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Increase Your Vocabulary: Learn New and 
Important  Words  from  the  Passage 
Dictated

Since our primary goal is to achieve excellence in English 
Shorthand within the shortest possible time, we will provide 
vocabulary along with detailed analysis  and explanation of 
essential punctuation.

Remember: A  strong  vocabulary  reduces  errors  and 
improves accuracy. In English Shorthand,  accuracy is  the 
key to securing a government job. Therefore, keep revising 
all newly learned words at least once every week.

SSC/General/Legal Matter

1.so  far  as:  (conjunction/phrase)  to  the  extent  that;  as 
much as  जहाँ तक
2.spirit:  (noun) the intended meaning, purpose, or essential 

character of something भावना; आशय
3.orientation:  (noun)  a  direction  or  approach;  the  act  of 

adjusting to new conditions अभिविन्यास; दिशा
4.publicly:  (adverb)  in  a  manner  open  to  public  view  or 

knowledge; openly   सार्वजनिक रूप से
5.pattern: (noun) a model or design; a regular form or order 

प्रतिमान; नमूना
6.emphasised: (verb) (past tense) to give special importance 

or prominence to something  बल दिया;  जोर दिया



7.reiterated:  (verb)  (past  tense)  to  say  or  do  something 
again; repeated दोहराया;  पुनः कहा
8.behoves: (verb) (present tense) to be necessary, proper, or 

advantageous for someone  उचित होना;  कर्तव्य होना
9.recriminations:  (noun) (plural) counter-accusations; mutual 

blame प्रत्यारोप;  पारस्परिक दोषारोपण
10.propagate: (verb) to spread or promote an idea, belief, or 

practice  प्रचार करना; फै लाना
11.since: (conjunction/preposition) because; from a past time 

until now क्योंकि;  जब से
12.relevant: (adjective) closely connected or appropriate to 

the matter at hand प्रासंगिक; सुसंगत
13.pertinent:  (adjective)  relevant  or  applicable  to  a 

particular matter संगत; उपयुक्त
14.autonomy: (noun) self-government; independence स्वायत्तता; 

स्वतंत्रता
15.comprehensive:  (adjective)  complete;  including  all  or 

nearly all elements व्यापक; विस्तृत
16.academic:  (adjective)  theoretical  rather  than  practical; 

not having practical relevance शैक्षणिक; सैद्धांतिक
17.circumscribed:  (adjective/verb)  (past  participle) 

restricted or limited within bounds सीमित; प्रतिबंधित
18.pre-requisite:  (noun)  something  required  as  a  prior 

condition पूर्वापेक्षा;  पूर्व शर्त
19.implies:  (verb)  (present  tense)  to  suggest  or  indicate 

indirectly  संके त करना;  तात्पर्य होना



20.possesses:  (verb)  (present  tense)  to  have  or  own 
something रखना;  स्वामित्व होना
21.sovereign:  (adjective)  supreme;  independent  and  self-

governing संप्रभु; स्वतंत्र
22.indispensable: (adjective) absolutely necessary; essential 

अनिवार्य; अपरिहार्य
23.preliminary: (adjective/noun) preparatory; coming before 

the main part प्रारंभिक; पूर्व
24.carrying  out:  (phrasal  verb/gerund)  performing  or 

executing; implementing  कार्यान्वित करना;  पूरा करना
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Increase Your Vocabulary: Learn New and 
Important  Words  from  the  Passage 
Dictated

SSC/General/Legal Matter
1.hedge: (verb) (past participle: hedged) to surround 

or  restrict  something  with  barriers  or  limitations 
घेरना,  बाधा डालना
2.obstructing:  (verb) (present participle) to block or 

prevent progress or movement  बाधा डालना, रोकना
3.numerous:  (adjective)  many;  existing  in  large 

numbers अनेक,  बहुत सारे
4.block:  (verb)  to  obstruct  or  prevent  passage  or 

progress रोकना,  अवरुद्ध करना
5.at  a  time:  (phrase)  during  a  particular  period; 

simultaneously   एक समय में,  एक साथ
6.bitterest:  (adjective)  (superlative  form)  most 

intense, harsh, or painful  सबसे कड़वा,  सबसे कठोर
7.propaganda:  (noun)  information,  especially  biased, 

used to promote a particular cause or point of view 
प्रचार
8.totalitarian:  (adjective)  relating  to  a  system  of 

government  that  is  centralized  and  dictatorial 
अधिनायकवादी, तानाशाही



9.undertaking:  (noun)  a  formal  pledge  or  promise;  a 
task or project वचन, प्रतिज्ञा
10.all along: (phrase) from the beginning; throughout 

  शुरू से ही,  हमेशा से
11.undiluted:  (adjective) not weakened or reduced in 

strength; pure   बिना पानी मिला, शुद्ध
12.in  the  garb  of:  (phrase)  in  the  appearance  or 

disguise of   के भेष में,   के रूप में
13.luckily:  (adverb)  fortunately;  by  good  fortune 

 सौभाग्य से,  खुशकिस्मती से
14.amenities:  (noun)  (plural)  desirable  or  useful 

features; facilities that provide comfort सुविधाएँ
15.from the womb to the grave: (phrase) from birth 

to death; throughout one's entire life    जन्म से मृत्यु 
तक
16.enunciation: (noun) the act of expressing or stating 

something clearly उच्चारण, घोषणा
17.determination: (noun) firmness of purpose; resolve 

 दृढ़ संकल्प, निश्चय
18.countrymen:  (noun) (plural)  people from the same 

country; fellow citizens देशवासी, हमवतन
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Accuracy Builder: 
Capitalized Words with Simple Reasons for 
Capitalization: 
Capitalized Word Reason Rule
Industrial  Policy 
Resolution

Official 
document name

Names  of  official  policies, 
laws, and documents

Prime Minister Official title Titles  when  referring  to 
specific person

China Country name Names  of  countries,  cities, 
places

Congress Political  party 
name

Names  of  organizations  and 
parties

Avadi Place name Names of specific locations
Shri Dhebar Person's name All proper names of people
President Official title Titles with specific reference
Indian  National 
Congress

Organization 
name Full names of institutions

House Parliament/
Legislature Specific governmental body

All  India  Planning 
Committee

Official 
committee name

Names  of  committees  and 
bodies

Plan Specific  Five 
Year Plan

When referring  to  a  specific 
plan as a proper noun

Father  of  the 
Nation Honorary title Special titles of honour

Mahatma Gandhi Person's name All proper names



Capitalized Word Reason Rule

British Government Specific 
government

Names  of  specific 
governments

Fundamental Rights Constitutional 
provision

Specific  legal/constitutional 
terms

Constitution India's 
Constitution Specific founding documents

ACCURACY  BUILDER:  PUNCTUATION  & 
COMMA ANALYSIS

COMMAS (,) - The Most Common

Usage Example from Text Why?
After 
introductory 
phrases

"But,  unfortunately,  the 
spirit..."

Separates  opening 
word  from  main 
sentence

Setting  off 
transitions "So, a new orientation..." Marks  transition 

words

In lists
"...liberty of thought, liberty 
of  speech,  and  liberty  of 
action..."

Separates  items  in  a 
series

After 
dependent 
clauses

"If I may say so, the nation 
has taken..."

Separates  conditional 
statement  from  main 
idea

Around 
insertions

"...as I have said many times, 
will not satisfy..."

Sets  off  extra 
information

Before quotes "On pages 39 and 40 of that 
report, he stated:"

Introduces  quoted 
material

OTHER PUNCTUATION

Mark Name Example Purpose
. Period "...in this country." Ends complete sentences



Mark Name Example Purpose

: Colon "...he stated:" Introduces explanation or 
quote

; Semicolon (not in this passage) Links  closely  related 
sentences

- Hyphen "country-women" Joins compound words
' Apostrophe "country's" Shows possession

"" Quotation 
marks

(for quoted speech)
(not in this passage)

Marks  exact  words 
spoken

COMMA RULES - Simple Memory Chart

 After "But, So, Now, Therefore" at sentence start✓
 Around "unfortunately, luckily, therefore" (interrupters)✓
 Before "and, but, or" joining two complete thoughts✓
 Between items: "A, B, and C"✓
 After "If..., When..., Although..." clauses✓
 Around names when addressing: "my hon. friend"✓
 Before introducing quotes: He said, "..."✓
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