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16- Understanding of paragraph, questions related to paragraph d?ﬁnmg quds or part of words / sentence.
17- Writing and drafting official letters, DO letters, personal, business relation letters, office order, corrigendum, notice etc. and its

translation (Hindi to English and English to Hind))
18- Sentence making knowledge of vowel and consonants” prefix and suffix etc,

19- Parts of speech (noun, pronoun, verb, adverb, adjective, articles), active voice, passive voice, synonyms antonyms selection of
proper word for making sentence.
20- Past, present and future tense, enhanced

21- Proper use of signs (viz. :: "7 /\ etc) (
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