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Total Words: 840 



Note: Check how strong your vocabulary is by going 
through the list below and tell us how many words you 
already know along with their meanings. 

(Increase your vocabulary:

Learn New and Important Words of the Matter)
Keep revising all new words learned.

Page 1: Legal/General Words: 

1.Advisory: (adjective) giving or serving as advice 
सलाहकारी

2.Attained: (verb)  (past  tense)  achieved  or 
accomplished  प्राप्त किया

3.Gained: (verb) (past tense) obtained or acquired 
 प्राप्त किया

4.Dispassionately: (adverb) without emotion or bias 
  निष्पक्ष रूप से

5.Attainment: (noun)  the  action  of  achieving  or 
accomplishing प्राप्ति

6.Ambitious: (adjective) having great plans or goals 
महत्वाकांक्षी

7.Expansion: (noun) the action of becoming larger or 
more extensive विस्तार



8.Wipe out: (phrasal verb) to eliminate or remove 
completely  समाप्त करना

9.Deficiency: (noun) a lack or shortage कमी
10.Spirit: It was in this spirit: (noun phrase) with 
this intention or attitude   इसी भावना से

11.Qualitatively: (adverb)  in  terms  of  quality 
  गुणात्मक रूप से

12.Quantitatively: (adverb)  in  terms  of  quantity 
  मात्रात्मक रूप से

13.Literate: (adjective) able to read and write साक्षर
14.Lamentably: (adverb)  unfortunately  or 
regrettably   खेदजनक रूप से

15.Literacy: (noun)  the ability  to  read and write 
साक्षरता

16.Imparted: (verb) (past tense) given or provided 
 प्रदान किया

17.Priorities: (noun)  (plural)  things  that  are 
regarded as more important प्राथमिकताएं

18.Frittered  away: (phrasal  verb)  (past  tense) 
wasted gradually  बर्बाद किया

19.Simultaneously: (adverb) at the same time साथ-
साथ

20.Immediate objectives: (noun phrase) short-term 
goals  तत्काल उद्देश्य



21.Universal: (adjective) applicable to all सार्वभौमिक
22.Colossal: (adjective) extremely large विशाल
23.Illiteracy: (noun)  inability  to  read  and  write 
निरक्षरता

24.Masses: (noun)  (plural)  the  ordinary  people 
जनसामान्य

25.Expansion: (noun) the action of becoming larger 
विस्तार

26.Post-War: (adjective) after the war युद्धोत्तर
27.Exigencies: (noun)  (plural)  urgent  needs  or 
demands आवश्यकताएं

28.Lack of: (phrase) absence or shortage of अभाव

Let us make an analysis of the passage for 
better transcription: 

Capitalized Words and the Reason for their 
Capitalization

1.Central  Advisory  Board -  Proper  noun  (official 
government body name) 

2.Education -  Part of proper noun "Central  Advisory 
Board of Education" 

3.India - Proper noun (country name) 



4.Ministry  of  Education -  Proper  noun  (official 
government department name) 

5.Post-War Development Plan - Proper noun (specific 
government plan/policy name) 

Accuracy  Mantra:  Beginning  of 
Sentences:  According  to  English 
capitalization rules, the very first word of 
every  sentence  must  be  capitalized, 
irrespective of whether it's a common noun, 
pronoun,  article,  or  any  other  part  of 
speech. This is a universal rule that applies 
to all sentence beginnings in formal writing. 
The  following  bold  words  are  common 
sentence  starters.  You  may  use  them  as 
cues, but it is not commonly that a sentence 
must begin with only these words. They are 
simply  high-frequency  sentence  starters 
often seen in writing.

1.This – Often begins a sentence (always capitalized).



2.It – Commonly begins a sentence (appears multiple 
times).

3.We – Frequently begins a sentence (appears multiple 
times).

4.The – Often used as the first word of a sentence 
(appears multiple times).

5.You – Commonly begins a sentence (appears multiple 
times).

Currency/Monetary Units:
1.Rs. - Abbreviation for Rupees (currency designation)

Punctuation  and  the  Reason  for  their 
application:

Accuracy Note: First focus on the accuracy 
of  words.  After  that,  check  grammar—
especially capitalization and commas. If you 
notice an error, correct it; if not, leave it. 
Minor  grammar  slips  will  not  affect  your 
final accuracy much. 



Periods (.)
• "...national  education." -  Marks  the  end  of  a 

complete sentence 
• "...building activities." -  Terminates a  declarative 

statement 
• "...next  ten  years." -  Concludes  a  sentence 

providing specific information 

Purpose: Periods indicate the end of complete 
thoughts/sentences in formal writing.

Commas (,)
• After introductory words/phrases:
• "...our  immediate  objectives  should  be  four, 
namely, one the provision of basic education..." 

• Comma after "four" and after "namely" to set 
off the introductory word

• Separating numbered items in a list:
• "...basic  education  on  a  universal,  free,  and 
compulsory basis..." 

• Commas  separate  the  three  adjectives: 
"universal," "free," and "compulsory" 

• "...children,  two,  the  provision  of  adult 
education..." 



• Comma  after  "children"  before  the  numbered 
item "two" 

• "...masses; three, improvement and expansion..." 
• Comma after "three" in the numbered sequence 

• "...development; and four, the reorganisation and 
improvement..." 

• Comma after "four" continuing the numbered list

Purpose: Commas  separate  clauses,  list  items,  and 
provide pauses for clarity.

Semicolons (;)
• "...simultaneously;  You  will  remember..." - 

Connects two related independent clauses 
• "...away  in  attempting  too  many  things 
simultaneously;  You  will  remember..." -  Links 
closely related sentences 

Purpose: Semicolons  join  related  independent  clauses 
that  could  stand  as  separate  sentences  but  are 
thematically connected.

Note: Independent Clause: An independent clause is a 
group of words that has a subject and a verb and 
expresses a complete thought. It can stand alone as 
a sentence.

Examples:



• She writes every morning.

• The sun is shining.

• We went to the market.

Each of these has a subject + verb and makes sense on 
its own.

Colons (:)
• "...our  immediate  objectives  should  be  four, 
namely:  one  the  provision..." -  Introduces  a 
detailed list or explanation 

• "Rs.  200 crore  at  the  rate  of  about  Rs.  200 
crore a year:" - Introduces elaborating information 

Purpose: Colons  introduce  lists,  explanations,  or 
elaborating details that follow.
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(Increase your vocabulary:

Learn New and Important Words of the Matter)
Keep revising all new words learned.

Page 2: Legal/General Words:

1.Modifications: (noun)  (plural)  changes  or 
alterations made to something संशोधन

2.Supplement: (verb) to add to something in order 
to complete or enhance it  पूरक करना

3.Voluntary: (adjective) done willingly without being 
forced स्वैच्छिक

4.Envisaged: (verb) (past tense) imagined or planned 
for the future  परिकल्पित किया

5.Beginning: (noun) the start or commencement of 
something प्रारंभ
Accuracy Note: Always remember that there are 
two  “nn”  in  this  word.   Many  student  commit 
error  of  this  word  often  while  transcribing  a 
dictated passage. 

6.Academic year: (noun phrase) the yearly period 
during which students attend school or university 

 शैक्षणिक वर्ष



7.Simultaneously: (adverb) at the same time  साथ-
साथ

8.Glad: (adjective) pleased or happy प्रसन्न
9.Repetition: (noun)  the  action  of  repeating 
something पुनरावृत्ति

10.Recapitulate: (verb) to summarize or review the 
main points  सारांश देना

11.Obstacle: (noun) a barrier or hindrance बाधा
12.Implementation: (noun) the process of putting a 
plan or decision into effect कार्यान्वयन

13.Absorbed: (verb)  (past  tense)  took  up  or 
consumed completely  अवशोषित किया

Let us make an analysis of the passage for 
better transcription: 

Capitalized Words and the Reason for their 
Capitalization
Proper  Nouns  (Names  of  specific  places, 
organizations, institutions, etc.):

1.State -  Proper  noun  referring  to  the 
government/political entity 



2.Eastern  Higher  Technological  Institute -  Proper 
noun (specific institution name) 

3.Calcutta - Proper noun (city name) 
4.Indian  University  Education  Commission -  Proper 

noun (official commission name) 
5.Professor  Radhakrishnan -  Proper  noun  (person's 

name and title) 
6.Chairmanship - Part of proper noun when referring 

to specific position 
7.Western  Pakistan -  Proper  noun  (specific 

geographical/political region) 
8.Budget -  Proper  noun  when  referring  to  specific 

government budget 

Accuracy Mantra:  Beginning  of  Sentences: 
According to English capitalization rules, the 
very first word of every sentence must be 
capitalized, irrespective of whether it's a 
common noun, pronoun, article, or any other 
part of speech. This is a universal rule that 
applies to all sentence beginnings in formal 
writing.  The  following  bold  words  are 



common  sentence  starters.  You  may  use 
them as cues, but it is not commonly that a 
sentence must begin with only these words. 
They  are  simply  high-frequency  sentence 
starters often seen in writing.

1.State - First word of sentence "State may extend..." 
2.To -  First  word  of  sentence  "To  improve  our 

standards..." 
3.The - First word of multiple sentences 
4.Considerations - First word of sentence 
5.Simultaneously - First word of sentence 
6.You - First word of multiple sentences 
7.I - First word of sentences (personal pronoun always 

capitalized) 
8.It - First word of sentence "It was my hope..." 
9.During - First word of sentence 

Personal Pronouns:
1.I -  Personal  pronoun (always capitalized in  English 

regardless of position) 

Abbreviations/References:
1.Rs. - Currency abbreviation (Rupees) 



Punctuation  and  the  Reason  for  their 
application:

Accuracy Note: First focus on the accuracy of words. After 
that, check grammar—especially capitalization and commas. 
If you notice an error, correct it; if not, leave it. Minor 
grammar slips will not affect your final accuracy much. 

1. COMMAS (,) - Used to separate things

When to use:
• Between parts of a sentence: "We made plans, so 

the government can help" 
• After starting words: "To improve education, we 

made a program" 
• Around extra information: "The college, which is in 

Calcutta, opened last year" 

• 2. SEMICOLONS (;) - Connect two complete 
sentences

When to use:

• Join related sentences: "The plan is working; we are 
very happy with results" 

• Instead of period when sentences are connected: 
"Students are studying; teachers are teaching" 



3. COLONS (:) - Introduce something

When to use:
• Before explanations: "We had a problem: not enough 

money for schools" 
• Before lists: "We need three things: books, 

teachers, and buildings" 

4. COMPOUND WORDS - Two words joined together

With hyphens (-):
• co-operation = working together 
• 1998-99 = years from 1998 to 1999 
• school-going = children who go to school 

Without hyphens (one word):
• programme = plan or schedule 
• meanwhile = at the same time 

Quick Memory Tips:
• Comma = small pause (take a breath while reading) 
• Semicolon = bigger pause (almost like a period) 
• Colon = "here comes the explanation" 
• Hyphen = joins two words to make one meaning

AV Kushwaha,

Director, 


	Currency/Monetary Units:
	Periods (.)
	Commas (,)
	After introductory words/phrases:
	Separating numbered items in a list:

	Semicolons (;)
	Colons (:)
	Proper Nouns (Names of specific places, organizations, institutions, etc.):
	Personal Pronouns:
	Abbreviations/References:
	1. COMMAS (,) - Used to separate things
	When to use:

	3. COLONS (:) - Introduce something
	When to use:

	4. COMPOUND WORDS - Two words joined together
	With hyphens (-):
	Without hyphens (one word):

	Quick Memory Tips:
	Personal Pronouns:
	Easy Examples:

	2. PERIODS (.) - End complete thoughts
	Easy Examples:

	3. COMPOUND WORDS - Two words joined together
	With hyphens (-):

	4. COLONS (:) - Introduce explanations
	Easy Example:

	5. SEMICOLONS (;) - Connect related sentences
	Easy Example:

	Quick Student Tips:
	Memory Trick:
	Currency/Monetary Units:
	Periods (.)
	Commas (,)
	After introductory words/phrases:
	Separating numbered items in a list:

	Semicolons (;)
	Colons (:)
	Proper Nouns (Names of specific places, organizations, institutions, etc.):
	Personal Pronouns:
	Abbreviations/References:
	1. COMMAS (,) - Used to separate things
	When to use:

	3. COLONS (:) - Introduce something
	When to use:

	4. COMPOUND WORDS - Two words joined together
	With hyphens (-):
	Without hyphens (one word):

	Quick Memory Tips:
	Personal Pronouns:
	Easy Examples:

	2. PERIODS (.) - End complete thoughts
	Easy Examples:

	3. COMPOUND WORDS - Two words joined together
	With hyphens (-):

	4. COLONS (:) - Introduce explanations
	Easy Example:

	5. SEMICOLONS (;) - Connect related sentences
	Easy Example:

	Quick Student Tips:
	Memory Trick:

