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Preface

The book has been written according to the latest syllabus prescribed by RSSB in 2023.

Rules and examples have been given and explained in every chapter. | have tried my best

to make the book comprehensive and useful for students preparing for Junior Accountant.

It is my sincere advice to students to study each chapter sincerely and solve the questions given

at the end of the chapter without looking at their answers. | am sure the book will be of immense
help to the students.

| express my gratefulness to the students who read my books and achieve their goals. They

always inspire me to work and produce standard books | hope the students will find it to be the
best book for Junior Accountant.

| would also like to thank Shri Paritosh Vardhan Jain, Gaurav Jain, D.C. Gupta and Shiv Shankar

Prasad for their cooperation in bringing out the book.

Jaipur

#4B.K. Rastogi
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26.

27.

28.

29.

Fill in the blank with the correct option.

1011 )2 of these apples are good.
(A) many (B) every
(C) a few (D) a little [C]

Exp.: Ans. (C) is correct. ‘A few’ means not many in
number but some. A few conveys a positive sense. ‘A
few’ ST JEINT HhRIcH 99 =Ih shidl ¢ | T H %0 W
ST TS o 11T HHT T countable plural & Tget gral
2l

Complete the following sentence by choosing the
correct answer from the given options :

He gave me ......ccueeee. thousand rupee note.
(A) the (B) a
(C) an (D) no article [B]

Exp.: Ans. (B) is correct. ‘A’ is used before a CS
(countable singular noun) having an initial consonant
sound. ‘A’ ST AT Teherad <) UMY E31 foraeht grfesren
A RS Bl § 3Wh 9 Bl ¢ |

Select the appropriate preposition to fill the blank
in the following sentence :

I bought this book ................ fifty rupees.
(A) with (B) at
(C) for (D) from [C]

Exp.: Ans. (C) is correct. We use buy for/sell for the
amount paid for buying or selling something. 1§ a%q]
e ® @it = a=ht Seft @ 3wk forw for 1 W= Ban 7 1

Choose the most appropriate English translation
for the given sentence :

T GATA R FIT ST ERIT?

(A) This question what answer will be ?

(B) What will be the answer to this question ?

(C) What answer to this questions ?

[B]
Exp.: Ans. (B) is correct. Tense of the sentence is
Future Indefinite, the sentence pattern is — what + will

+ be + subject + adverbial phrase? Future Indefinite &
shall be / will be + noun 3T 2 |

(D) What answer will this question be of ?

30.

31.

32.

33.

EXAM DATE : 04-12-2016
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Choose the correct Hindi translation of the given
sentence :
At last he realized his mistakes.

(A) TR o 30 I8 Tafaar wmet |

(B) Ul ARG THer 31 T afaat @ 2t 2 1
(C) TR 38Rl AUt TeAfar oz § 37 |

(D) Tt & 98 9= T TR Trerdt w2 [C]
Exp.: Ans. (C) is correct. Past Indefinite Tense ¥ Ans.
(C) @&l fe=dt 31game 2|

From the given options, select the verb that agrees
with the subject in the following sentence :

Two and two ................ four.
(A) made (B) make
(C) makes (D) making *)

Exp.: This question has been deleted as there is
confusion between answers (B) and (C). But when
two subjects are joined by not they are treated as plural.
So two and two make four is correct.

Choose the correct word to complete the sentence.
We must leave early ........cceuuee. we won’t get a good
seat.

(A) however (B) moreover

(C) otherwise (D) unless [C]
Exp.: Ans. (C) is correct. Otherwise is used for stating
what would happen if you do not do something or if
something does not happen. Otherwise &1 31¢f & dt =
AT B AR THRAIHS GAEAT . AT i oh ¢ TGH
BT 81 Otherwise we won’t get a good seat -TehHIcH
TUTIHT 1 h LT 2 |

What is ‘31eRuT U=’ called in English?

(A) Endorsement Letter

(B) Official Letter

(C) Demi-Official Letter

(D) Covering Letter [D]
Exp.: Ans. (D) is correct. The English Translation of
A 97 is ‘Covering Letter’.
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26.

27.

28.

29.

30.

Choose the part of the sentence that is incorrect in
questions 26 to 29
He said that the horse died at the night.

(A) (B) © D [D]
Exp.: Ans. (D) is correct. at the night %I S8 in the
night B =few) afe forelt amerr & Tt &5 T@ 1 3g@ A
dl in the night T JAT 2T 2|
The teacher told the boys that honesty

(A) (B) ©
was the best policy.

D) [D]
Exp.: Ans. (D) is correct. It should be ‘honesty is the
best policy’. ®em@d @l tense, Indirect sHTd @9 &l
SGAdT |
She has fallen off with the boy she wanted
(A) (B) ©)

to marry.

(D) [A]
Exp.: Ans. (A) is correct. The correct phrasal verb is

fallen out. TSl & 3 T fall out sHT JAWT BT B |

Both your hands are being dirty so you must

(A) (B) ©)
wash them.

(D) [B]
Exp.: Ans. (B) is correct. ‘Be’ as main verb is not

used in continuous tenses. T T3 % &9 § Be 1 AT
continuous tenses ® =& &IaT | 39T Both your hands
are dirty SHT =TT

Choose the correct option in questions 30 and 31.
Somebody has eaten all the biscuits.

(A) All the biscuits were eaten

(B) All the biscuits have been eaten.

(C) All the biscuits are eaten

(D) All the biscuits somebody ate. [B]
Exp.: Ans. (B) is correct. In present perfect use have/
has + been + III form in Passive Voice (have we been

31.

32.

33.

34.

eaten). Present Perfect Tense % Passive Voice H has/
have + been + III form %1 Y17 21 € | By + somebody
& T FifeR i hl TEAH g © |

“Fetch me a glass of water” he said to Ravi.

(A) He asked Ravi to fetch him a glass of water.
(B) He asked Ravi that fetch him a glass of water.
(C) He said to Ravi to fetch him a glass of water.
[A]
Ans. (A) is correct. To change an imperative

sentence into Indirect we use the link word ‘to’ and
the reporting verb ‘ask’ in the sense of request/order

etc. ITESH I &l Indirect H§ dIgeid 9 38 Link
word — ‘to’ W WAN Hd & | Tense &l s@ardl R
Reporting verb ‘ask’ &1 T request & o 31 H shid
2

Select the appropriate word for the given sentences

in questions 32 and 33.
One who practices self-denial as a spiritual

(D) Ravi said to fetch me a glass of water.
Exp.:

discipline in life is a(n)
(A) ascetic (B) atheist

(C) agnostic (D) bigot [A]
Exp.: Ans. (A) is correct. Hindi § ascetic T 31¢f gt
3| e = S i g w e R

One who dies for a noble cause is called a

(A) libertine(B) narcissist

(C) polyglot (D) martyr [D]
Exp.: Ans. (D) is correct. Martyr 1 34 ‘Sreig’ & | S
AT Afcte™ 378 FE AT I+ fIT = 2 |

Select the synonym from the choices given in
questions 34 and 35.

Accord
(A) assail
(C) bravado

(B) capricious

(D) agreement [D]
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26.

27.

28.

29.

Many diseases were formerly attributed
witchcraft. The correct preposition to fill up blank
is:

(A) Into (B) To

(C) of (D) For [B]
Exp.: Ans. (B) is correct. ‘Attribute to’ means ‘to say
or believe that something is the result of some particular
thing. Attribute to something &1 319 8 =g =it foreft
forery <fist =1 wform 21

The Correct English translation of the sentence:
‘A ga gl awrdt @ would be

(A) Santosh plays flute very well

(B) Santosh plays hard on the flute

(C) Santosh plays well on the flute

(D) Santosh is a good flute player [C]
Exp.: Ans. (C) is correct. Plays on a musical instrument
is the correct use. foRHt amer I =1 F=H & T play on
T TN el 2

Which of the following translations does not match
correctly?

(A) % Tk 3G Teq T o 1 Frvem € foRam o
He had not made up his mind to take the
examination till yesterday.

(B) 39 =1 oo & |
He drank little tea.

(C) diar oft | & 9| o 2|
Sita is sitting besides her mother.

(D) I=f & Sierary W fore 3k 2 |
The climate of this place does agree with me.

[C]

Exp.: Ans (C) Sita is sitting besides her mother. @&t

7€ ®1 F=l 9@ % AT beside 1 ¥4 g Besides 1

39 - & ITAET A in addition to 2|

Which of the following sentences contains an error ?

(A) Every boy and Every girl in our village go to
school.

(B) What I say and do are none of your concerns.

(C) Bread and butter have gone up in price.

(D) The majority of the students are boys. [A]

Exp.: Ans. (A) is correct. Every boy and every girl as

subject takes a singular verb ‘goes’. I&T Every boy and

every girl & WY Teha=H I fRaT goes 1T =nfRw | S&

30.

31.

32.

33.

34.

awéﬁw\‘&ﬁaﬁ%’é everyaTﬂﬁaﬁ'{é ‘and’ @

S &t TR wehaEa et 2

Which of the following is an incorrect sentence ?

(A) Of all men, he is the strongest.

(B) No fewer than fifty miners were killed in the
accident.

(C) He has the lightest touch of any musician.

(D) Which is the better of the two ? [C]

Exp.: Ans. (C) is correct. The correct sentence should

be. He has the least touch of a musician. I/ (C) @&t

72 2| W& 9 He has the least touch of a musician

BT =R |

Which sentence contains an incorrect use of a
conjunction / connective ?

(A) 1 see you oftener than him.

(B) I shall not go without you do.

(C) He fled lest he should be killed.

(D) He was annoyed that he was contradicted. [B]
Exp.: Ans. (B) is correct. @&l a1 1 shall not go with
you. Sl

Which of the following sentences contains no error ?
(A) We felt the whole building to vibrate.

(B) Rarely he has discussed the subject with me.
(C) He insisted on my accompanying him.

(D) He is my cousin brother. [C]
Exp.: Ans. (C) is correct. Ans (C) is a correct sentence.
Other sentences contain errors. %ad (C) & T A 8
TRt TR | At 2 |

The correct synonym of the word Attenuate is:
(A) Fawn (B) Delay

(C) Dispute (D) Weaken [D]
Exp.: Ans. (D) is correct. ‘Attenuate’ means to make
something weaker or less effective. Attenuate %1 379
weaken T FHASR HEAT 2 |

The correct synonym of the word ‘Perfunctory’ is:
(A) Half - hearted (B) Prompt

(C) Thorough (D) Stern [A]
Exp.: Ans. (A) is correct. Perfunctory &1 319 3119 7
¥ %™ w21 ‘Half hearted’ means done without
effort.



PARTS OF SPEECH

(Y158 9T)

Important Note (3) Adjective (ferereor)
. " i of . s The word which qualifies a noun is an Adjective.
» Before explaining any topic of grammar a basic (RrreoT & vreg § < w1 S FAOST Tehe oA §) SR—

knowledge of Parts of Speech is necessary. Given below
are definition of Parts of Speech and some basic
concepts for the use and benefit of students. > English is an easy language.

< TRl o fopelt oft (forem fow) W fofe & weedl Parts of  (4) Adverb (Teram fasrwon)
speech (358 ¥5) & g A S asfig 2 1 g g@ ¢ An Adverb is a word which adds something to the

»  Suresh is intelligent.

wisg it (Parts of Speech) i afwm sfk FS tl'z!c_d’:glf meaning of a verb, an adjective or another adverb.

AT SRS H) AR o R E | (ﬁl?m—%ﬁwawﬁiﬁﬁlﬁ’m,%ﬁwmam
% Sentences, Clauses and phrases are made of words. fera ferorwor <t ferrwan waTd ¥) S—

Words are divided into different parts according to He runs fast.(Verb) (ERIEIRENEG!

their uses. This train is very fast.(Adj.) (fo=mor & foreryar)

% ToRelt wTT o wIsaT A1 IR TR % SRR SEICEICIS He runs very fast.(Adv.) (%m%@rwa@rﬁﬁw)

% The words of English Language are divided into 4" A verp js a word which tells us what somebody or
eight classes, called Parts of Speech.

% R I wId % WA % SER e R | Sieh i something does. (fFam 3 vreg ¥ w1 &0 et &l &

Iedl 1 T3 A F wfer S & R wea 48 e e 2 | E;ﬁ?@iwaﬁawf%)aa_
< Parts of Speech—37sl H 3113 Udg 316 Ti (e aV}S goe.s to college.
aif) B E— » He is reading a book.
(1) Noun (wT) (6) Preposition (¥ Gueh 3edd) Yd @i
% reposition is a word used with a noun or pronoun
(2) Pronoun (&&H) % A preposition i d used with P
to show its relation with another word. (¥ g=rsh

3) i(ciljveecrtti)v?%(zﬁjw) | e 3 vieg € Wt feRelt ww @ A o Wy wEw A

AT 3@ GAT AT T w1 gay fret = g3 an
HEAT | Famd 8) SH—

4)
(5) Verb (fsm)
(6) Preposition (Hr=g-Heh )

(7) Conjunction (JTsh) » The books are on the table.
(8) Interjection (foreganfeaniers 31ea) > He sat under a tree.
(1) Noun (&) (7) Conjunction (T AT AET TNeTh 7T

@

< A Noun is the name of a person, place, thing or * A Conjunction is a word which joins words and

quality. (Reeft safea, Tomm, Teg storaT Tqui-2 3 W sentences. (JTTh TE I163 § W Gl VGG AT JTHAT ol

W U1 wed §) Jo— wrgar §) S

» Bose was a great patriot. » Mahesh and Suresh are brothers.

» Agra is on the Yamuna. » He is rich but miser.

» My brother got success. (8) Interjection (Torwenfe sues sre)

> The rose is a beautiful flower. ¢ An Interjection is a word which expresses some
(2) Pronoun (FdAT™) sudden feeling. (3 758 T FARY WTGHTSAT AT STTRI AT
< Pronouns are words used in place of nouns. (St 155 Sehe A ) SH—

AT % TAM W M A § 3¢ GaTH Fgd §) o— » Alas ! The poor man is dead.

» Ashok is my brother. He is honest. » Hurrah ! We have won the match.

»  The students are doing their homework. » Ugh ! What a dirty child !



Tense/Sequence of Tenses
(ST TS HTeTshH)

Time and Tense—Verb &I Form (fa1-%4) &I Tense » The Prime Minister visits our city tomorrow.

HET S1dT 2 | “Tense’ 1e€ oh1 I time relation (F9T = Or The Prime Minister is visiting our city tomorrow.
TEER) TehRe A ATt verb form % T 8T 81 Time T (Present Tense, Future Time)
Concept (RRR =1 Gyer) & R @y verb % a1l »  Vinod will have finished his work by evening.
(meaning) & AT & 3 e @ Wi & wter w2 (Future Tense, Future Time)

4 T (Present Tensc), et (Past Tense) T »  Ashish is practising tennis these days.

Jfesrq &1a (Future Tense) | €9 o 3TJAR H verb % o
We BId &—

(i) Present (ii) Past 3TR (iii) Future. $7% JR-9X 39
BId 2 | 39 YR &9 (form) % TJAR verb % INE W A
T € | TAfIT Tense 1 A=Y verb form (R & &9) @
Tl 8 | Present Tense &l %hadl present time 1 S9H,
Past Tense I sl past time =T siTersh 3 Future Tense
%l e future time 1 SN T-I GHFAT =T |

TOT TEHT =MTeT fF Tense &1 319 shaa verb form (fsram- (b) Past Tense (SrT)

®Y) ¥ & 3 verb form ¥ action (F) &% & & time T (c) Future Tense (i )

1er 1 3T 2 | Verb 1 present form (e 1 SRR % 379 action 1 degree of completeness (T it quiar i
®Y) past time, present time 3T future time foreft =l off ) 1 ¥ F F fere ST F Tenses § ¥ 5erk

Fd H Ghal 2 | aﬁaﬂﬂﬂﬁﬁaﬁw%lwWWTenseaﬁW

31d: tense T WEEFE time § ST Hal 721 ® 3R ‘present forms &t 2 |
time’, 3TN ‘present tense’, ‘past time’ 3R ‘past tense’, 1. Indefinite (Wmrm=) : A4 action I feafar ffrera e

future time 3TR ‘future tense’ ! Uk THgH H Wifd & G
FHE =Ry | 2. Continuous (ATcehTieTeR) : 3T I 1Y il © foh 1 &

;<@ STar ¢ foh foremeff Tense 3R Time 1 Ua & 1 @R
H 70T d § | Ueh & oo § Tense 3 Time srem-aem 3. Perfect (qui) : sa@ forell shrd st GAT 1 Y T R |

oft B T 8 | 3 FreferRad 3o & omen st wwkara— 4 Perfect Continuous (ot ETacaeeR) : 368 I S B

(Present Tense, Present Time)
» The sun rises in the east.  (Universal Truth)
% Id: I8 I ¢ foh famneff Present Tense Ud Present
Time, Past Tense U Past Time d¢ Future Tense Ud
Future Time 1 9efl-9ifd aug o | 380 3= ST &
Tl o TE T Y AT A H 9gd weEd fert |
% Tense M YR & BId 8—
(a) Present Tense (FAHH HTet)

» The Prime Minister visited our city last week. o6 e vedt © @ S R, weg ot off sEe w9 I
(Past Tense, Past Time) T 2 |
Table of Tenses of the Verb ‘to write’
Tense (FTeT) Indefinite Continuous Perfect Perfect Continuous
Present I write I am writing I have written I have been writing
Past I wrote I was writing I had written I'had been writing
Future I shall write I shall be writing | I shall have written | Ishall have been writing




Voice : Active and Passive
(AT=T : FHfaTed HR FHATA)

Change of Voice (Ir=a-afiadq)

1 ST © AT 36k 1T s forarm S 2 |
< Sfsh § Voice (A=) % < TET B 2—

1. Active Voice

2. Passive Voice

My book was lost by me. (Passive Voice)

Verb & Active Voice @ Passive Voice # 2ei4 &

Verb & 38 &9 %! Voice Fed & S8H I8 T 71 fh Subject e

1.

Active Voice %1 Passive sHTd 85T Verb ‘to be’ &
Tense @ Time % AR 39T €9 T T&I Verb
i ffedt wT (Past Participle) s Y= 8iaT 2 |

L ;;ﬁve V%icai[ (= 3";:1)_@ R .ﬁ i}lg:;t%(w) 2. Subject (FaT) Object () T TH & oaT & 30
) : } Vz;l;( ) Active VOIS; . lzﬁrf Object &1 Subject T feam wmar 2 |
2. Pass1v§ Voice ( M=) —Sfel T |- Subject (Fel) 3. 9M: Object & Itk qd (379t 3R &) Preposition
o el T, dfesh 39 T R foram smar 2, dt Verb (fsm) by’ ST TS B |
Easswe lV01ce H e R Note—%® Verbs EXeIB) by % TAT W to, at, with, in
xamples f .. -
1. She sings a song. (Active Voice) H kPreposmons ot I R éﬁ; ve Voi
A song is sung by her. (Passive Voice) I N ILOWS me. hi }() ct{ve VO{ce)
2. 1 lost my book. (Active Voice) am known to him. (Passive Voice)
‘To be’ Verb & ®a
Subject Present Past Past Participle Present Participle
I Am Was Been Being
You/We/They—Plural Are Were Been Being
He/She/It—Singular Is Was Been Being
Be Was Been Being
PERSONAL PRONOUNS
Case First Person Second Person Third Person
Singular  Plural Singular  Plural Singular Plural
(absolute)
Nominative Case | we thou you he, she it they
(Subjective)
Possessive Case my, mine  our, ours thy, thine  your, yours| his, her hers, its their, theirs
Objective Case me us thee you him, her, it them

% Active Voice % Subject %! Nominative Case & Objective Case W I&e1 &t Passive Voice & Object T o fram:

Nominative Case Objective Case | Nominative Case Objective Case
I changes into Me We changes into Us
You changes into You He changes into Him
She changes into Her It changes into Its
They changes into Them

0

%  Tenses & MUAR W Verb “to be’ & fafer= ul &1 Active Voice & Passive Voice # Ige1 & fram—

1. i Active Voice & a1 ® Verb sl geft wiH 319fd Present Indefinite Tense T dl 3HT Passive Voice sHTd @9 Verb
‘to be’ I T HIH (is, am, are) § ¥ F& §Y Subject % FIAR el Th &1 TAM BT B | SH—



Narration : Direct & Indirect
(Tea T I HAA)

(1)

(i)

(iii)

The art of reporting the words of a speaker is called
Narration. (foeft a@T &% wsal Y wega HET AT
(Narration) geTTar 8)
= f@ ™ T A =H 8 afgr—
He said to me, “You are a good student”.
—Direct Narration.

He said to me that I was a good student.

—Indirect Narration.

I R T IR @ 9% S T B S ® fR ofist | foeht
ot =feq g Siel T g wTeai i g9 &1 TR ¥ fora A ae
Tehd B | Te 19 | ekl o Teal ol S —shi-cd for@t
2| T1eal % 39 YR oh kYA okl U § Direct Speech 1
Direct Narration %gd & |

O 9T W 1 ok g Yeal ol e foam mm § afesh g
IR | 79 ¥eai | ¢ e B | wedi o UH wUd
Indirect Speech a1 Indirect Narration &d & |

T % G %o &I & T& Inverted Commas (“ ) |
BT 8, Reported Speech el ST 8 | S & el §
“You are a good student” Reported Speech & | Ugat
IR | “said’ S TR ], Reported Speech % s | srarar
? 3afeTe. ‘said” Reporting Verb ® |

Direct Speech & &g H WgwqUl a4 :

(i) Reported Speech & el Inverted Commas (*“ )
T wEd 2

(i) Reported Speech <1 UgalT e #al ‘CAPITAL
LETTER’ & 30 a2 |

(iii) Reporting Verb % &1 @aT (, ) Comma TR SITdl
H

Indirect Speech & & # WeYUl A% :

(i) Indirect Speech ® Inverted Commas &1 W &
=T |

(i) Reporting Verb & 1§ Comma & < |

(iii) ™ A9 1 Indirect Speech H SEaid WA Reported
Speech ¥ U&et that 31 31§ 371 Conjunction TSI
? 3 capital letter Tl BT 31§ & fod1 SITaT 2 |

(iv) Reporting Verb &I Tense 7&l aIgadT |

(v) 3f& Reporting Verb, Past Tense § T d Reported
Speech & verb @l 3G% Corresponding Past Tense

¥ set feam S 7
(vi) Reported Speech ® Verb, Pronouns a2 UH Irsai

1 S fAshedT Wehe A B 3= UH FIeal § aed fa

ST @ S gl Sy wd g
Kinds of Sentences—Narration ¥ AT 915 & 31ef &
TIISH T&dT 8, 3Tl sH1EE ¥ el | sH1Ee & fomm & I
Simple, Compound, Complex 312/ Mixed & Hehd & S
Analysis (ITe-fergetyon) &1 fawa 2 | 1 & fomam @ 9
ufg THR & B 2:—(1) Assertive (frfirames) (2)
Imperative (HTAEE®) (3) Interrogative (TgATIR)
(4) Optative (3o8T@Tae®) 3T (5) Exclamatory
(Fremanie=)
Narration H g1 shadl a9 & fafsrd 9t =t fomm & W@
BIaT ®, ik Direct i Indirect ¥ sga &l qeT &9 q
& 31 2t @ 7 Inverted Commas (¢ ) & &= fora=
TR % dTRI & & 3¢ Sed fd1 W | 3Fd: 3 arerl sl
e TEEH AT B, HAIAT 3¢ deetl AR fore swfed &
ST | 39 STt 1 faeie 9uie g9 ST 9@ Special
Rules & &7 H {1 | foieg 8 781 General Rules ™
forem =t 21

General Rules

R/
0’0

[

General Rules & 3T=td o W o11d € S I% TR &
R ok |1 AT Ed & | Inverted Commas (“ ) % o=
=R forelt oft TerR 1 o = A @Y, 57 Rl o wew o
2 uear ® | 31 emi st fmferRaa s & ster S oehat 2—

Change of Tenses.

Change of Personal Pronouns and Possessive
Adjectives.

Change of words showing Nearness to words showing

Distance.
Change of Tenses

Rule 1: afg Reporting verb Present/Future Tense

o @ a1 Direct Speech % verb T tense &l TEA |

Reporting Verb

Direct Speech

Present Tense

1.

Direct
He says
IE FEdl 2 |



Transformation of Sentences
Affirmative, Negative and Interrogative

(TR JTeR T TRRICHSE 8 31T AyTaTeeh ¥ IiadH)

SENTENCE
A sentence may be defined as a group of words which
makes complete sense.
KINDS OF SENTENCES
On the basis of function sentences may be divided into
four kinds. They are—
(i) Statements (or declarative sentences)
(i) Questions (or interrogative sentences)
(iii) Commands (or imperative sentences)
(iv) Exclamations (or exclamatory sentences)
(1) Declarative Sentences include Affirmative and
Negative
(a) He plays hockey.
(b) He does not play hockey.
(2) Interrogative Sentences asks questions. They are of
two kinds :
(a) Wh Questions — What did he say ?
(b) Yes/No Questions — Did you see him ?
(3) Imperative Sentences are used in requests, commands,
prohibitions.
(a) Please give me a pen.
(b) Shut the door.
(c) Don’t make a noise.
(4) Exclamatory Sentences are used to express strong
feelings.
(a) What a shame !
(b) Alas ! He has failed.
(c) Hurrah ! We have won the match.
TRANSFORMATION OF SENTENCES
Transformation of sentences means changing one kind
of sentence into another kind of sentence.

AT TEd : Tk TR o 919 i GO TR o a1 |
IS AT I el © | S —

1. (a) He can help you.
(b) He can not help you. (Negative)

(c) Can he help you ? (Question)
(d) You can be helped by him. (Passive)
2. (a) Raman said, “I am a teacher.” (Direct)
(b) Raman said that he was a teacher. (Indirect)
3. (a) After writing the letter, he posted it. (Simple)
(b) He wrote the letter and posted it. (Compound)
4. (a) He works hard to pass the examination. (Simple)
(b) He works hard so that he may pass the
examination. (Complex)

THE 24 AUXILIARIES USED IN NEGATIVES AND
QUESTIONS

Negatives and Questions are formed with the help of
24 auxiliaries (helping verbs). They are also called special
verbs or Anomalous finites or operators. As they can easily
combine with not (can’t, isn’t etc.), they are also known as
the twentyfour friends of ‘not’.

TS H FhTIcHeh 3T IeAT= J19 S o 1T 24 e
fopameti & @ foreh w1 R SR B T BN R

The 24 auxiliaries are :

Present Tense forms | Past Tense forms
18, am, are was, were
do, does did
have, has had
can could
may might
shall should
will would
must —
need —
ought to —
dare
— used to




Prepositions

(et

(1) Definition
A preposition is a word placed before a noun or

pronoun to show the relation between the noun or pronoun

and some other word.

Example :

(1) They live in Jaipur.

(i1) The books are on the table.

In the first sentence the word in shows a relationship
between the word ‘live’ and the noun ‘Jaipur’ and in the
second sentence on shows a relationship between the ‘books’
and the ‘table’.

S8~k 313 1 d (Preposition) 3 ¥7eg & w1t foreft
TR H 37T G |1 AT e i SF-4 A1 o 313 R1ea1 § ST
2 | ST8—They live in Jaipur I # live 3TR Jaipur 131 o 3=
GreY i Preposition in ST SIdTT T 2 |

THERE ARE TWO KINDS OF PREPOSITIONS
(i) Simple prepositions consist of one word, such as, at,

in, for, by, with, from, to, on, after.

(ii)) Complex prepositions consist of more than one
word, such as — along with, away from, out of, up to,
owing to, due to, because of, by means of, in front of,
in spite of, in comparison with, in the light of, as a
result of.

(2) Position (@ @i it feufd)

Prepositions are usually placed before the words
they control i.e. Normally a preposition must be followed
by its complement. YT: preposition % g 34HT complement
AT object T 2

In Jaipur, at office, with Maneesh, without water.

But prepositions can also come after the words they
govern (or at the end of a sentence) in the following
situations: 3 fefa™l § preposition a7 o 31 H ot 311 Tehd!
.

(a) In questions beginning with interrogative pronouns or
interrogative adjectives : (Wh questions)

Wh @ I[& 8 ST a1l § preposition a1

F oft o1 wHd 2

(i) What are you talking about?

(i1)) What did you open the door with?

(ii1)) Who did you give the book to?

(b) In defining relative clauses :
(i) This is the house I was talking about.

(i) This is the boy I gave the book to.
(iii) Here is the boy Maneesh was playing with.
(iv) He is impossible to work with.
(c) With infinitives (to + I form of verb)
When the object of the preposition is shifted to the front
of a sentence : ST preposition % object =t AT % & H
ferad & @t preposition to infinitive & a1g & ATdT 2|
(1) I have no pen to write with.
(i1) You can use my knife to cut it with.
(iii)) He gave me a chair to sit on.
(iv) He is impossible to work with.
(d) In Exclamations : What a mess he has got into!
(e) In passive voice:
His grandfather was looked after by him.

(f)) For emphasis and contrast prepositional phrases can
be placed at the beginning of the clause. This ordering
is mainly used in descriptive writing or reports.
Emphasis 3 fTT preposition a1 o & # off 31 "ehd
2| T report writing H 3T IUITCHS WTST H BT B
(a) In the garden everything was peaceful.

(b) Through the window she looked at the crowd in
the street.

(3) Prepositional Objects (Complements)
All prepositions take an object in the Accusative Case.
(®4 #RF), ‘To’ and ‘for’ are sometimes used to form a
dative phrase and ‘of” to form a genitive phrase, as:
(i) He gave a pen to me.
(ii)) He bought a saree for his wife.
(ii1) I must paint the legs of the chair.
Note :
(a) dative phrase T W preposition+indirect object o
fore feram o 21 S for his wife 31eifq 3T et

fore |
(b) genitive phrase T YA of—noun ¥ S TFY HHF
Y TAT 7, 39 oA T3 721 8 | S—of the chair 2721
FHl & T |
(¢) Objective forms of pronouns—me, us, you, him, her,
it, them.
If the object of a preposition is a pronoun its objective
form (14 &) is used as
(i) There is no quarrel between him and me.
(i1)) The money should be divided between you and
me.



Translation of Oridinary/Common English
Sentences into Hindi and vice-versa

(T TR o el @ e o ot feedh @ ot o o)

Translation is an art in which only a few really succeed.
A good translator must have a perfect mastery over both the
languages—the language from which the translation is made
and the language into which translation is done. The grammar
translation method (popularly known as classical method)
was very popular about 65 years ago and translation was the
very basis of this method. It has been observed that most of
the students coming to the colleges don’t know much about
the English language. Experience has shown that the
translation method has proved more effective in our country.

Need for Translation (313arg i Tayaar)

India is a multi-lingual country and here translation
from English to Hindi and Hindi to English has become an
integral part of our social, political, intellectual and business
(commercial) life. English is still the official language of
the Central Government and it is also used as a link language
between the states and the Centre. English is the language
of higher education; and technical education. It is used for
our political, diplomatic, cultural and commercial relations
with other countries of the world. In these circumstances
there is a great need of translation from Hindi to English
and vice versa. Therefore it is necessary for us to be well-
versed in the art of translation.

Directions for translation from Hindi to
English and vice versa.

1. Literal translation is considered wrong. Therefore
translation should not be literal, i.e. word for word.

2. It should be simple, idiomatic and natural in style.

3. The sense of the sentence or the passage should be
rightly conveyed in the mother tongue or the language
of translation as far as it is possible.

4. The difference in idioms should be correctly contrasted.
5. Where the sentence is lengthy, it should be split up into
short, simple sentences, keeping the link together.

6. Rendering (translation) should be as faithfully done as
possible, i.e. the maximum sense of the original should
be correctly rendered in the mother tongue or in English.

fe=ht @ 3fish argate & fdw—
1. SNfogeh SIFATE TEl TE WS ST, AT I8 ok TH W

63 SR I F TIM W IR Igfed T w1 =few |
2. ITJATE WA, HETER w1 37 Tansifess Sieft # e =nfew |
3. &1 o 9T ol 1= TLE TG, 6k ol TR hi THIIHR

TS o BT, GEEER I | IHeRT TG HET AT |
4. 3 IINIS % el 1 AT THEAIT FESHT =M1 |
5. O AR T STIATE DI G SR BT IS &l ¢ |
6. ITIATE I JfeTd TAT T TENT A Y BHT =LY TR

IFATE 1 T HBH, e IR AT T < | A H

U1 YATE BT AT dT 319aTE Sitad (lively) BHT =iz |
7. TS AR & U < weai o gt s el &

TN AT =M |

The use of ‘Is, Am, Are, Was, Were’ as link verb is

to indicate (a) Profession (b) Relation (c) Quality (d)
Situation (e) Identity.

1. | 923 T SAMH © | Mahesh is a businessman.

2. | BT S 7 | Manish is my brother.

3. g gfeA 2 | Somya is intelligent.

4. [THFMAL| We are in the room.

S. | SRR ST TR Jaipur is in Rajasthan.

6. [T %@Cﬁ @1 ufest | The Ramayana is a holy book of
TR the Hindus.

7. | gpUd JdH A Tg+ dTeT | Socrates was a Greek.
o |

8. | femreta <t =nfeat forem @ | The peaks of the Himalayas are

@ vedt ¥ visible from Bihar.
9. | TRI3T &AM EEI 9| The Marathas were brave.
10. | 378 a1 & AT | He was not a liar.
ffaw . —

(i) Present tense § I % &Y am, you, they 3T we % @1 are
3 He, she, it 3 9™ & @Y is 3700 2 |

(ii) Past tense § Tsha=H o TF was QI EREEE % W1 were
T R |
The use of ‘Has, Had’ as Link Verb

Rules: (i) ‘Have, Has and Had’ are used for possession,

ownership.



CORRECTION OF SENTENCES

ISuBJECT-VERB AGREEMENT, DEGREE OF ApsecTives Connectives & Worbs WRONGLY USED

(Frr=a_ayifsat)

I. Errors in the use of Nouns

Noun (631) foreft =afad, Torm a1 a&g & A1 &I F&d &1 Nouns % FarT # fafi= yer 1 srgyfgat it St €1 wliaeff sm
o gu 7 W@ femi 1 wiel-wifa w9e o 3R g8 T 1 Had S &

Rule-1.-37F1 f& T F® Nouns ¥ed *ad Singular H JJ&d 8 §, 3d: 391 Plural Form ¥ A1 1 31YE 81 Scenery
(3™), information (=), advice (FR), hair (31d), poetry (Ffaar), furniture (¥WH), offspring (¥=IH), issue
(@=d™), fruit (%), work (%), abuse (TTeft), mischief (3Ugd, YNRA), luggage (I=T-AMUT), alphabet (HEHT),
environment (JTdTERY), trouble (FE)|

Incorrect Correct
1. The sceneries of Kashmir are charming. The scenery of Kashmir is charming
2. What are your informations ? What is your information?
3. He gave me many advices. He gave me much advice. (or many pieces of advice.)
4. His hair are grey. His hair is grey.
5. 1 like these poetries. I like these poems (or this poetry.)
6. His furniutres were sold. His furniture was sold.
7. I bought many furnitures. I bought many articles of furniture.
8. He has many works to do. He has much work to do.
9. I have no issues. I have no issue.
10. He gave me many abuses. He gave me much abuse (or many words of abuse)
11. He did many mischiefs. He did much mischief (or many acts of mischief.)
12. I packed my luggages. I packed my luggage.
13. They love their offsprings. They love their offspring.
14. 1 like some fruits and vegetables. I like some fruit and vegetables.,
15. He learnt the alphabets. He learnt the letters of the alphabet.
16. Excuse me for the troubles. Excuse me for the trouble.

Rule-2. (a) & Nouns S& Numerals (S&ITaT= ¥63) % o1& TYFd Tid © I 39k s T 3F 8l Dozen (3SH), score
(®1€1), hundered, thousand, pair (SeT), million (38 @), couple (1<, ITA), yoke (SIET), gross (IWE ISiH), stone
(14 dis & die1), (b) pice (¥8T), hair (1<), deer (2MWT), sheep (), apparatus (3SR), series (I, FH), swine
(§3W), heathen (STeft o *If¥TE 7™, Hfdqsh)—3 Nouns, Singular 3R Plural Fi ¥ T ¥ & YJad Id 2| ek T
Plural § s THET 31 &

= o gu eryrg arel § SRS 9T R ST Y8 ®9 ° foe fom mn 2 —

1. He bought three dozens mangoes, dozen. 2. He died at the age of three scores and ten. score. 3. Four pices make

one anna. pice. 4. I need four thousnads rupees. thousand. 5. Here are four pairs of shoes, pair. 6. I have five yokes
of oxen. yoke. 7. He weighed ten stones. stone. 8. [ saw five deers. deer. 9. These sheeps are yours. sheep.

Rule-3. People (1), cattle (93]), gentry (5 q&§, 378 SH), Folk (cfish, SH-UHe™), public (SdT)— Nouns 3&H §
Singular HTeH Ued & feheq SeRT T TaT Plural § AT 21§76k 3T s SIS 31 © 3TN 3o 919 Ted Plural Verb 1 W17 313 21

Incorrect Correct

This cattle is grazing 1. These cattle are grazing.
The peoples of Jaipur are industrious. 2. The people of Jaipur are industrious.
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Glossary of Official, Technical Terms

(with their Hindi version)

(errfermTiies yreal Y yreaTaeAt)

[ Al Appeal Division AT I
Abdicate T Appealable -
Abduct ST hTT Appellate CEINIR
Abetment T Appendage ey / 3
Abide @ Appointee e
Abnormal demand i Appointing Authority ERIETRIBEA
Abnormal increase M Iy Appointment ERIETH
Abnormal price A oI Appraiser o -feush
Abnormal profit SEM A9 Appropriation IEIERISE]
Abolishment I Approve STIAIGA AT
Academic Qeaforen Appurtenance ST /3T
Academic year Steafores I Arbitration T AT
Accordingly LS ReIT Article ITg=ee /avg fm
Accuracy REIRITR el Assets uierf / snfeaat
Accusation aafermT Assumption of charge YI-TEU
Accuse AT ST As the case may be Fefefa
Acknowledge AR AT /AT As usual Fregaa
Acquire AT HHT At par T W
Act in force EENECIDIEDL] At the discretion of ERCEEIREI
Acting hTeTeEeh /IR At the disposal of % 3ef
Active EZINII Audited account wiifera <@t
Additional HfafE Automatic T
Adhere ECRETI Autonomous ESIRK
Adhoc e Avoidable afEr
Adjustment LERIBISE [ B |
Admissible e, E=icop] Base year 3T EL
Affidavit AT -TA Basic education et fran
Affiliate e hLT Before cited e - i
Affirm 3w e Before the Expiry of & Ty % qd
agenda ERRERl Bench (Law) =Y 913
Amount claimed Fregfdfa i Beneficiary eIcel
Amount deposited ELURUR Benefit of doubt Tag-md
Amount outstanding EEIRIRUR Benevolent fund arqeg fafyr
Amount withdrawn ﬁ_‘*—'ﬁ T f . Breach of Agreement THSAT HT AT
Annexure T /TR / SrsE Breach of Confidence forgama-im
Annual Audit Report e JThagur-Sfdaed Breach of Contract afeer-um
Anticipated Expenditure — eamfsTd = Break in Service a1 § W /Far-Frede
Anticipated Revenue AT Tiea Brief Check up e it
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Synonyms
(TariaaT=t vee)

Definition : A synonym is a word or expression which
means the same as another word or expression in the same

language.

THTT 9168 o Brd & 511 35t T o foRef} 1= w1eg o TmE
e # I Ea E | Uk vea & ks T IeS B HeRd ©
Sf8—Bad % TEHE evil, naughty, worthless @ 158 % |

Formation : The synonym should be from the same
part of speech as the original word. For example praise-
worthy can’t be the synonym of admire, as admire is a
verb and praiseworthy is an adjective. So the synonym of

admire will be praise and not praiseworthy.

T Yeg & w1eq it o B =Ry o et 1 gt wreq
B | IEEWNd— admire 1 EAISF praiseworthy TTerd &R,
Fifeh admire foFIT 8 3R praiseworthy fIor 2 | 31d: admire
%1 AL praise & &M 9 T praiseworthy.

A careful study of the following synonyms will enrich

the student’s vocabulary and enable him to answer ques-
tions on synonyms.

= & 1< T wreal i g foreneff i vrseraet i TS
TR ST Tl Sreal Helet IIHT 1 3T I H TR Bl |

Word

Abandon
Abbreviate
Abstain
Absurd
Abnormal
Abundant
Achieve
Accomplish
Adequate
Admire
Adore
Adversity
Adversary
Agony

Alteration
Amusement
Anger
Annihilate

Allow
Alive
amazing
Amend
Anonymous
Answer
Arrogant

Meaning

T
gfered T
YRS HET
T
STET (I
ERGIRKS

T AT
T HEAT
Lpit

T AT
TS HAT
efter, guia
foreft, w11
Ja, Wi

aftEa

RS

HIY

e fommeT &

IR
Shifera
SATTEISHS
IR AT
T
I T
irs

Synonyms

Leave, forsake
abridge, shorten
refrain

ridiculous

Unusual, unnatural
Plentiful

Accomplish

achieve, perform
Sufficient, enough
Praise

Worship, love
Misfortune

opponent, enemy
Misery, torment, an-
guish

change

diversion, recreation
ire, wrath, rage
Ruin, destroy
pletely

Permit, let

Not dead, lively
astonishing, Surprising
Improve

Nameless

Reply

Insolent, Haughty

com-

Word
Astonish

Attack
Ascend
Assume

Authentic
Autocrat

Avaricious
Aversion
Awkward
Bad
Behaviour
Beseech
Big

Bias
Blend
Bondage
Brief
Brisk
Blame
Blunder

Brave

Meaning

AT =thd
T

T T
ST (AR H)

&I, dHer

T,
geqea
Pl Tel, TR,

Y AT

CeRIPUICS
SEIgL, Eredl

Synonyms

Amaze

Assault

rise, soar, climb
Accept, believe, sup-
pose

genuine

despot, tyrant

greedy

dislike, antipathy
Clumsy

Evil, naughty, worthless
conduct, demeanour
Beg, entreat, implore
Enormous, huge,
mighty, large vast,
immense

prejudice

mix, mingle

slavery

concise, short
vigorous

Accuse, censure
Stupid or careless
mistake

Courageous, fearless,
daring
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Antonyms
(fae v1sg)

Definition : The antonym of a word is another word
which means the opposite e.g. Good is the opposite of bad.
Antonym are words of opposite or contrary meaning :
thus high is the antonym of low, profit of loss, agree of
differ and old of new.
vfaeim w1ea 3 Brd & St foreht w1eg o foadia o<l & Wt 2
& S—Fan -, T -y, eud-sTHeEd ST FAT-gUAT 3fe |
Formation : In English antonyms are formed in three
ways.
(a) Irregularly—good — bad, high — low
(b) By adding a prefix or removing a prefix:
necessary — unnecessary, control — decontrol,
impossible — possible, inability — ability,
(c) By changing a suffix :
useful — useless, careful — careless
AT ;S H faei veg 9 TR @ S S E—
(a) fafi@ ®1 8—good — bad, high — low,
(b) 3uE (prefix) s SASH IT BHL— necessary-un-
necessary, improper — proper.
(c) I (suffix) =t sgaei—useful — useless, careful

It is not always possible to form an appropriate anto-
nym by using a prefix or suffix or by giving any word of
opposite meaning. We should use a prefix or suffix only
when we don't find an appropriate antonym.

Ife a1 wfoam we 4 fit avft Suert O e ame
JidAm Y68 SHMT AT ST &1 | 39 natural 1 S
unnatural T&f ST, FFifh Gt Tfde™ artificial 2 |

The antonym should be from the same part of
speech as the original word. For example hopeless can't
be antonym of despair, as despair is a noun and hopeless
is an adjective. So the antonym of despair will be hope
and not hopeless.

Tfaei vreg SET I1sg o ST BT =Ry R ot o g
ITeg B | 3TN despair %1 Uil hopeless TTaid ST Fifeh
despair T & 3T hopeless fasioor € | 31d: despair =1 Sfdet™
hope & 8 T T hopeless.

A careful study of the following antonyms will enrich
the student’s vocabulary and enable him to answer ques-
tions on antonym.

= & 8 wfaeim wreal st gt formel it wrearac Fi wrE
AR SR St weat gl Tl 1 I o | e B |

— careless
Word Meaning Antonym Meaning
above FIW below, beneath f=
abstract I, R concrete Td, TR
ability RIo kI disability ST
accept TR HET reject STEATRR T
accumulate ohgl Sl disperse, scatter forman
acquit ey, sgTn condemn It 3T
adult IIEh child =1
admit E=icargcaei| deny STEATRR T
advance AT S retreat 1S g
admire TIET HEAT dislike, despise T g8 ¥ @
affirm TR HET deny SFEATRI HEAT
affluence Lic poverty Tsf
agony YT, dgud solace, comfort =4, INH
aggravate i T alleviate, lessen A AL T
agree TEHA BT differ 3TEEHA BT
ancestor E@Tﬂ progeny SIS
ancient = modern CIRIEED



One Word Substitution
(372 wqE & fore U= v1eg)

According to Bacon brevity is the soul of wit. For
bringing brevity in writing and speech, the use of one-word
substitutes is necessary. By using one-word substitutes we
can bring clarity in our expression, enrich our language and
improve our style.

In this chapter a list of important one-word substitutes
along with their meanings is given. You should read these
words and try to use these words in your speech and writing

as far as possible.

A o SFATER Gfedqar Ffq i ST 2| g R aft §
Gferadt A o foTT sk 31se o qa 1 AT TEYF 2| T Iieg
F AT T TN ek B IO Afeafh H TEar ol Tehd ¥,
ST T Y TG L Tehd & T 10T Teft H G T Thd! 2

T A T HEd Ul Uh-31e8 YA i g Sk o1 wieaq
A 7S 2| TR 37 I1ea] o YT AT S ST&T o &1 Hoh 3 Tea]
ST AT 37T STY0T TR e § i T A AT ey

< A post without remuneration (TRl & fom1 Wg)
—Honorary (31&af)
« Belief or opinion contrary to what is generally accepted.
(St aroT=ra: TfieRm ferar ST & 3ud oot forem = foreama)
—Heresy (faent)
« Use of more words than are needed to express the
meaning (3 STad T % folT ATEvaH Ieai ¥ Afereh 1
TR ) —Pleonasm (975 -aTged)
% A process involving too much official formality. (Sga
Tfaes FwrRIerd] Sfd=ieRar #ht i)
—Red-tapism (TS HATITET)
% Large scale departure of people. (SISl @& H AN 1
TEYM) —Exodus (ffaa)
% Government by the representatives of the people. (SHdT
o gfafafert fi owwR) —Democracy (JSTa)
« Decision made upon a political question by the votes
of all qualified persons. (Ff I =AfFAT o e & AT
T forelt Tt wwa 1 fofe sm)
—Plebiscite (FTHA-EUE)

>

L)

A man who starves body for the good of the soul. (T&

=tk S STeT S YIfee B T & R)
—Ascetic (T=THY)
A person concerned with practical results and values.
(Toh fh ST RIieh o F gl § g §)
—Pragmatist (STTERATET)
A general pardon of political offenders. (TsHifaeh
SOt st AT 7TH) —Amnesty (SRS ATEAT)
A man who operates on a sick person. (T =k S
SR =afE i wod TR = ?)
—Surgeon (e Fufereas)
One who totally abstains from alcoholic drinks. (Tsh
Hfth S Uia: e gl § @ ®a1?)  —Teetotaller
(weTeaTit)
A person claiming to be superior in culture and intellect
to others. (Ts ATk Sl G&Fd 9 g | 37 & 48 TH &1
IrET AT 7) —Highbrow (Ffgwm)
Responsible according to law. (T % TFER MHER)
—Legitimate (3er)
Act of taking one's life. (et it g =1 =)
—Suicide (STTcHgET)
A person who brings goods illegally into the country.
(v =afth S 91 H 79y al% § IEqe A )
—Smuggler (A&R)
A person who has just started learning. (safh foma
areft e yrey fRam 8)  —Apprentice (FtfaRear)
Property inherited from one's father or ancestors. (forar
1@ YEs ¥ W |9h) —Patrimony (fermeaa)
People at a lecture or concert. (M YT Tild Tt
T =afh) —Audience (har)
A person's first speech. (Teh ST JqH {THOT)
—Maiden (W)
Giving undue favours to one's own kith and kin. (399

Toeeami ol TTeTd AT gaMT)—Nepotism (WTE-weiaTg)
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Prefixes and Suffixes
(3uEt T ueaw)

A syllable or syllables added to the beginning of a word are called a Prefix, but when these are added at the end
of a word these are called a Suffix.

Prefix (3u@)
S vrearer foRet 316 o Y& W R TH T WG hl TWHT A ©, 3= suEdt (Prefix) FFd &1 @ - un + fit = unfit,
mis + take = mistake.
Suffix (Se&T)
St wreaTr foRet STeg % 31=d T TSR Ush 9 I8 hl TOHT id ©, 3¢ a9 (Suffix) F&d 81 99 - care + full = careful,
teach + er = teacher.

A—

Al-
Be-
Mis—
Out-

Over—

Un-

Under-
With—

A—, ab—, abs—
Ante—, Anti—
Bi-

Circum-—

. Contra—, counter—
. De-

Demi—

. Dis—

. Em—, en—

. Extra—

. Inter—, enter—, intro—
. Mal-, male—, mali—

. Pre-—

. Re-

. Sub-

. Super—, tra—

. Trans—, tra—

Vice—-

. A—, an—

Anti—
Auto—

. Dia—
. Hemi—

Tele—

(i)
(i)

(i)
(i)

IMPORTANT PREFIXES

on, in ; as : abed, away, ashore, ahead.

off, up, from ; as : arise, alight, awake.

all ; as : altogether, Almighty (= All + mighty).

to make a Transitive Verb ; as : befool, befriend, becalm.
wrong, failure ; as : mistake, misuse misfortune.

turn out,

excel ; as : outcast, outshine, output.

excess ; as over-eat, over-ripe, over-rate.

not ; as : unfit, unnatural, unable.

under ; as : understamp, under-rate.

against, back ; as : withstand (stand against), withhold (hold back), withdraw.
away from ; as : avoid, absent, abstract

before ; as : antecedent, anticipate, antemeridian.

two ; as : bisect, bicycle, bi—-weekly

round ; as : circumference, circumnavigate.

against, as : contradict, counteract.

from, down ; as : depart, decend, dethrone.

half ; as : demi—official.

opposite ; as : disagreeable, disunite, dishonest.

make ; as : embitter, enlarge.
beyond ; as : extraordinary, extra work.
within ; as : interrupt, entertain, introduce.

ill, badly ; as : maltreat, malevolence, malignant.
before ; as : predict, prepare, precaution.
again ; as : rewrite, refund, renew.

under ; as : subordinate, subject, subjudge.
over ; as : superstructure, surface, surpass.
across ; as : transmit, transversal, traverse.
instead of ; as : vice-president, vice-principal.
not, without ; as : apathy, anarchy, atheist.
against ; as : antidote, antipathy.

self ; as : autobiography.

through ; as : diagonal, diameter.

half ; as : hemisphere.

afar ; as : telegraph, telephone, television.



Confusable Words
(uTHeR 1eR)

The English language is rich in synonyms and such

words as are similar or almost similar in sound but are
different in their meaning. Synonyms are words that have
a similar, but not exactly the same meaning. The students
are apt to confuse synonyms and words similar in form or
in sound but different in meaning. It is, therefore, necessary
that the correct usage of such words be very carefully studied
to avoid confusion. The difference of meaning in some of
such words in common use is sketched below :

(i)
(i)
(ii1)
(iv)
™)
(vi)

Words often confused are divided into :

Similar in spelling and different in usage.

Similar in spelling and different in pronunciation —
bow = & bow T |

Similar in pronunciation but different in spelling and
usage : Principal — Principle

metal — mettle

Similar is spelling but different in meaning

bow - bow

polish (V) Polish (N)

Slightly different in meaning, spelling but might have
similar usage.

Words whose usage is generally mistaken (confused)
by the native speakers.

refuse — deny
ability — capacity
listen — hear
drown — sink
float — swim

DISCRIMINATION OF WORDS SIMILAR
IN SOUND

Accept (to agree, to receive) (SR AT, TEHd THT)—
He accepted the offer. An honest man accepts no bribe.
Except (save) (fFam)—All except Rama were present.
Access (approach) (‘Tgfﬂ)—l have access to the Prime
Minister of India.

Excess (noun from exceed) (3ferehdT)—Wnhat is the
excess of seven over five. Excess of everything is bad.
Advice (noun) (B<T8)—He turned a deaf ear to my
advice.

Advise (verb) (FeTg &T)—Advise him to work hard.
Affect (to influence, to pretend) (JWTfrd AT, FEMT
M) —

(1) Did his remark affect you ?

10.

11.

12.

13.

14.

(i1) The accused person affected (pretended) madness.

Effect (n. result, vb. to accomplish) (38R / JHT)—

(i) What was the effect of the medicine ?

(i1)) He effected a reconciliation between the two
parties.

Air (atmosphere) (841, 9¥)—Birds fly in the air.

Ere (before) (48at)—Please return ere the sun sets.

Heir (one who inherits) (3Tfi)—He is the only

heir to the property of his father.

Altar (a place of worship) (33T it a€h)—He knelt at

the altar

Alter (change) (SIeeT)—I cannot alter my programme.

All together (all in a body) (¥ fire/@Rt)—Let us go there

all together.

Altogether (completely) (901 &4 &)—1I forgot his name

altogether.

All ready (all the persons ready) (¥& ddR 2)—They

were all ready to start.

Already (beforehand) (98t & €)—I already told
you that I could not accompany you.

Ascent (act of climbing, upward road) (IgT$)—It was

a steep ascent to the top of the hill.

Assent (agree) (eATd a1 "eHd BT —I assent (verb)

to your plan. He gave his assent (noun) to the plan.

Assay (try) (31 &) —They assayed to reach the

destination before sunset.

Essay (written composition) (e —Your essay is

not up to the mark.

Aught (anything) (1% ¥t =fsr)—Is there aught I can do

for you?

Ought (to be advisable) (IM&T)—You ought to obey your

parents.

Accomplice (Helper in wrong doing) (fed &d #

greft)y—Raman was an accomplice in the theft.

Accomplish (perform, finish successfully) (HWT@EB

% &) —He accomplished the task in time.

Abate (become less) (% FT)—The storm has abated.

Abet (encourage/help in crime) (ST T TETAT GHT)—

Pakistan is abetting terrorism.

Adverse (hostile) (faadia, foeg)—He is facing adverse

circumstances.



Comprehension (Unseen Passage)

(rufea TrerivD)

Comprehension means the understanding of the
meaning and implications of the ideas in a passage, Its aim
is to train students to read and understand the written
material. The following points will be found useful in
answering questions on a given passage.

1. Read the passage carefully and try to find out a general
idea of the subject it deals with.

2. Read the passage a second time, this time more
thoroughly, as comprehension requires a full
understanding of the sentences of the passage.

3. Now read the questions, understand them and locate
their answers in the passage.

4. Answer to each question should be brief and to the
point.

5. In the vocabulary question the candidate must show
that he knows the exact meaning in which the word is
used in the passage.

srafea e

219 UE ATeqd—aTufed T | ATed THeH Y AR ¥ 2 |
wteqreff BT TS T e 3T UX TG Tl o ¥ 39 W W
e IT H =TI KT Bl 2 | Frefafaa fomg o 3@ ==
F T EIF T

TR I Ut 3Eeh! fa-awg o gwen =ee | ¥ ot
3@ =te o e foRe fawe o wiNE Ueq @ wfed © |

S JAF I I UG, Y GHS TR TS H 39 AT
waiferd e forad 39 g 1 IW B |

3O UvaTd fod T 390 H ° S 3UH (passage ) THarar
71 30 fafga # 3 Answersheet T 1 |

Read the given passage carefully and answer
[Jr. Acct. 2016]
Then there are simple folks who are forever eating

question:

and drinking in railway carriages. No sooner are they
settled in their seats than they are passing each other

tattered sandwiches and mournful scraps of pastry and

talking with their mouths full and scattering crumbs

over the trousers of fastidious old gentleman.

Sometimes they will peel and eat bananas with such

rapidity that nervous onlookers are compelled to seek

another compartment.

What is the first thing, which some folks do, no

sooner they settle in a railway carriage?

(A) They start passing each other sandwiches and
pastries.

(B) They start being nostalgic.

(C) They start annoying children.

(D) They start looking for space in other
compartments. [A]

Exp.: Ans. (A) is correct according to the passage.

The 2nd sentence contains the answer. 389 % 1 3T

T e 2

What is the meaning of the word ‘rapidity’ used in

the passage?

(A) Hungrily (B) Quickly

(C) Eagerly (D) Voraciously [B]

Exp.: Ans. (B) is correct. Rapidity is Quickly. Actually

quickly is not the exact synonym of rapidity as rapidity

is a noun and quickly is an adverb. I8 W rapidity

T Quickly & 1 # g 2l

Read the following passage and answer the questions
that follow: [Jr. Acct. 2013]
Vishwaditya, a great and powerful king, heard that a
great physician who lived in the neighbouring kingdom
had invented an edible medicinal substance which if
eaten with sweet meat, would give one a long life. He
invited the physician to his kingdom. The physician
arrived with four sweetmeat balls mixed with the magic
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Knowledge of Writing Letters:

Official, Demi Official, Circulars and Notices, Tenders

(T - @A)

DATE, ADDRESS, LANGUAGE, SALUTATION, TENDERS, COMPLIMENTARY CLOSING

Letter writing is the most commonly used form of
written communication. All of us have to write a lot of
letters in the course of our life for a variety of purposes—
applying for a job, inviting people, making enquiries, placing
orders, making complaints, congratulating or soothing others
or sharing our joy or sorrow with others etc.

Kinds of Letters :

Broadly speaking the letters we write can be placed in
three main categories :

(i) Personal Letters : Personal letters include letters
written to friends, relatives and family members and
are informed, relaxed and even chatty in nature.

(ii) Business Letters : Business letters are used in the
world of trade and commerce. Business letters are
addressed to business firms. They are written by
businessmen, firms and public men. A public man may
write a letter to a business concern in order to enquire
about the prices, quality and availability of goods. He
may also complain about the goods purchased. Business
men and firms write to each other for placing orders,
complaining against the poor quality of goods and for
asking for the payment. A business letter is formal and
matter-of-fact. So it is brief, purposeful and impersonal.
Some writers include official letters, letters to the
editors of newspapers and job applications in business
letters but we are dealing them separately.

(iii) Official Letters : Official letters are addressed to
government or semi-government offices and
departments. They are also used for communications
to members of public bodies, government servants.
Individual seeking government protection of his rights
and requesting the government to fulfil certain public
duties also use these letters.

Various Parts of a Letter
A letter consists of several parts :

1. The Heading. It consists of the writer’s address and
the date. The address is written at the right-hand corner
of the page and the date is put just below it.

The date can be written in any of the following ways :
Oct. 15, 2022 15th Oct., 2022
the 15th October, 2022 15 October, 2022

2. The Salutation. It is the form of address or the
greeting. It is written a little below the date and on the
left side of the page and depends on the degree of
intimacy between the writer and the addressee.

The first and the second words of the salutation are
capitalized. If there are three words, the second one is
not capitalized.
Dear Sir,

My dear Anil,

3. The Body of the Letter : This is the main part of the
letter and should be written in simple and direct
language. It should be divided into paragraphs unless
it is very short.

4. The subscription : This is the leave-taking phrase. It
is written below the last line of the body of the letter
near the right hand margin of the page. This also
depends on the degree of relationship between the
writer and the addressee. Yours faithfully,

Yours sincerely,

5. The signature : This is written below the subscription
or the leave-taking phrase.
Yours affectionately,

Dear Father,

Raj Kumar
Note : An apostrophe (’) should never be put before
‘s’ in ‘yours’. It is wrong to write ‘your’s.’

OFFICIAL LETTERS

Official letters are addressed to government or semi-
government offices and departments. They are also used
for communications to members of public bodies,
government servants. Individual seeking government
protection of his rights and requesting the government to
fulfil certain public duties also use these letters. Official
communications are written in different ways and take
different forms according to the occasion, importance of
communication and status of the writer. They are divided
into following categories—

(1) Demi-Official letters (D.O.)—

They are written when the matter dealt with is
confidential. D.O. letters are not quite formal in character.
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23.

24,

25.

26.

27.

(C) Body (D) Closing [C]
Exp.: Ans. (C) is correct. The body of an official or
formal letter. Contains the main poionts or the main
information (message) of the writer. foret +ft sfo=nfn
1 TR U T A (JeF) GEAT 3T Body H fordt
STt 81 See ‘main parts of a letter” in the book.
............ format is followed in writing business
letters.

(A) Semi block (B) Modified

(C) Semi modified (D) Block [D]
Exp.: Ans. (D) is correct. The Block format is also
called ‘THe Fully blocked Form this form all the lines
begin from the left hand margin. The address, the
salutation, the body of the letter, the complimentary

close and the signature are blocked. =TT WAl |
Block format &M & 3Tt 1 Block format H @t dfert
I T T TE B 2

Where do we write the sender’s name in a formal
(official) letter?

(A) Top, right hand side

(B) Bottom, right hand side

(C) Top, left hand side

(D) Bottom left hand side [A]
Exp.: Ans. (A) is correct. The senders name is written
at the top right hand side.

................ is used when some important information
or an internally taken decision is to be circulates to
the staff for information and compliance.

(A) Tender (B) Endorsement

(C) Circular (D) Negotiation [C]
Quotation for the purchase of goods are invited :
(A) Before placing an order
(B) After supply of goods

(C) After delivery of goods
(D) Upon cancellation of term [A]
Exp.: Ans. (A) is correct Quotations for the purchases
of goods are invited before placing an order.

A polite, complimentary greeting in an official letter

28.

29.

30.

31.

32.

33.

;==\]unior Accountant ufeanrft wdiem ¢ ENGLISH \l

is called :

(A) Attention line (B) Heading

(C) Salutation (D) Subscription [C]
Which of the following should not find place in an
official letter?

(A) Clarity (B) Brevity
(C) Simplicity (D) Verbosity
In business letters subject is written:
(A) Below the salutation

(B) At top right, Yours sincerely

(C) At bottom left

(D) Before [A]
Exp.: Ans. (A) is correct. In a business letter the
subject is written below the salutation.

Formal letters are written to:

(A) Business Houses (B) Editors

(C) Friends (D) Institution Heads [D]
Exp.: Ans. (D) is correct. Formal letters are written
to seniors, authorities, Institution Heads and dignitaries.
The Language in formal writing should be:

(A) flattering (B) impersonal

(C) personal (D) flowery [B]
Exp.: Ans. (B) is correct. In a formal letter. The
language used to formal (impersonal) and ceremonious.
What part of the better informs the reader where
and when the letter was wirtten?

(A) Salutation

(B) The Heading

(C) The subscription

(D) The Super Subscription on the envelope. [B]
Exp.: Ans. (B) is correct. The heading of a letter
contains the date and place in the letter.

Which of the following is the Salutation in a D.O.
letter?

(A) Dear Sir (B) Dear Sirs

(C) Sharma Mr. (D) Dear Shri Sharma [D]
Exp.: Ans. (D) is correct. D.O. letter ¥ salutation T3

Dear Shri Jain I Dear Shri Sharma 371fe grar ?)

[D]




