.  
 
Past Tense  
 

                                     
 
Simple Past Tense  
It is an action or situation that was finished in the absolute past and has no connection with the present. 
Most past Simple verbs end in wed" (regular verbs).  
Example: I learnt French in Delhi. 
Past Continuous It describes action which went on during a stretch of time in the past and finished. 
This tense in formed by using the verb be (was/were) with the present participle form of the verb 
ending in “ing”  
Example: when I met him, he was reading a novel.  
Past Perfect Tense:  
It describes an action completed in the past before certain point in time or an action which happened in 
the very distant past. This tense is formed by using the auxiliary verb have (had) with the Past 
participle form of the verb.  
Example: you had studied English before you moved to New York.  
Past Perfect Continuous:  
It describes an action that began before a certain point in the past and continued up to that time in past. 
This tense Is formed by using the auxiliary verb have (had) together with the auxiliary verb been and 
the present participle form of the verb ending with "ing".  
Example: She had been working at that company for three years when It went out of business:  
 
  

Past 
Tense

Indefinite 

Continuous Perfect

Perfect 
Countinous
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Future Tense  

                                   
Simple Future Tense:  
It describes an action or situation that has still to take place. This tense is usually formed by using the 
auxiliary verb will with the base form of the verb.  
Example: I will call you when I arrive.  
Future Continuous:  
It describes an ongoing action that will be in process around a point of time in the future. This tense is 
usually formed by using the auxiliary verb will together with the auxiliary verb be and the present 
participle form of the verb ending in "ing".  
Example: He will be waiting for her when she arrives home tonight.  
Future Perfect Tense:  
It describes that a future action will be completed before a point in time or before another action in the 
future. This tense Is formed by using the auxiliary verb will together with the auxiliary verb be and the 
past participle form of the verb.  
Example: BY next November, I will have received my promotion.  
 
Future Perfect  
It is describes an along future action that will continuous and will be completed before point in time or 
before another action in the future. This tense is formed by using the auxiliary verb will, the auxiliary 
verb have (have), and the auxiliary verb been together with the present participle form of the verb 
ending in “ing”.  
Example: They will have been talking for ever an hour by the time Madam arrives.  
 

Tense Simple Continuous Perfect Perfect 
Continuous 

Present Form:  
S + V in the Present  
He + reads + a book 

Form:  
S + am/is/are + ing 
form  
He + is + reading a 
book 

Form:  
S + has/have + 
P.P  
He +has + reads + 
a book 

Form:  
S + has/have + 
been + ing form  
He + has + been + 
reading + a book 

Past Form:  
S + V in the Past  
He + reads + a book 

Form:  
S + was/were + ing 
form  
He + was + reading 
+ a book 

Form:  
S + had + P.P  
He +had + read + 
a book 

Form:  
S + had+ been + ing 
form  
He + had + been + 
reading + a book 

Future  Form:  
S + will/shall + verb 
root   
He + will +read + a 

Form:  
S + will/shall + be + 
ing form root   
He + will +  be + 

Form:  
S + will/shall + 
have + P.P  
He +will + have + 

Form:  
S + will/shall + 
have been + ing 
form  

Future 
Tense

Indefinite 

Continuous Perfect

Perfect 
Countinous



 
B.A. (Hons.) Mass Communication 1st Year                                                        Subject- English (Paper-01) 
 
 

 

45, Anurag Nagar, Behind Press Complex, Indore (M.P.) Ph.: 4262100, www.rccmindore.com 
16 

book reading  + a book read + a book He + will + have + 
been + reading + a 
book 

ACTIVE AND PASSIVE VOICE 
 
 
 
 
 
 
 

 
  
 
 
 
 
 
 
 
 
 
Note:  
1. Only transitive verbs (verbs that need an object to complete their sense) can ever be in the Passive.  
2. In Active Voice, the subject is given supreme importance.  
3. In Passive Voice, the object is given supreme Importance. 
Example: Tom killed a snake (Active Voice)  
A snake was killed by Tom. (Passive Voice)  
 
Rules for Changing the Voice:  
General Form of Active Voice-Subject + Verb  
General Form of Passive Voice-Object + 'Be' form + P.P  
Rule 1: The Object of the Active Voice is changed into Subject in the passive.  
Rule 2: The Subject of the Active Voice is changed into Object in the passive preceding 'by'. Note that the 
Object is often omitted in the passive.  
Rule 3: After the subject, use proper form of 'Be' & cording to the tense and number of the subject. 'Be' 
forms-am/is/are/was/were  
Transformation of Sentences-Voice Change  
 

 
 
 
 
 
 
 
 
 

ACTIVE VOICE 
When the verb speaks of 
its subject as acting, it is 
said to be in the Active 

Voice. 
Example: He wrote a 

letter. 

PASSIVE VOICE  
When the verb speaks of its 
subject of being acted upon 
or having something done 

to it, is said to be In the 
Passive Voice. 

Example: A letter was 

written by him. 

PRESENT TENSE 
(1) Simple Present tense- He + writes + a letter. (A.V)  
A letter + is + written + by him (P.V)  
Form -Subject + am/is/are + Past Participle.(P.V)  
(2) Present Continuous Tense -He + is+ writing + a letter. (A.V)  
A letter + is + being + written + by him. (P.V)  
(3) Present Perfect Tense – He + has + written + a letter (AV) 
A letter + has + been + written + by him (PV) 
Form -S + has/have +been + Past Participle. (P.V)  
Note: Present Perfect Continuous tense has No Passive Voice. 
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Rule: When an imperative 'command' is to be transformed, the form will be:  
Let + S + Be + Past Participle.  
Hang him. (A.V)  
 
Rule: When interrogative sentence is to be formed, the form will be:  
Q. word + auxiliary verb + S + P.P  
Who killed the snake? (A.V)  
By whom +was +the +snake +killed? (P.V) 

 
  

PAST TENSE 
(1) Simple Past- He + wrote + a letter. (A.V)  
A letter + was + written + by him (P.V)  
Form-S + was/were + Past Participle. (P.V)  
(2) Past Continuous — He + was + writing + a letter. (A.V)  
A letter + was + being + written + by him. (P.V)  
Form-S + was/were + being + Past Participle. (P.V)  
(3) Past Perfect- He + had + written + a letter. (A.V)  
A letter + had + been + written + by him (P.V)  
Form-S + had + been + P.P. (P.V)  
Note: Past Perfect Continuous tense has No Passive Voice  
 

FUTURE TENSE 
(1) Simple Future Tense- He + will + write + a letter. (A.V)  
A letter + will be+ written+ by him. (P.V)  
Form-S +will/shall +be +Past Participle. (P.V)  
(2) Future Perfect- He + will + have + been + written + a letter (A.V)  
A letter +will have+ been+ written +by him. (P.V)  
Form-S+ will/shall +have +been +Past Participle. (P.V)  
Note: The future continuous and future perfect continuous have No Passive Voice.  
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Summary of Rules with Examples in Tabular Form:  

Tense  Simple  Continuous  Perfect  Perfect Continuous  

 
A.V.  
Present  
 

 
S + V in the Present  
He + reads + a book 

 
S + am/is/are + ing 
He + is + reading a 
book 

 
S + has/have + PP 
He + has + read + 
a book 

 
S + has/have + 
been + ing   
He + has + been + 
reading + a book 

 
P.V.  
  
 

 
S + am/is/are + PP 
A Book + is + read + 
by him  

 
S + am/is/are + 
being + PP 
 A book + is + being 
+ read + by him 

 
S + has/have + 
been + PP  
A book + has + 
been + read + by 
him 

 
No Passive  

 
A.V.  
Past 
 

 
S + V in the Past 
He + read + a book 

 
S + was/were + ing 
He + was + reading 
+ a book 

 
S + had  + PP  
He  + had + read + 
a book 

 
S + had + been + ing 
He + had + been + 
reading + a book 

 
P.V.  
 
 

 
S + was/were + PP 
A book + was + read 
+ by him 

 
S + was/were + 
being a Book + was 
+ being + read + by 
him 

 
S + had + been + 
PP A book + had + 
been + read + by 
him 

 
No Passive 

 
A.V.  
Future 
 

 
S + Will/shall + root 
of the verb 
He + will + read + a 
book  

 
S + will/shall + be 
He + will + be + 
reading + a book 

 
S + will/shall + 
have + PP 
He + will + have + 
read + a book 

 
S + will/shall + 
have + been + ing  
He + will + have + 
been + reading + a 
book 

 
P.V.  
 
 

 
S + Will/shall be  + 
PP 
A letter + will be + 
read + by him  

 
No Passive 

 
S + will/shall + 
have + been + PP 
A letter + will + 
have + been + 
read + by him 

 
No Passive 

 
  


