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Increase Your Vocabulary: Learn New and 
Important  Words  from  the  Passage 
Dictated
SSC/General/Legal Matter

1.Uniform: (adjective) the same in all cases and at 
all times; consistent एकसमान,  समान

2.Participating: (verb)  (present  participle)  taking 
part in an activity or event  भाग लेना,  हिस्सा लेना 

3.Carried  out: (verb)  (past  tense)  performed, 
executed, implemented  किया गया,   लागू किया गया 

4.Uniformity: (noun) the quality of being the same 
or consistent एकरूपता,  समानता

5.Scrutinised: (verb)  (past  tense)  examined  or 
inspected  closely  and  thoroughly    जांच की गई, 

   छानबीन की गई
6.Assesses: (verb)  (present  tense)  evaluates  or 
estimates  the  nature,  ability,  or  quality  of 
something  आकलन करना,   मूल्यांकन करना

7.Overall: (adjective)  total;  including  everything 
समग्र,   कु ल मिलाकर

8.Periodically: (adverb) at regular intervals  समय-
 समय पर,    नियमित रूप से



9.Emphasis: (noun) special importance or attention 
given to something जोर,  बल

10.Thus: (adverb)  as  a  result  or  consequence; 
therefore  इस प्रकार,  इसलिए

11.Equitable: (adjective)  fair  and  impartial 
न्यायसंगत,  समान

12.Fortunate: (adjective)  having  good  luck; 
favoured by circumstances भाग्यशाली, सौभाग्यशाली 

13.Prosperous: (adjective) successful, wealthy, or 
thriving समृद्ध,  संपन्न

14.Wiped out:  (verb)  (past  participle)  completely 
removed or eliminated    समाप्त किया गया,   मिटा दिया 

 गया
15.Deliberately: (adverb) intentionally; on purpose 
जानबूझकर, सोच-  समझकर

16.Inequalities: (noun) (plural) differences in size, 
degree, or circumstances असमानताएं,  विषमताएं

17.Lessened: (verb)  (past  participle)  reduced  in 
amount, degree, or intensity    कम किया गया,  घटाया 

 गया
18.At  any  rate: (phrase)  used  to  indicate  that 
something  is  true  regardless  of  other 
circumstances    किसी भी हाल में,    कम से कम



19.Water supply: (noun) the provision of water to 
an area  जल आपूर्ति,    पानी की आपूर्ति

20.Sewage  disposal: (noun)  the  removal  and 
treatment of waste water मल-  जल निपटान,  गंदे पानी 

  का निपटान
21.Augmented: (verb) (past participle) increased or 
made greater  बढ़ाया गया,    वृद्धि की गई

22.Enthusiastic: (adjective)  having  or  showing 
intense interest or excitement उत्साही,  उत्सुक
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Accuracy Builder: 
Capitalized Words with Simple Reasons for 
Capitalization: 

Part 1: Capital Letters Analysis
Capital Word Rule Simple Explanation

Sir Form of 
Address

Like saying "Mr." - shows 
respect when speaking to 
someone

Defence Ministry
Proper Noun 
(Government 
Body)

Official name of a specific 
government department

External Affairs Proper Noun 
(Ministry)

Part of official ministry 
name

Irrigation 
Ministries

Proper Noun 
(Ministry)

Part of official ministry 
name

Assistant 
Superintendents Job Title Official position name in 

government

Departmental 
Competitive 
Examination

Official Exam 
Name

Specific type of 
government examination

Section Officers 
Grade

Official 
Grade/Rank

Specific job grade in 
government service

Central 
Secretariat 
Service

Proper Noun 
(Service)

Official name of a 
government service



Capital Word Rule Simple Explanation

Assistants Job Title Specific position (when 
referring to the grade)

Union Public 
Service 
Commission

Proper Noun 
(Organization)

Official name of a 
government commission

Member Formal 
Reference

Refers to Member of 
Parliament (respectful 
title)

Ministry of 
External Affairs

Proper Noun 
(Ministry)

Full official name of 
ministry

Railways Proper Noun 
(Department)

Official government 
department name

Ministry of Home 
Affairs

Proper Noun 
(Ministry)

Full official name of 
ministry

States Proper Noun 
(Context)

Refers to Indian States 
(like provinces)

Kolkata Proper Noun 
(Place)

City name (formerly 
Calcutta)

Budget Official 
Document

The national Budget 
(capital when referring to 
the official document)

Finance 
Commission

Proper Noun 
(Body)

Official constitutional 
body

Constitution Proper Noun 
(Document) The Indian Constitution

Calcutta Proper Noun 
(Place)

City name (old spelling of 
Kolkata)



Capital Word Rule Simple Explanation

Central 
Government

Proper Noun 
(Government)

Official name for national 
government

Main Rules to Remember!

Rule 1: Respect Words - "Sir", "Member" (like Mr., Mrs.)

Rule 2: Official Names - All government departments, 
ministries, commissions

Rule 3: Job Titles - When used as official positions (Assistant 
Superintendents, Section Officers)

Rule 4: Places - Cities and States (Kolkata, Calcutta)

Rule 5: Important Documents - Budget, Constitution

Rule 6: Specific Organizations - Union Public Service 
Commission, Central Secretariat Service

Part 2: Comma & Punctuation Analysis

1️. COMMAS IN LISTS (Separating Items)

Example from Text Rule Why?

"financial , economic , raised 
by several hon. Members"

List of 
3+ items

Separates different 
types of questions

"increase in production , 
employment"

List of 2 
items

Separates two things 
in a pair

Student Tip: Use commas like you'd use "and" - between items 
in a list!



2️. COMMAS AFTER INTRODUCTORY WORDS

Example from Text Complete Sentence Why?

"Sir, several 
questions..."

Sir, several 
questions raised...

"Sir" introduces the 
speech

"Therefore, his 
purpose..."

Therefore, his 
purpose in saying...

Shows logical 
connection

"But, these rules..." But, these rules are 
very much similar...

Starts contrasting 
idea

"Then, Sir, 
questions were 
raised..."

Then, Sir, questions 
were raised...

Double introduction 
(time + address)

Student Tip: Words like "Sir," "Therefore," "But," "Then" at 
the start need a comma to pause before the main idea!

3️. COMMAS WITH INTERRUPTING PHRASES

Example from Text Complete Sentence Why?

"My task, therefore, has 
been simplified"

My task, therefore, 
has been simplified to 
that extent.

"therefore" 
interrupts 
the flow

"The examination, 
therefore, that he was 
referring to..."

The examination, 
therefore, that he 
was referring to was...

"therefore" is 
inserted in 
middle

"Sir, I do not know..." Sir, I do not know 
whether...

"Sir" 
interrupts to 
show respect



Example from Text Complete Sentence Why?

"It must be, and this is 
so, except for..."

It must be, and this is 
so, except for the 
Ministry...

Extra 
information 
inserted

Student Tip: If you can remove words and the sentence still 
makes sense, put commas around them!

4️. COMMAS BEFORE CONNECTING WORDS

Example from 
Text Complete Sentence Why?

"...and the rest 
25 per cent, 
subject to 
fitness"

...by promotion of the Assistants on 
the basis of seniority, subject to 
fitness.

Adds 
extra 
condition

5️. COMMAS IN COMPLEX SENTENCES

Example from Text Rule Complete Example

"If the examination is 
treated as qualifying 
examination, the 
number of persons..."

After IF-
clause

If the examination is 
treated as qualifying 
examination, the number of 
persons who will thus 
become eligible...

"When the results are 
out, is more realistic"

After 
WHEN-
clause

To declare them just when 
the results are out, is more 
realistic and that is what is 
done.



Example from Text Rule Complete Example

"If the Budget is 
properly scrutinised, it 
would be found..."

After IF-
clause

If the Budget is properly 
scrutinised, it would be 
found that assistance is 
provided...

Student Tip: When sentence starts with IF, WHEN, BECAUSE 
- put comma before the main part!

6️. OTHER PUNCTUATION

Mark Example from 
Text

Complete 
Sentence Why?

Full Stop 
(.) "...that extent."

My task, 
therefore, has 
been simplified to 
that extent.

Ends 
complete 
thought

Question 
Mark (?)

"He probably 
refers to the 
Section Officers 
Grade in the 
Central 
Secretariat 
Service?"

(Implied question)
Shows 
questioning 
tone

Semicolon 
(;)

"...completely 
wiped out; if not 
completely wiped 
out, at any rate..."

...they would be 
wiped out; if not 
completely wiped 
out, at any rate 
they would be 
lessened.

Connects 
closely 
related 
sentences



 QUICK MEMORY TRICKS🎯

Comma Rule 1: List = Comma between items
Comma Rule 2: Starter word (Sir, Therefore, But) = Comma 
after
Comma Rule 3: Extra info in middle = Commas around it
Comma Rule 4: IF/WHEN at start = Comma before main part
Comma Rule 5: Two complete ideas joined = Comma before 
"and," "but"
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