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 (Synonyms) 
Word Synonym Word synonym 

Synonyms – A    

abandon leave agile nimble 

abandon desert aid help 

about approximately aim Ambition, objective 

abroad overseas alarm warning 

absent away ally friend 

abstract summary almost nearly 

abundant plentiful amazement wonder 

accomplish achieve ambition aim 

accumulate build up amount quantity 

accused blamed ancient old 

achieve accomplish anger irritation, wrath 

act behave annoy bother, irritate 

additional extra annually yearly 

adhere stick anonymous nameless 

administer manage answer reply 

admit confess anyway besides 

advantage virtue apart from except 

affect impact apparent obvious 

affection love appealing attractive 

affluent prosperous appear seem 

after later applicable relevant 

appoint nominate assess evaluate 

appreciable considerable assignment job 

approach near association organization 

approximately about assume imagine 

arise occur assure guarantee 

aroma fragrance, smell, ordour astonish surprise 

arrive reach attractive appealing 

artifical manmade away absent 

assemble gather awful terrible 
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Word Synonym Word synonym 

assembly meeting   

    

Synonyms – B    

ballot poll bother annoy 

bare naked branch department 

beat defeat brave courageous 

beautiful pretty bravery courage 

begin commence, start break down collapse 

behave Act bright shining 

believable plausible brilliant fantastic 

bendy flexible bring sth. back reintroduce 

beneficial favourable bring sth. on cause 

besides anyway broad wide 

bid tender build up accumulate 

bizarre weird business commerce 

blamed accused business trade 

blameless innocent buy purchase 

blow up explode   

Synonyms – C    

calamity disaster comment remark 

candy sweet commerce business 

care caution committed dedicated 

casual informal communicate convey 

catastrophe disaster complete total 

categorise classify complete finish 

cause bring sth. on completely totally 

caution care compliment praise 

certain sure comply conform 

charter constitution comprehend understand 

cheat deceive comprehensible understandable 

chiefly mainly compulsory obligatory 

choice option conceal hide 

choice selection conceited immodest 

choose select condemn sentence 
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Word Synonym Word synonym 

choosy picky confess admit 

chop cut confident self-assured 

circular round confine restrict 

citation quotation conflict clash 

cite quote conform comply 

clarify illuminate confuse mix up 

clash conflict connect join 

class lesson considerable appreciable 

classify categorise considerably substantially 

clear transparent considerate thoughtful 

clear obvious consolation comfort 

clear lucid constant fixed 

clever intelligent constitution charter 

close shut consult refer to 

coarse rough contaminate infect 

coax persuade contemporary modern 

collapse break down continual continuous 

collect gather continuous continual, non-stop 

come across encounter contrary opposite 

comfort consolation control curb 

citation quotation conversation talk 

convert transform courageous brave 

convey communicate criminal crook 

convinced satisfied crook criminal 

cope manage cruel merciless 

copy imitate curb control 

correct Right cure remedy 

corridor Hall custom habit 

courage bravery cut chop 

Synonyms – D    

damp moist detest hate 

dawn daybreak dicy risky 

dawn sunrise differ vary 

daybreak Dawn differentiate distinguish 

 

https://sce-learning.com/ca/


5 | P a g e  

 

For more Visit https://sce-learning.com/ca/                                      0331 4435703   

Word Synonym Word synonym 

deadly Lethal difficult hard, tough 

deceive Cheat diminish decrease 

deceptive misleading directions instructions 

decoration ornament dirty soiled 

decrease diminish disadvantaged deprived 

dedicated committed disagreeable unpleasant 

deduce Infer disappear vanish 

defeat Beat disaster catastrophe 

defective Faulty disclose reveal 

degree measure discount reduction 

deliberate planned disgrace shame 

deliberately intentionally disgusting revolting 

deliberately knowingly disregard ignore 

delicate Fragile distinguish differentiate 

delight Joy distress misery 

demonstrate illustrate distribute hand out 

demostrate protest distrust mistrust 

denims Jeans domestic home 

department branch doubtful dubious 

dependable reliable drift float 

depressing miserable drop fall 

deprived disadvantaged dubious doubtful 

desert abandon dumb mute 

destiny Fate dusk nightfall 

detachable removable dwelling Residence 

Synonyms – E    

eager Keen essential necessary 

earth Soil establish set up 

edge margin eternal everlasting 

elude escape evaluate assess 

empty vacant everlasting eternal 

encounter come across exactly precisely 

enemy Foe exaggerate magnify 
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Word Synonym Word synonym 

enlarged extended examine inspect 

enormous huge, immense, 
gigantic,vast 

except apart from 

enquire investigate excessive immoderate 

envious jealous expire run out 

environment surroundings explode blow up 

equity fairness extended enlarged 

escape Elude exterior outside 

especially particularly external outside 

essential fundamental extra additional 

Synonyms – F 
   

fabric material film movie 

fabricate manufacture final last, ultimate 

fair reasonable finish complete 

fairness Equity fixed constant 

fall Drop flexible bendy 

famed famous float drift 

famous Famed foe enemy 

famous well known foolish silly 

famous Noted foolish silly 

famous Noted forbid prohibit 

fantastic Great foretell predict 

fantastic brilliant formerly previously 

fast Quick fortunate lucky 

fate destiny fortunately happily 

fatigued Tired fragile delicate 

faulty defective fragrance aroma, perfume 

favourable beneficial freedom liberty 

fear Terror friend ally 

feather Plume function operate 

feeble Weak function operate 

feel Grope fundamental essential 
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Word Synonym Word synonym 

Synonyms – G    

gai n Profit glitter sparkle 

gap Hole good-looking handsome 

garbage rubbish grab seize 

gather collect grasping greedy 

gather assemble great fantastic 

generally usually greedy grasping 

gentle Mild greeted saluted 

get receive grope feel 

gigantic enormous guarantee assure 

give up renounce guard protect 

glance Look 
  

Synonyms – H    

habit custom help aid 

halfway midway heroic brave 

hall corridor hide conceal 

halt Stop high tall 

hand out distribute hoax trick 

handsome good-looking hole gap 

hang suspend home domestic 

happily fortunately homicide murder 

hard tough, difficult honest sincere 

harmless innocent huge enormous, vast 

hate detest hunger starvation 

heighten intensify hurry rush 

Synonyms – I    

if provided, whether impact affect 

ignore disregard impartial neutral 

illegal unlawful impediment obstacle 

illuminate clarify, light up imperative vital 

illustrate demonstrate impolite rude 

imagine suppose, 
assume, 
visualise 

in addition moreover 
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Word Synonym Word synonym 

imitate copy, mimic inadequate insufficient 

immediate instant, prompt incidentally by the way 

immense enormous inconsiderate thoughtless 

immobile motionless increasingly more and more 

immoderate excessive indeniable indisputable 

immodest conceited indisputable undeniable 

indistinct Vague instructions directions 

infect contaminate insufficient inadequate 

infer deduce intellect mind 

inflexible Rigid intelligent clever 

inform Notify intend mean 

informal casual intensify heighten 

infrequent Rare intention purpose 

innocent harmless intentionally deliberately 

innocent blameless interior inside 

inside interior intuition instinct 

insight perception investigate enquire 

insolent Rude irritate annoy 

inspect examine irritation anger 

instant immediate isolated lonely 

instinct intuition   

Synonyms – J/K    

jest Joke joy delight 

job task, assignment keen eager 

join connect, unite knowingly deliberately 

joke Jest   

Synonyms – L    

lacking missing lethal deadly 

landing touchdown liberty freedom 

last Final light up illuminate 

later After little small 

leading Main local native 

lean Thin lonely isolated 
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Word Synonym Word synonym 

Least minimum lost missing 

learn memorize look glance 

leave abandon love affection 

legal legitimate lucid clear 

legitimate legal, valid lucky fortunate 

lesson Class   

Synonyms – M    

magnify exaggerate mild gentle 

main leading mimic imitate 

mainly chiefly mind intellect 

maintain preserve mindless senseless 

manage administer minimise play down 

manage Cope minimum least 

manmade artifical Mirror reflect 

manufacture fabricate misconceive misunderstand 

many numerous miserable depressing, wretched 

margin edge Misery distress 

material fabric misleading deceptive 

matters things Miss overlook 

maximum most Missing lost, lacking 

maybe perhaps misunderstand misconceive 

maybe possibly mix up confuse 

mean intend moderately reasonably 

meaningful significant Modern contemporary, new 

meantime (in the) meanwhile Moist damp 

meanwhile meantime (in the) Mood temper 

measure degree more and more increasingly 

meeting assembly moreover in addition 

memorise learn Most maximum 

memory reminiscence motionless immobile 

merciless cruel Movie film 

midday noon Murder homicide 

midway halfway Mute dumb 
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Word Synonym Word synonym 

Synonyms – N    

naked bare Nimble agile 

nameless anonymous No yes 

narrative story nominate appoint 

native local nonsense rubbish 

near approach non-stop continuous 

nearly almost Noon midday 

necessary essential Normal usual 

need want normally usually 

neglected uncared for Noted famous 

neutral impartial Noted famous 

new modern Notify inform 

nightfall dusk numerous many 

Synonyms – O    

object thing opposite contrary 

objective aim Option choice 

obligatory compulsory Ordour smell 

obsolete out of date organization association 

obstacle impediment ornament decoration 

obstinate stubborn out of date obsolete 

obvious apparent Outlive survive 

obvious transparent Outside external 

obvious clear Outside exterior 

occur arise overhaul overtake 

old ancient overlook miss 

operate function overseas abroad 

operate function oversee supervise 

opportunity possibility overtake overhaul 

Synonyms – P    

painting portray Poll ballot 

particular specific Portray painting 

particularly especially Position rank 

peaceable peaceful possibility opportunity 

peaceful quiet, tranquil possibly maybe 
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Word Synonym Word synonym 

peaceful peaceable powerful strong 

peculiar unusual practically virtually 

peculiar strange Praise compliment 

perception insight precedence priority 

perfume fragrance precedence priority 

perhaps maybe preceding previous 

persuade coax Precis summary 

picky choosy precisely exactly 

planned deliberate Predict foretell 

plausible believable premature untimely 

play down minimize preserve maintain 

plentiful abundant pressing urgent 

plume feather Pretty beautiful 

poisonous toxic previous preceding 

polite well mannered previously formerly 

priority precedence Protest demostrate 

priority precedence Provide supply 

profit gain provided if, whether 

prohibit forbid Puny weak 

prompt immediate purchase buy 

propose suggest purpose intention 

prosperous affluent Pushed thrust 

protect guard   

Synonyms – Q    

quantity amount Quite fairly 

quick fast quotation citation 

quiet peaceful, tranquil Quote cite 

Synonyms – R    

rank position renounce give up 

rare infrequent Reply answer, answer 

raw uncooked represent symbolize 

reach arrive residence dwelling 
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reasonable fair Resist withstand 

reasonably moderately respond Reply 
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Word Synonym Word synonym 

receive get rest (the) remainder 

reduction discount Restrict confine 

refer to consult Resume renew 

reflect mirror Retire withdraw 

regret sorrow, remorse Reveal disclose 

regular steady Reveal show 

reintroduce bring sth. back revolting disgusting 

relevant applicable Riches wealth 

reliable dependable Right correct 

reliable trustworthy Rigid inflexible 

remainder rest (the) Risky dicy 

remark comment Roam wander 

remedy cure Rough coarse 

reminiscence memory Round circular 

remorse regret Rubbish garbage, nonsense 

remoted isolated Rude impolite, insolent 

removable detachable run out expire 

renew resume Rush hurry 

Synonyms – S    

saluted greeted Sparkle glitter 

satisfied convinced Specific particular 

scarcity shortage Stable steady 

scene sight Start begin 

seem appear starvation hunger 

seize grab stationary still 

select choose Steady regular, stable 

selection choice Stick adhere 

self-assured confident Still stationary 

senseless mindless Stop halt 

sensitive touchy Story narrative 

sentence condemn Strange unusual 

set up establish Strange peculiar 

shame disgrace Strong sturdy 

shining bright Strong powerful 
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Word Synonym Word synonym 

shortage scarcity stubborn obstinate 

show reveal Stupid silly 

shut close Sturdy strong 

sight scene substantially considerably 

sign signal suggest propose 

signal sign summary abstract 

significant meaningful summary precis 

silly foolish sundown sunset 

silly stupid Sunrise dawn 

sincere honest Sunset sundown 

sinful wicked supervise oversee 

single unmarried Supply provide 

sleek smooth suppose imagine 

slender slim Sure certain 

slim slender surprise astonish 

small little surrender yield 

smell aroma, ordour, fragrance surroundings environment 

smooth sleek Survive outlive 

soil earth suspend hang 

soiled dirty Sweet candy 

sorrow regret symbolize represent 

Synonyms – T    

talk conversation Total complete 

tall high Totally completely 

task job touchdown landing 

temper mood Touchy sensitive 

tender bid Tough difficult, hard 

terrible awful Toxic poisonous 

terror fear Trade business 

thin lean Tranquil peaceful, quiet 

thing object transform to convert 

things matters transparent obvious 

thoughtful considerate transparent clear 

thoughtless inconsiderate Trick hoax 
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Word Synonym Word synonym 

thrust pushed trustworthy reliable 

tired fatigued, weary   

Synonyms – U    

ultimate final Unite join 

uncared for neglected unlawful illegal 

uncommon unusual Unlucky unfortunate 

uncooked raw unmarried single 

undeniable indisputable unpleasant disagreeable 

understand comprehend unspoken unstated 

understandable comprehensible unstated unspoken 

unexpected unforeseen untimely premature 

unfaithful untrue Untrue unfaithful 

unforeseen unexpected unusual peculiar, 
strange, 
uncommon 

unfortunate unlucky Urgent pressing 

unharmed unhurt Usual normal 

unhurt unharmed Usually generally 

unhurt uninjured Usually normally 

uninjured unhurt   

Synonyms – V    

vacant empty Vast huge, enormous 

vague indistinct Virtually practically 

valid legitimate Virtue advantage 

valueless worthless visualize imagine 

vanish disappear Vital imperative 

vary differ   

Synonyms – W    

wander roam whether if, provided 

want need Wicked sinful 

warning alarm Wide broad 

weak puny withdraw retire 

weak feeble withstand resist 

wealth riches Wonder amazement 

weary tired worthless valueless 
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Word Synonym Word synonym 

weird bizarre Wrath anger 

well known famous wretched miserable 

well mannered polite   

Synonyms – Y 

yearly annually Yield surrender 

yes no   
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Antonym 
Word Antonym Word Antonym 

abroad home defence attack 

absence presence Deny admit 

accept refuse Depart arrive 

adult child Depth height 

alive dead Die live 

ancient modern Difficult easy 

answer question Dirty clean 

arrive depart disperse gather 

asleep awake Divide multiply 

attack defence Down up 

back front Drunk sober 

backward forward Dry wet 

bad good Dull bright 

barren fertile Early late 

beautiful ugly East west 

bent straight Easy difficult 

better worse Empty full 

big small Enemy friend/ally 

bitter sweet entrance exit 

black white Evening morning 

bottom top Ever never 

bright dull everywhere nowhere 

broad narrow Exit entrance 

buy sell Expand contract 

captive free Explain Confuse 

catch throw failure success 

cheap expensive/dear faint bold 

clean dirty fair unfair/dark 

clever stupid false true 

cold hot familiar unfamiliar 

come go famous unknown 

conceal reveal fancy simple/plain 

    

Word Antonym Word Antonym 
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combine separate far near 

confined free fat thin 

Confirm deny feeble strong 

Confuse explain few many 

contract expand first last 

Correct incorrect foolish wise 

Damp dry foreign native 

Dark light/fair found lost 

Day night free confined 

Deep shallow friend enemy 

Defeat victory front back 

frown smile native foreigner 

full empty near far 

future past never always 

generous mean new old 

gather disperse night day 

go come no yes 

good bad noise Silence 

guilty innocent none all 

hard soft north south 

hate love nowhere everywhere 

heavy light numerous few 

height depth often seldom 

here there old new 

hide reveal open closed, shut 

high low out in 

hollow solid past future 

home abroad peace war 

honest dishonest permanent temporary 

Hot cold plural singular 

Humble proud polite rude, impolite 

ignorant knowledgeable poor rich 

immense minute, tiny poverty wealth 

inferior superior powerful powerless, helpless 
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Word Antonym Word Antonym 

innocent guilty praise condemn 

join separate present absent 

junior senior private public 

child adult prosperity poverty 

land sea proud humble 

last first purchase sell 

late early question answer 

light heavy/dark quiet noisy 

live dead/die rapid slow 

long short refuse accept 

lost found retire advance 

loud soft retreat advance 

love hate reveal conceal 

low high rich poor 

maximum minimum right wrong/left 

minimum maximum rough smooth 

minority majority rude polite/courteous 

miserable happy sad happy 

modern ancient safety danger 

morning evening seldom often 

mountain valley sell buy 

moving stationary senior junior 

multiply divide shallow deep 

narrow wide short long 

show hide there here 

shut open these those 

singular plural throw catch 

slow fast tiny enormous 

small large top bottom 

smooth rough truth untruth 

sober drunk those these 

soft hard ugly beautiful 

solid hollow unite separate 

sour sweet vague clear 
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Word Antonym Word Antonym 

south north valley mountain/hill 

stale fresh victory defeat 

stationary mobile war peace 

steep gradual weak strong 

straight crooked wealth poverty 

strong weak west east 

stupid clever wet dry 

success failure white black 

summer winter wild tame 

superior inferior wise unwise 

sweet bitter worse better 

take give wrong right 

Tall short yes no 

tame wild young old 

temporary permanent   

able unable kind unkind 

acceptable unacceptable known unknown 

aware unaware load unload 

certain uncertain likely unlikely 

comfortable uncomfortable lucky unlucky 

common uncommon necessary unnecessary 

conscious unconscious pleasant unpleasant 

controlled uncontrolled reasonable unreasonable 

do (verb) undo (verb) safe unsafe 

educated uneducated screw unscrew 

employed unemployed selfish unselfish 

employment unemployment steady unsteady 

expected unexpected succesful unsuccesful 

Fair unfair tidy untidy 

fashionable unfashionable usual unusual 

happy unhappy usually unusually 

just unjust willing unwilling 

lock unlock wise unwise 

advantage disadvantage loyal disloyal 

 

Word Antonym Word Antonym 
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approve disapprove obey disobey 

connect disconnect order disorder 

content discontent pleasure displeasure 

Like dislike   

convenient inconvenient famous infamous 

correct incorrect human inhuman 

direct indirect audible inaudible 

essential inessential visible invisible 

mortal immortal polite impolite 

modest immodest possible impossible 

moral immoral proper improper 

patient impatient pure impure 

perfect imperfect   

legal illegal behave misbehave 

legible illegible trust mistrust 

regular irregular normal abnormal 

sense nonsense   

careful careless pitiful pitiless 

cheerful cheerless pitiless pitiless 

joyful joyless useful useless 

merciful merciless   

ascend descend external internal 

encourage discourage increase decrease 

export import inside outside 

exterior interior   
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Oxford 3000 wordlist 
 

Verbs Nouns Adjectives Adverbs 

 ability able ably 

  absolute absolutely 

accept  acceptable acceptably 

 accident accidental accidentally 

achieve achievement   

acknowledge acknowledgment   

act action, activity active actively 

Verbs Nouns Adjectives Adverbs 

  actual actually 

add addition additional additionally 

 adequacy adequate adequately 

admire admiration admirable  

 adventure adventurous adventurously 

advise advice   

agree agreement agreeable agreeably 

ally ally, alliance allied  

 alphabet alphabetical alphabetically 

 alternative alternative alternatively 

amaze amazement amazing, 
amazed 

amazingly 

amuse amusement amusing, 
amused 

amusingly 

anger anger angry angrily 

annoy annoyance annoying, 
annoyed 

annoyingly 

  annual annually 

 anxiety anxious anxiously 

appear appearance apparent apparently 

apply application applicable  

appoint appointment appointed  

approve approval approving  

 proximity approximate approximately 

argue argument argumentative  

arrange arrangement arranged  

arrive arrival   

  artificial artificially 

assist assistance assisted  
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associate association, 

associate 

associated  

attach attachment attached  

attract attraction attractive attractively 

automate  automatic automatically 

  awful awfully 

base base, basis basic basically 

 beauty beautiful beautifully 

begin beginning   

behave behaviour   

believe belief believable believably 

  bitter bitterly 

  blank blankly 

boil  boiling  

bore boredom boring, bored  

 bravery brave bravely 

Verbs Nouns Adjectives Adverbs 

  brief briefly 

brighten brightness bright brightly 

 brilliance brilliant brilliantly 

broaden breadth broad broadly 

buy buyer   

 calmness calm calmly 

care care careful carefully 

 caution cautious cautiously 

celebrate celebration celebratory  

 certainty certain certainly 

cheapen cheapness cheap cheaply 

 child childish childishly 

choose choice choosy choosily 

 cold cold coldly 

collect collection collective collectively 

colour colour coloured, 
colourful 

colourfully 

comfort comfort comfortable comfortably 

communicate communication   

compare comparison comparative comparatively 

compete competition competitive competitively 

complete completion complete completely 

concern concern concerned  

conclude conclusion concluded,  
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  conclusive  

confide confidence confident confidently 

confuse confusion confusing, 
confused 

confusingly 

consider consideration considerable considerably 

  constant constantly 

construct construction constructive constructively 

continue continuance, 
continuity 

continuous continually 

contrast contrast contrasting contrastingly 

contribute contribution   

correct correction correct correctly 

crack crack cracked  

criticise critic, criticism critical critically 

 curiosity curious curiously 

endanger danger dangerous dangerously 

decorate decoration decorative decoratively 

define definition definite definitely 

deliberate deliberation deliberate deliberately 

delight delight delighted, 
delightful 

delightfully 

deliver delivery deliverable  

Verbs Nouns Adjectives Adverbs 

demand demand demanding demandingly 

describe description descriptive descriptively 

depress depression depressing, 
depressed 

depressingly 

describe description descriptive descriptively 

desert desert deserted  

despair desperation desperate desperately 

detail detail detailed  

determine determination determined determinedly 

devote devotion devoted devotedly 

differ difference different differently 

direct direction direct directly 

disappoint disappointment disappointing disappointingly 

disapprove disapproval disapproving disapprovingly 

discover discovery discovered  

discuss discussion discursive  

disgust disgust disgusting, 
disgusted 

disgustingly 

disturb disturbance disturbing, 
disturbed 

disturbingly 
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dramatize drama dramatic dramatically 

dress dress dressed  

ease ease easy easily 

 east eastern easterly 

economise economy economic economically 

educate education educated  

affect effect effective effectively 

electrify electricity electric,  

  electrical, electrically, 

  electronic, electronically, 

  electrifying electrifyingly 

 elegance elegant elegantly 

embarrass embarrassment embarrassing, 
embarrassed 

embarrassingly 

employ employee, 
employer, 
employment 

employed  

encourage encouragement encouraging encouragingly 

engage engagement engaged  

enjoy enjoyment enjoyable enjoyably 

entertain entertainer, 
entertainment 

entertaining entertainingly 

enthuse enthusiasm enthusiastic enthusiastically 

 entirety entire entirely 

 environment environmental environmentally 

equal equal equal equally 

Verbs Nouns Adjectives Adverbs 

 essence essential essentially 

 exactness exact exactly 

exaggerate exaggeration exaggerated exaggeratedly 

excite excitement exciting, excited excitingly, excitedly 

expect expectation expected expectedly 

experience experience experienced  

explain explanation explanative  

express expression expressive expressively 

extend extension extensive extensively 

 extreme extreme extremely 

 faith faithful faithfully 

 fame famous famously 

 fashion fashionable fashionably 

 final final finally 

finance finance financial financially 
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finish finish finished, final  

 firm firm firm, firmly 

fly fly, flying, flight flying  

follow follow, following following  

forget  forgetful forgetfully 

form form formal formally 

 fortune fortunate fortunately 

free freedom free freely 

frighten fright frightening frighteningly 

 generosity generous generously 

 gentleness gentle gently 

 gold gold, golden  

grade grade gradual gradually 

 gratitude grateful gratefully 

 happiness happy happily 

harm harm harmful harmfully 

hate hate, hatred hateful hatefully 

help help helpful helpfully 

 history historical historically 

 honesty honest honestly 

hope hope hopeful hopefully 

 humour humorous humorously 

 ideal ideal ideally 

 illegality illegal illegally 

imagine image, imagination imaginary  

 importance important importantly 

Verbs Nouns Adjectives Adverbs 

impress impression impressive, 
impressed 

impressively 

increase increase  increasingly 

 independence independent independently 

infect infection infected infectious 

 initial initial initially 

insult insult insulting insulting 

 intelligence intelligent intelligently 

intend intention intended intentionally 

interest interest interested, 
interesting 

interestingly 

irritate irritation irritating, irritated irritatingly 

 jealousy jealous jealously 

 joint joint jointly 
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justify justice just justly 

 kind, kindness kind kindly 

knit knitting knitted  

lead lead leading  

legalise legality legal legally 

license licence licenced  

limit limit limited  

live life living lively 

localise locality local locally 

locate location located  

 logic logical logically 

 luck lucky luckily 

match match matching  

miss miss missing  

mistake mistake mistaken mistakenly 

mix mixture mixed  

move move, movement moving  

 music musical musically 

 mystery mysterious mysteriously 

 nature natural naturally 

 necessity necessary necessarily 

 nerve nervous nervously 

 noise noisy noisily 

 normal normal normally 

 north north, northern north, northerly 

notice notice noticeable noticeably 

object object, objective objective objectively 

 occasion occasional occasionally 

occupy  occupied  

Verbs Nouns Adjectives Adverbs 

offend offence offensive offensively 

 pain painful painfully 

 peace peaceful peacefully 

perfect perfection perfect perfectly 

please pleasure pleasant, 
pleasing, pleased 

pleasantly 

point point pointed  

poison poison poisonous  

 possibility possible possibly 

 potential potential potentially 

present present present  
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 pride proud proudly 

 profession professional professionally 

qualify qualification qualified  

  rare rarely 

 reason reasonable reasonably 

regionalise region regional regionally 

  regular regularly 

remark remark remarkable remarkably 

rent rent rented  

repeat  repeated repeatedly 

 responsibility responsible responsibly 

restrict restriction restricted  

retire retirement retired  

ruin ruin ruined  

 sadness sad sadly 

satisfy satisfaction satisfied, 
satisfying 

satisfyingly 

scare scare scared  

 science scientific scientifically 

 secret secret secretly 

 sense sensible sensibly 

separate separation separate, 
separated 

separately 

 severity severe severely 

shock shock shocked, 
shocking 

shockingly 

signify significance significant significantly 

 similarity similar similarly 

 sincerity sincere sincerely 

 skill skilful, skilled skilfully 

 south southern southerly 

 specialist special specially 

specify  specific specifically 

 stranger strange strangely 

Verbs Nouns Adjectives Adverbs 

strengthen strength strong strongly 

 substance substantial substantially 

succeed success successful successfully 

surprise surprise surprised, 
surprising 

surprisingly 
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suspect suspect suspicious suspiciously 

sweeten sweet sweet sweetly 

 
 

sympathise sympathy sympathetic sympathetically 

thicken thickness thick thickly 

threaten threat threatening  

tighten tightness tight tightly 

 total, totality total totally 

 tradition traditional traditionally 

type type typical typically 

  usual usually 

 violence violent violently 

waste waste waste  

welcome welcome welcome  

 west western westerly 

 wisdom wise wisely 

worry worry worried, worrying worryingly 

wound wound wounded  

write writing written  
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 PRC Lectures 

PRC-1 Business Writing and Comprehension Skills 

https://youtube.com/playlist?list=PLz55xxgANwEyiMM4PZS48RFYpYoLjk2oS 

PRC-2 Quantitative Methods 

https://youtube.com/playlist?list=PLz55xxgANwExEQFawz2vikixTFrOZq9il 

PRC-3 Principles of Economics 

https://youtube.com/playlist?list=PLz55xxgANwExGCTSO7d2HvU202kSIj2KM 

PRC-4 Introduction to Accounting 

https://youtube.com/playlist?list=PLz55xxgANwEym7Wj7uQxsvPr1sIlCBK9O 

PRC-5 Introduction to Business 

https://youtube.com/playlist?list=PLz55xxgANwEx4QwpuV04AWY0YqkKZfq17 

PRC Notes, Study Material, Test 

https://sce-learning.com/ca/ 
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Phrases And Idioms 
Similes based on characteristics 

 

as agile as a monkey as hairy as a gorilla as quiet as a mouse 

as blind as a bat as happy as a king, lark, sandboy as sick as a dog 

as brave as a lion as heavy as an elephant as slippery as an eel 

as bright as a lark as hungry as a hunter as slow as a snail, tortoise 

as busy as a bee as hungry as a wolf as sober as a judge 

as crafty as a fox as industrious as a beaver as strong as a horse 

as cunning as a fox as mad as a hatter as strong as an ox 

as fast as a deer, hare as mad as a March hare as sure-footed as a goat 

as fat as a pig as meek as a lamb as swift as a deer, hare, hawk 

as fierce as a lion as obstinate as a mule as tall as a giant 

as flat as a flounder as old as Methuselah as tenacious as a bulldog 

as fleet as a gazelle as patient as Job as thick as thieves 

as frisky as a lamb as playful as a kitten as timid as a mouse 

as frisky as a two-year-old as pleased as Punch as wise as an owl 

as gentle as a dove, lamb as poor as a church mouse as wise as Solomon 

as graceful as a swan as proud as a peacock as white as a ghost, sheet 

Similes based on qualities 
  

as black as coal, soot as good as gold as smooth as glass 

as bold as brass as green as grass as smooth as velvet 

as bright as a button as hard as nails as soft as putty 

as brown as a berry as keen as mustard as sound as a bell 

as changeable as the weather as large as life as steady as a rock 

as clean as a whistle as light as a feather as stiff as a poker 

as clear as crystal, a bell as alike as two peas in a pod as straight as an arrow 

as cold as charity, ice as neat as a new pin as straight as a ramrod 

as cool as a cucumber as old as the hills as sturdy as an oak 

as dead as a doornail as pale as death as sweet as honey 

as deaf as a doorpost as plain as a pikestaff as thin as a rake 

as drunk as a lord as quick as lightning as tough as old leather 
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MCQS  
1. Select most suitable synonyms of the underline words: 

i. There are many small pieces in the yard. 

a) provisions 

b) edibles 

c) bits 

d) products 

ii. Naeem gave a plausible excuse for losing all his money. 

a) believable 

b) unbelievable 

c) problematic 

d) costly 

iii. They tend to evade the issues skilfully. 

a) conquer 

b) explore 

c) profit 

d) avoid 

iv. Raza came out of the boss’s office with an angry expression on his face. 

a) cheerful 

b) sarcastic 

c) serious 

d) irritated 

2. Correct the following sentences. 

v. I can’t stand people ask/to ask me questions all the time. 

vi. They stopped the car to having/have a chat with their friends. 

vii. Their house really needs paint/painting. 

viii. He stopped driving/to drive because he was sleepy. 

ix. Haven’t you sell/sold your flat yet? 

x. Its warm because the heating has being/been on. 

xi. Tuesday we were busy. We had interviews and the telephones rung/rang all morning. 

xii. When the manual arrived, the cover was all tore/torn up. 

xiii. Last week our senior accountant quit/quitted his job. 

xiv. Stock prices have sank/sunk to a new low this quarter. 
3. Replace the underlined words / phrases in the following sentences with the correct synonyms: 

i. Visualise, (b) mobile, (c) collapsed, (d) differentiate, (e)impediments, (f) essential, 

(g) astonishment, 
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i. The president will find it difficult to persuade the people of this because there are many obstacles to success. 

ii. Haisam was in bed for a few weeks with an injured leg but now he is able to move around easily again. 

iii. The teacher was filled with the emotional impact of overwhelming surprise by her student’s ingenuity. 

iv. Control of the country’s debt is fundamental to our economic future. 

v. Sadly, it is difficult to imagine a world in which there is no more conflict. 

vi. They were so far away that it was difficult to distinguish one from the other. 

vii. Hasan tried so hard during the race that he broke down after he crossed the finishing line. 

 

4. Choose the most appropriate synonym of the word in bold. 

i. He renounced the throne for his younger brother. 

1. relinquished (b) gave up (c) abandoned (d) refused 

ii. The company suffered significant losses due to his impulsive decision making. 

1. meaningful (b) serious (c) considerable (d) important 

iii. Khalid sternly rebuked Lily warning her that inference will not be tolerated in his personal 
business. 

1. commercial (b) trader (c) industry (d) dealing 

iv. After he broke her favourite ornament, he silently hid the broken pieces. 

1. adornment (b) embellishment (c) decoration (d) pattern 

v. She cursed her fate as she missed the last flight to Karachi by a minute. 

1. luck (b) destination (c) providence (d) chance 

vi. Usually he is punctual but today he arrived late for the meeting. 

1. normally (b) generally (c) typically (d) habitually 

vii. The teacher even after repeated attempts failed to make the students understand the topic. 

1. appreciate (b) comprehend (c) realize (d) know 

viii. After the sudden demise of their father the Khans requested media to give them time to 
manage their grief. 

1. administer (b) cope (c) deal (d) handle 
 

5. Select most appropriate words for the given meaning. 

i. To work out a problem 

1. break   (b) reckon   (c) rumour    (d) delight 

ii. Ten-year period 

1. decide (b) façade (c) decade (d) century 

iii. Of the same value 

1. zone   (b) grant   (c) equivalent     (d) moment 
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iv. Relates to home 

1. loyal   (b) domestic    (c) cottage    (d) chamber 

v. To move away 

1. combine   (b) coast    (c) wander (d) obtain 

vi. Slow change 

1. unique (b) invest    (c) intend     (d) gradual 

vii. energy producing material 

1. pour   (b) iron   (c) fuel     (d) curve 

viii. Question and argue 

1. debate  (b) dare    (c) dissolve    (d) gamble 

ix. Look ahead to 

1. light (b) focus (c) anticipate (d) know 

x. Running alongside 

1. parallel   (b) near    (c) movement (d) belong 

   
6. Select the correct word in each of the following sentences: 

i. Your action had little (affect/effect) on the decision. 

ii. My father’s visit is (eminent/imminent). 

iii. I was flattered by his (compliments/complements). 

iv. Your agenda is different (from/then) mine. 

v. The (principle/principal) advantage of word processor is the ability to reproduce 
material easily. 

vi. There are (fewer/least) mistakes in this transcription. 

 
7. Select the most appropriate word/phrase from the brackets to complete each of the following 

sentences: 

i. The government is making serious effort to help                      . 

a) Poor   (b) the poor    (c) the poors     (d) the poor ones. 

ii. What’s the weather like in Nathia gali? How often                     there during the winters? 

a) it snow (b) does it snows (c) it snows (d) does it snow 

iii. The trainee driver                    the red light. 

a) saw not (b) did not see (c) no saw (d) did not saw 

iv. All the employees at the meeting shook hands with                     . 
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a) each other (b) one other (c) one the other (d) themselves 

v. If the bus to the airport hadn’t been so late, we                         the plane. 

a) caught (b) had caught (c) would catch (d) would have caught 
vi.    The accident was seen by most of the people                  at the bus stop. 

a) waited (b) waiting (c) were waiting (d) who waiting 

vii. It was too cold                             outside on the veranda. 

a) the guests sleeping (b) for the guests to sleep (c) that the guests should sleep (d) that the 
guests sleep 

viii. The museum was housed in                       building near the river. 

a) a nice red brick (b) a red brick nice (c) a brick nice red (d) a red nice brick 

 

8. Complete the following sentences with the appropriate words: 
i.                Your child has made no               progress in his performance at school. 

a) notice (b) noticeable (c) noticeably (d) noticed 

ii. I am grateful to you for your               assistance. 

a) value   (b) valuation    (c) valuable (d) valueless 

iii. Do not consider that he is your friend; assess his performance              . 

a) object (b) objective   (c) objection    (d) objectively 

iv. The        of the wanted dacoit has been published in all the important newspapers. 

a) describe   (b) describing   (c) description    (d) descriptives 

v. He does not have any               of finance. 

a) know   (b) knowing (c) knowledge (d) known 

vi. Smoking is not               in the new office premises. 

a) permit (b) permitted (c) permissives (d) permission 
 
9.  Complete the following sentences with suitable homophones. 
 

i. It is not               of the transport companies to increase the               thrice in one year. (fair/fare) 

 
ii. Sara        that her daughter would like the               painting she had bought for her 

room. (new/knew) 

 
iii. All the               of the prestigious Law Colleges who attended the symposium were considered to 

be authorities on                         of Human Rights. (principles/principals) 

 
iv. The right u-turn immediately after the signal crossing is the               cause of serious accidents 

on this busy              . (route/root) 

 
v. Different varieties of the newly packaged               were displayed in a_____                   

order.(serial/cereal) 
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vi. The boat on             had a beautiful sky-blue               with the word ‘Winner’ written 
on it. (sale/sail) 

 

10. Complete the following sentences with the appropriate words / phrases: 
 

i. who look for trouble, usually find it. 

a. these  (b) anyone (c) those (d) them 

 
ii. By my fiftieth birthday, I               in my current profession for over twenty years. 

a. will been (b) will have been (c) would be (d) would have been 

 
iii. I cannot understand my neighbour’s accent. I wish she would              . 

a. speak clearer (b) speaks clearly more (c) more clearly speak (d) speak more clearly 

iv. Until last year, it was the largest ship that              . 

a. was ever built (b) has ever built (c) has ever been build (d) had ever been built 

 
v. are you speaking? I didn’t catch the name. 

a. Who (b) Whom (c) Of who (d) Of whom 
11. Select the most appropriate word to complete each of the sentences given below: 

I. Sadia’s       personality helps her in being a successful media professional; she always knows what to 
say and how to say it without offending others. 

a. dominant 

b. attentive 

c. polite 

d. serious 

II. “Your Honour, I have substantial evidence that the statement submitted by the defendant is_____.” The 
prosecutor pleaded. 

a. anonymous 

b. mysterious 

c. misleading 

d. destructive 

III. “Do not worry Mr Bashir, the accident has caused no harm to your daughter; her injuries are____and will 
heal very soon.” The doctor said. 

a. artificial 

b. disabling 

c. critical 

d. minor 
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IV. After boarding the bus, the elderly man gave a_____ glance inside to find a vacant seat. 
 

a. awkward 

b. quick 

c. dramatic 

d. complete 
V. Development in medical science has made significant of the developing countries____ 

towards eradication of polio in most 

a. efforts 

b. contributions 

c. advanced 

d. reductions 

12. Select most suitable synonyms of the underline words: 

i.         There are many small pieces in the yard. 

a) provisions (b) edibles (c) bits (d) products 

ii. Naeem gave a plausible excuse for losing all his money. 

a) believable (b) unbelievable (c) problematic (d) costly 

iii. They tend to evade the issues skilfully. 

a) conquer (b) explore (c) profit (d) avoid 

iv. Raza came out of the boss’s office with an angry expression on his face. 

a) cheerful (b) sarcastic (c) serious (d) irritated 

13. Select from the following similes that best describes the given sentences 
 

II. She was courageous. She was as 

a) gentle as dove (b) proud as a peacock 

(c) slippery as an eel (d) brave as a lion 
 

ix. Project completion was taking so much time. It was going as 

a) tall as a giant (b) slow as a snail 

      (c) playful as a kitten (d) fat as a pig 

(iii) Our new laptop was not heavy. It was as 

(a) Strong as an ox (b) old as methuselah 

(c) large as life (d) light as a feather. 

(iv) The children in the orphanage were starving. They were 

(a) as keen as mustard    (b) as hungry as wolves 
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(c) as fit as fiddle (d) as ugly as sin 

 
(v)             He won a lottery. He was 

(a) As happy as a king (b) as sober as a judge 

(b) as white as snow (d) as warm as wool 
14. Select the meaning which is closest to the idiom 

 

I. A bed of roses 

a. a florist’s delight       (b) a garland of selected flowers 

i. a beautiful countryside (d) a state of very comfortable life 
 

II. Bird’s eye-view 

a. a very close distance    (b) a considerable distance 

i. a general overview (d) a scenic landscape 
 

III. Pull up your socks 

a. order to disgrace an enemy defeated in war 

b. advice given on being seriously injured in action on the battlefield 

c. signify commencement of renewed and determined efforts 

d. expression of appreciation for a well-dressed gentleman 
 

IV. Play the trump card 

a. to show off one’s knowledge of a subject 

b. to make ostentatious display of one’s wealth 

c. to seek favours or obligations from friends 

d. to make use of one’s most valuable resource 
 

V. Lock, stock and barrel 

a. a closely guarded secret 

b. a place where valuable items are kept 

c. a cache of hidden weapons 

d. an action/activity in its full or complete form 
 

VI. Call a spade a spade 

a. to treat everyone equally without any discrimination 

b. to dispel any misgivings or feelings of despondency 

c. to say a thing truthfully in straight and plain language 

d. to forcefully defend the rights of farmers 
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15. Select the meaning which is most close to the idiom: 

I. At daggers drawn 

a. to fight with dagger 

b. to fight a duel 

c. a violent situation 

d. a long standing revenge 

II. As the crow flies 

a. something flying like a crow 

b. in a straight line 

c. travelling on a long route 

d. to measure a distance 

III. Hit the ceiling 

a. throw something on the roof 

b. to reach saturation point 

c. react extremely angrily 

d. to break the record 

IV. Bury the hatchet 

a. to break rules 

b. to bury the dead 

c. to bring something 

d. to make peace 

V. Add fuel to the fire 

a. to make a bad situation worse 

b. burn gas or oil to produce heat 

c. to lit the fire place 

d. to beat the already dead 

VI. Gain ground 

a. to flourish 

b. to make progress 

c. to benefit someone 

d. to own a plot of land 
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16. Select the meaning which is most appropriate to the idiom: 

I. A bone of contention 

a. a common trait observed in a family 

b. a minor discrepancy 

c. a cause of disagreement 

d. an environment of discontentment and disharmony 

II. To harp on the same string 

a. to be oblivious of the sentiments of others 

b. to cite a popular saying 

c. to refer repeatedly to the same subject 

d. to focus on the main issue without mincing words 

III. To let the cat out of the bag 

a. to announce bad news 

b. to show excessive affection towards a pet 

c. to disclose a well-kept secret 

d. to show intense resentment 

IV. Spick and span 

a. neat and clean 

b. polite and well-mannered 

c. intelligent and hardworking 

d. smart and learned 

V. The Lion’s share 

a. display of excessive strength or energy 

b. the largest portion 

c. earnings obtained through unfair means 

d. a very demanding attitude 

VI. Do not upset the applecart 

a. to have good relations with neighbours 

b. to try not to change the way things are done 

c. to go to great lengths to appease somebody 

d. to pursue strictly formal relationships in office 

VII. Heads will roll 

a. somebody will be assassinated 

b. everyone will suffer 

c. certain individuals will have to quit their jobs 
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d. certain individuals will assume positions 
 

VIII. To live from hand to mouth 

a. to live a life of extreme affluence 

b. to live a life in absolute ignorance 

c. to live a life within a very tight budget 

d. to depend upon the charity of others 
17. Complete the sentences with appropriate idioms. 

 

I. I wish the doctor would stop               and tell me exactly what is wrong with me. 

a. making a mountain of the mole hill 

b. telling cock and bull stories 

c. beating around the bush 

d. reading between the lines 

II. A large contingent of the police was called to the scene, but it was just               as all the strikers 
dispersed peacefully after registering their grievances. 

a. the calm before the storm 

b. a flash in the pan 

c. a storm in a tea cup 

d. a rank and file exercise 
 

III. Rashid received               from the chief executive for his excellent presentation to the 
committee on the new power project. 

a. flying colours 

b. a pat on the back 

c. key to success 

d. a feather in his cap 
 

IV. The recent increase in prices of fuel was               for the entire nation. 

a. bring to book policy 

b. a sight for sore eyes 

c. a bolt from the blue 

d. a snake in the grass policy 
 

V. Sajid was sorrowful over his performance in the one-day cricket match. This was like                   . 

a. crying wolf 

b. out of sorts 

c. crying over spilt milk 

d. creating bad blood 
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18. Complete the sentences with appropriate idioms. 
 

I. I do not enjoy small talk and meaningless conversations; it is for this reason that I am usually 
1. at marriage parties. 

b. at their beck and call 

c. as cool as a cucumber 

d. always on the wanted list 

e. a fish out of water 
 

II. The driver               to justify his long leave of absence without the permission of his employer. 

a. ate the humble pie 

b. went back on his words 

c. created a cock and bull story 

d. put on airs 
 

III. To preach the virtues of honesty to the scoundrel was like                

a. running with the hare and hunting with the hound 

b. praying for the rain 

c. flogging a dead horse 

d. creating a storm in a teacup 
 

IV. The health minister               while addressing the symposium of the visiting senior surgeons fr the foreign 
countries. 

a. managed to keep his body and soul together 

b. made a laughing stock of himself 

c. read the writing on the wall 

d. knew which side his bread was buttered 
 

V. I expect Shahid, my dear friend, to stand with me              . 

a. like a turncoat 

b. through thick and thin 

c. and hold his tongue in his cheek 

d. and act as if the butter would not melt in his mouth 
 

VI. The nominees of both the political parties were               in spite of their very close family 
relationships. 

a. basking in the sunshine 

b. between the devil and the deep sea 

c. at daggsers drawn 

d. putting the cart before the horse 
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19. Insert the most appropriate idiom from the list given below in the following sentences: 

 not my cup of tea, a piece of cake, the apple of their eyes, like showing a red rag to a bull, 

take it   with a pinch of salt, in the blink of an eye, no use crying over spilt milk, gets on my 

nerves 

 

I. “Oh, that advertisement to give very attractive prizes to the winners of the lottery!” I would rather 
_____ 

II. Mr. and Mrs. Sarwar have three children and everyone knows that the youngest daughter is_____. 
 

III. You should have kept your valuable necklace in the bank lockers. Now that it is stolen, there is____. 
 

IV. Painting is              ; I can hardly hold the brush straight. 
 

V.               the seagull dived in the water and caught a beautiful yellow fish. 
 

VI. My wife’s constant obsession with cleanliness               sometimes. 
 

VII. It is futile to try to hold a meaningful discussion with Zahid on the political set-up. It’s              . 
 

VIII. Asif completed the math assignment in just one hour; it was               for him. 

 
20. Determine the meaning of the bolded expression. Choose the best answer. 

I. Ayaz would have been playing ball, until the cows came home if it hadn’t been for Sadia dragging 
him away to eat dinner. 

a. Ayaz was just about to stop playing ball. 

b. Ayaz didn’t even want to play ball to begin with. 

c. Ayaz refers nature to athletics. 

d. Ayaz would have continued playing ball for a long time. 

II. Even though Sana already had a new job, she submitted her two week notice and conducted herself 
in a professional way at her old job because she didn’t want to burn bridges. 

a. Sana didn’t want to ruin her positive relationship with her old employer. 

b. Sana wasn’t ready to start her new job. 

c. Sana was really going to miss her old job. 

d. Sana was waiting until her last day to rub it in everyone’s face that she was leaving. 

III. Ayaz had a hard time comparing the iPhone to the Samsung phone because to him they were apples and 
oranges. 

a. Ayaz can hardly tell the difference between the two phones because they are so similar. 

b. Ayaz believes that the phones are so different from one another that they cannot be 
compared. 

c. Ayaz doesn’t know anything about phones so he may as well be thinking about fruits. 

d. Ayaz is too hungry to think about phones at this time. 
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IV. Behram felt pretty good about getting a pair of roller-skates for his birthday, until he saw his twin 
brother Ryan open up his GameBox X-9000, and then Brian felt like he got the short end of the stick. 

a. Behram felt like Ryan received a better gift than he. 

b. Behram was quite pleased with his roller skates. 

c. Behram wanted a long stick that he could use to support himself on hikes. 

d. Behram feels bad for Ryan because Ryan wanted roller-skates. 
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Answer  
 

Q.1 (i) Q.1 (ii) Q.1 (iii) Q.1 (iv) 
 

C A D D 
 

Q.2 (i) Q.2 (ii) Q.2 (iii) Q4.2 (iv) Q.2 (v) 

Ask Have painting driving sold 

Q.2 (vi) Q.2 (vii) Q.2 (viii) Q.2 (ix) Q.2 (x) 

been Rang torn quit sunk 

Q.3 (i) Q.3 (ii) Q.3 (iii) Q.3 (iv) 
 

E B G F 
 

Q.3 (v) Q.3 (vi) Q.3 (vii) 
  

A D C 
  

Q.4 (i) Q.4 (ii) Q.4 (iii) Q.4 (iv) 
 

A C D A 
 

Q.4 (v) Q.4 (vi) Q.4 (vii) Q.4 (viii) 
 

A A B B 
 

Q.5(i) Q.5 (ii) Q.5 (iii) Q.5 (iv) Q.5 (v) 

b) reckon c) decade c) equivalent b) domestic c) wander 

Q.5 (vi) Q.5 (vii) Q.5 (viii) Q.5 (ix) Q.5 (x) 

d) gradual c) fuel a) debate c) anticipate a) parallel 

Q.6 

III. Your action had little effect on the decision. 
 

IV. My father’s visit is imminent. 
 

V. I was flattered by his compliments. 
 

VI. Your agenda is different from mine. 
 

VII. The principal advantage of word processor is the ability to reproduce material easily. 
 

VIII. There are fewer mistakes in this transcription. 
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Q.7 

IX. b) the poor 
 

X. d) does it snow 
 

XI. b) did not see 
 

XII. a) each other 

(v) 
 

(vi) 
 

(vii
) 

 

(vii
i) 

d) would have caught 
 

b) waiting 
 

b) for the guests to sleep 
 

a) a nice red brick 

Q.8 

x. b) noticeable 
 

xi. c) valuable 
 

xii. d) objectively 

(iv) 
 

(v) 
 

(vi) 

c) description 
 

c) knowledge 
 

b) permitted 

Q.9 

(iv) It is not fair of the transport companies to increase the fare thrice in one year. 
 

(v) Sara knew that her daughter would like the new painting she had bought for her room. 
 

(vi) All the principals of the prestigious Law Colleges who attended the symposium were 
considered to be authorities on principles of Human Rights. 

 

(vii) The right u-turn immediately after the signal crossing is the root cause of serious accidents on 
this busy route. 

 

(viii) Different varieties of the newly packaged cereal were displayed in a serial order. 
 

(ix) The boat on sale had a beautiful sky-blue sail with the word ‘Winner’ written on it. 

Q.10 

(vi) c) those 
 

(vii) b) will have been 
 

(viii) d) speak more clearly 

(iv) 
 

(v) 

d) had ever been built 
 

d) of whom 

Q.11 

(i) c) polite 
 

(ii) c) misleading 
 

(iii) c) minor 

(iv) 
 

(v) 

b) quick 
 

b) contributions 
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Q.12 

(i)  C) BITS 
 

   (ii)      A) BELIEVABLE 

(iii) 
 

(iv) 

d) avoid 
 

d) irritated 

Q.13 

(I)       D) Brave As A Lion  
(Ii)      B) Slow As A Snail 
(Iii)     D) Light As A Feather 

I. (III) D) LI 

(iv) 
 

(v) 

b) as hungry as wolves 
 

a) as happy as a king 

Q.14 

(I)     D) A STATE OF VERY 
COMFORTABLE LIFE 

(iv) d) to make use of one’s most valuable resource 

(II)     C) A GENERAL OVERVIEW (v) d) an action/activity in its full or complete form 

(III)    C) SIGNIFY 
COMMENCEMENT OF 
RENEWED AND 
DETERMINED EFFORTS 

(vi) c) to say a thing truthfully in straight and 
plain language 

Q.15 

I. C) A VIOLENT SITUATION 
 

II. B) IN A STRAIGHT LINE 
 

III. C) REACT EXTREMELY 
ANGRILY 

(iv) 
 

(v) 
 

(vi) 

d) to make peace 
 

(ix) to make a bad situation worse 
 

(x) to make progress 

Q.16 

(I)     C) A CAUSE OF 
DISAGREEMENT 

(v) b) the largest portion 

(II)     C) TO REFER 
REPEATEDLY TO THE 
SAME SUBJECT 

(vi) b) to try not to change the way things are done 

(III)    C) TO DISCLOSE A WELL-
KEPT SECRET 

(vii
) 

c) certain individuals will have to quit their jobs 

(IV)    A) NEAT AND CLEAN (vi
ii) 

c) to live a life within a very tight budget 

Q.17 
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I. C) BEATING AROUND THE 
BUSH 

 

II. C) A STORM IN A TEA CUP 
 

III. B) A PAT ON THE BACK 

(iv) 
 

(v) 

c) a bolt from the blue 
 

c) crying over spilt milk 

Q.18 

XIII. D) A FISH OUT OF WATER 
 

XIV. C) CREATED A COCK AND 
BULL STORY 

 

XV. C) FLOGGING A DEAD 
HORSE 

(iv) 
 

(v) 
 

(vi) 

b) made a laughing stock of himself 
 

xiii. through thick and thin 
 

xiv. at daggers drawn 

Q.19 

(I)     Take It With Pinch Of Salt (v) In the blink of an eye 

(Ii)     The Apple Of The Eyes (vi) Gets on my nerves 

(Iii)    No Use Of Crying Over Spilt Milk (vii
) 

Like showing a red rag to a bull 

(Iv)    Not My Cup Of Tea (viii
) 

A piece of cake 

Q.20 

(I)     D) Ayaz Would Have Continued (iii) b) Ayaz believes that the phones are so different 
Playing Ball For A Long 
Time 

 from one another that they cannot be 

  compared 

(Ii)     A) Sana Didn’t Want To Ruin 
Her 

(iv) a) Behram felt like Ryan received a better gift 

Positive Relationship With Her  than he 
Old 

Empl
oyer 
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Business Messages 
Business messages and correspondence in businesses are distinguishable from social communications 
between 
friends through a number of characteristics including: 
Lack of spontaneity (deliberation) 
Impersonality 
Formality 
Brevity (short 

Different forms of written business communication 
The following table explains the different forms of business communications that are commonly 
used in 
Organizations 
 

Classification Explanation 

Sales letter Sent from an organisation to a potential customer to prompt them into 
ordering goods        or services. 

Order letter Sent by a customer to an organisation to order goods or services. 

Complaint letter Generally sent by a customer to a vendor to complain about a product or 
service. 

Adjustment 
letter 

Usually sent in response to a claim or complaint and includes the final 
outcome. 

Inquiry letter Asks a question or elicits information from the recipient. 

Follow-up letter Sent after some type of initial communication. For example, a sales 
department thanking a customer for an order, or a job-seeker enquiring 
about the status of their application. A follow-up letter seeks to promote the 
effectiveness of the previous correspondence. 

Letter of 
recommendatio
n (reference 
letter) 

Sent by a previous employer or other referee to support some kind of 
application. Normally refers to a job application but could be submitted as a 
part of other applications such as an application for bank loan. 

Acknowledg
ment letters 

A business sends a simple receipt to let others know that they have received 
a communication and either have dealt or will deal with the prior 
communication in due course. 

Cover letter Accompanies something such as a package or a report. It describes the 
enclosed and why it is being sent. 

Classification Explanation 

Letter of 
resignation 

A formal record that an employee wishes to leave his/her job, or a firm wish 
to withdraw from an engagement. 

Circular letter Used to share information with a large audience for instance, letter issued for 
the appointment of new director, or clarify policies (following a number of 
violations). Circular letters tend to be general in nature given their large 
audience. 

Memorandum 
(Memo) 

A note, document or other communication that records or reminds about 
events and observations. Typically used to communicate messages related to 
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day-to-day activities such as conveying telephone messages or reminding 
someone of an appointment. 

Agenda A list of items of business to be considered and discussed at a meeting. 

Minutes A summarized record of the proceedings of a meeting. 

Report An account is given on a particular matter in the form of an official document. 
For example a due diligence report that presents analysis of a target 
company, or a business plan. 
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LETTERS 

Letters are frequently used for communication with parties outside the organization. 

All business letters comprise of following segments 

1. Header 
2. Date 
3. Letter reference 
4. Receiver’s name and address 
5. Subject heading 
6. Salutation 
7. Body 
8. Close 
9. Signature 
10.Enclosures 
 

 
Header 
Letters should be printed on official letterhead which normally includes the organization’s logo and 
name in the header 

 
Date 
The date should be written as day number, month and year (DD-MM-YYYY) 
This may differ in other jurisdictions such as USA and Canada(MM-DD-YYYY). 
 

Letter reference 
help both the sender and receiver to identify the letter 
Example: 
SC E-Learning /2022/ABC 
 

Receiver’s name and address 
 If you know the recipient’s name, then always use it to make the letter personalized. 
 Where possible, use the receiver’s job title. 
 Where possible, confine the address to three or maximum four lines. This helps avoid starting the 

page too far down. 

 If relevant, enter PRIVATE & CONFIDENTIAL immediately before the name. 
 Addressing men 

Initials + surname + Esq (Commonwealth) 
Mr. + first name + initials + surname (USA and Canada) 
other countries use the format specific to that country  

                E.g., Herr (Germany) 
E.g., M. (Monsieur) (France) 

 Addressing women 
Mrs. + initial + surname E.g., Mrs. M. Lee.( Mrs. + initial + surname E.g., Mrs. M. Lee.) 
Mrs. +first name + initial + surname (USA and Canada) 

 Do not forget to include any relevant designations after a recipient’s name if known and applicable. 
E.g., 

 ACA, CPA, Dr., Prof., etc. 
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 For limited companies, use their registered name. For example: ‘XYZ Ltd.’, ‘XYZ Ltd’, ‘XYZ Limited’, 
‘PLC’, 

 ‘Public Limited Company’. 
 For relevant titles for government, religious or professions, use designated initials for e.g., Royal 

Highness, Pope, etc. 
 
Subject heading 
subject heading is a useful component as it identifies the subject immediately and aids subsequent reference. 
The heading should: 
be in bold; 
not be underlined 
 

Salutation 
When writing to a company formally: 
¯ Dear Sir/Sirs; or 
¯ Dear Sir/Madam; or 
¯ Dear Madam/Mesdames. 
When the name of the recipient is known– use ‘Dear’ + Mr./Mrs./Miss/Ms. + surname. E.g. 
¯ Dear Mr. Younis. 
¯ Dear Ms. Akram. 
Letters where you are very familiar with the recipient – use ‘Dear’ + forename. E.g. 
¯ Dear Faisal. 

 
Body 
Central message of the letter is in the body. 

 
Close 
 

Salutation Appropriate sign-
off 

Comment 

Dear Mrs. Collins Yours sincerely If you use their name then say ‘Yours sincerely’ 

Dear Nawaz Yours sincerely If you use their name then say ‘Yours sincerely’ 

Dear Sir Yours faithfully If you use a formal greeting without using their name 
then close with ‘Yours faithfully’ 

Dear Faisal (for 
example) 

Kind regards Used when you are familiar with the recipient and 
both parties would address each other using first 
names 

 
Signature 
Sender name closes the letter 

 Type the name underneath the actual signature 
 Use full name rather than initial + surname is friendlier 

 
Enclosures 
Include a brief list of anything else that is included with the letter 
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Types of letters 
Persuasive letters 
persuasive letters are used to convince readers for action 
For Persuasive letters, following elements are important 
Attention: Get the reader’s attention by mentioning the benefits of the message to the 
reader. 
Interest: Build the reader’s interest by emphasising the relevance of the message to the 
reader. 
Desire: Increase the reader’s desire by supporting the viewpoints stated in the message 
with relevant 
evidence. Attempt to convince the reader to make changes as suggested in the message. 
Action: Motivate the reader to take action and state the positive result of the action. The 
action should 
have clarity and be easy to adopt. 
Emotional and logical appeals can be used to convince audience by presenting facts and 
evidence for 
complex ideas and recommendations. 
Reinforce the proposal or request by providing additional evidence of benefits of the 
message. 
Establish credibility in presenting the message. 
Anticipate objections from the reader and be prepared to offer convincing replies with 
the necessary 
pros and cons of the original message. 
 
Letters of enquiry 
a letter of enquiry represents a request for further information. 
To increase the likelihood of the 
recipient replying with all the relevant information, it is needed to explain the problem clearly and 
specifically. 
Opening paragraph: Explain the general background of the enquiry so that the reader is lucid 
what the 
letter is about. 
Body: Provide specific details about the enquiry and list questions in a logical order. 
Close: Close should contain the ‘call to action’. State clearly what the reader should do and exactly 
when 
by. 
 
Follow-up letters: 
Follow-up letters are sent to promote or monitor a previous communication. 

 
Covering letters 
A covering letter (‘cover letter’ in short) is a letter sent with, and explaining the contents of, another 
document 
or a consignment of goods. 
 
Application letters: 
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The job application letter would accompany a CV sent in response to a job opportunity 
Covering letter preceding the accompanied CV would need to: 
Highlight the applicant’s distinct talents and background that will benefit the prospective 
employer; 
Demonstrate that the applicant can make a positive contribution towards the company’s business 
objectives; 
Use an easy-to-read style without cluttered presentation; 
Insert bullet points or boxes to indicate separate points; 
Proof-read to ensure the final draft is error-free and uses appropriate vocabulary and style. 
 

Circulars 
Circulars or circular letter provides information to a large group of people. Circular letters should 
get straight 
to the point and not bury news amongst lots of other points which would run the risk of readers 
losing interest 
and missing the main point. 
The usual three-part approach applies with circulars: 
Open: Grasp attention by stating the purpose. 
Body: Main idea first, followed by extra explanatory information as necessary. One topic per 
paragraph. 
Close: End positively including offers of help (with contact details) for more information, if 
needed. 
 

MEMOS 
Memo (a short form for ‘memorandum’) is a document that is used to communicate information 
within an 
organisation. Before the widespread use of computers, memos were informally written and were 
paper based 
messages exchanged between colleagues within an organization. Now most memos are circulated 
via electronic 
media and are standardized as per the organization needs. 
When to use a memo: 
Common situations include: 
Provide a written record of instructions, directions and responsibilities; 
Confirm oral discussions; 
Ask others for their ideas and opinions; 
Thank several people for their assistance; 
Report progress; and 
Circulate information to several colleagues at once. 
Request for permissions or approvals. 
 

EMAIL MESSAGES 
E-mails messages have replaced hardbound letters shared for internal as well as external purposes. 
As with all 
business correspondence writing email must be aligned with the organizational objective as well as 
context in 
which it is to be shared. This medium is being used to communicate formal as well as informal 
messages. 
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Most of the time, organizational templates are used for correspondence with external stakeholders. 
Whereas for 
internal communication between employees, personalized email messages are drafted to share task 
and 
assignments. 
While drafting emails: 
Use informative subject line to capture recipient attention. 
Address the recipient using appropriate salutations. 
Add appropriate signature for closing. 
Refer to enclosed attachments 
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Business Messages MCQS  
1. What is the appropriate sign-off for a letter addressed as “Dear Mr Khan,”? 

 
a) Yours sincerely  
b)  Kind regards  
c) Regards  

d) Yours faithfully 

2. What is the purpose of a follow-up letter? 
a) To provide information to a large group of people.  
b) To explain the contents of another document or consignment of goods which the letter 

accompanies  
c) To promote or monitor a previous communication or to illicit feedback  

d) To request further information 

 

 

3. When might it be preferable to use a functional CV rather than a chronological CV? 

a) When the candidate has a solid record of career growth and progression  
b) When the nature of the proposed job would closely reflect previous work experience  
c) When the applicant has a solid employment history with reputable organizations  

d) When the candidate has frequently changed jobs or has gaps in their employment record 

 

4. When might it be preferable to use a functional CV rather than a chronological CV? 

a) When the candidate has a solid record of career growth and progression  
b) When the nature of the proposed job would closely reflect previous work experience  
c) When the applicant has a solid employment history with reputable organizations  

d) When the candidate has frequently changed jobs or has gaps in their employment record 
 

 

5. A memorandum (memo) is taken as a brief form of written communication for: 

a) external use  
b) legal use  
c) formal use  

d) internal use 

 

6. The best way to apply for a job is to submit a résumé that is:  

a) appropriate for any job  
b) full of personal information  
c) self-recommending  
d) specifically written for that particular job   
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7. An agenda is vital to the focus and success of most meetings, which out of the following items is 

not an expected item to be found on most agendas? 

a) The time and location of the meeting  
b) Important financial information about your clients  
c) A list of people who will be there  

d) A brief explanation about agenda items 

 

8. The AIDA formula for writing persuasive messages comprises of the following steps 
a) action, interest, desire, attention  
b) attention, interest, desire, action  

c) attention, intention, desire, action 

 

9. Which of the following is the most effective example of a subject line? 
a) Need budget for marketing report by Tuesday  
b) Marketing report  

c) Budget report  

d) Status report 

 

10. Which of the following statements is true? 
a) Persuasive messages usually involve bad news  
b) Persuasive messages are aimed at resistant audiences  
c) Persuasive messages are usually longer and more detailed than most business 

messages  

d) Persuasive messages require more strategic planning than routine positive messages 

 

11. In email messages, enclosing a document means: 
a) Sharing a snapshot of the document in the body of the email 
b) Using the attachment function to share files/folders 
c) Updating the contact list 

d) Saving files on cloud 

 

12. Which of the following would help in running meetings on time? 
a) Brief review of monthly performance to start the meeting  
b) Including human resources personnel in every meeting  
c) Allocate a certain amount of time to each agenda item  

d) None of the above 
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13.  A short note written as a reminder is called: 
a) persuasive message  
b) A memo  
c) SMS  

d) Email 

 

14. Which of the following statements is true? 

a. Chronological CVs list work history ending with the most recent work  
b. Chronological CV can help in highlighting a solid record of career growth  
c. Chronological CVs list work history starting with the earliest work first  

d. Both A and C are true 

 

15. Which of the following is correct about the opening of a Letter of Enquiry? 
a) The opening should be persuasive enough to get a reply  
b) The opening should contain ‘call for action’ so that the purpose of the letter is clear  
c) The opening should explain the general background of the letter to improve clarity of the 

overall letter  

d) The opening should be used to reinforce the proposal 

 

16. Shahida Noor has written a formal business letter. Which of the following is the correct way to sign 

off? 
a) Shahida Noor 
b) Shahida Noor (Miss) 
c) Shahida Noor (Mrs.) 

d) Any of the above can be used 

 

17.  Which of the following sentences, when used at the start of a letter, is acceptable for modern 
business communication? 

a) "Please find attached the contracts you requested." 
b) “We are providing you the contracts you requested in response to your request.” 
c) “I am enclosing your contracts herewith.” 
d) “Please find the contracts you requested enclosed.” 

 

18. Subject heading in letter is not allowed? 

a) Bold 
b) Italic 
c) Underlined 
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19. Email can be sent through? 

a. Intranet 
b. Internet 
c. Both A and B 

20. Which one is emails limitation 

a. no non-verbal support 
b. internet is necessary for emails, without it, it is not possible 
c. very risky, viruses or hacking can take place 
d. All of the above 

21. Benefits of email? 

a. audit trail of messages is automatically retained 
b. can refer to message later 
c. can send attachment 
d. All of the above 

22. Sent by a customer to an organisation to order goods or services. 
a) Sales letter 
b) Order letter 
c) Complaint letter 

23. Characteristics of Business Massage include 
a) Lack of spontaneity  
b) Impersonality 
c) Formality  
d) All of above  

24. _________frequently used for communication with parties outside the organization. 
a) Letters 
b) circulars 
c) Memos 
d) Emails 

 
25.  Some of the forms of business correspondence include 

a) Letters 
b) circulars 
c) Memos 
d) All of Above  

26. What is the objective of the message? 
a) To give advice 
b) Not To agree to something 
c) To seek agreement on something 
d) A and C  

27. _________________-promote or monitor a previous communication 
a) Follow-up letters 
b) Letters of enquiry 
c) Persuasive letters 

 
28. __________request for further information. 

a) Follow-up letters 
b) Letters of enquiry 
c) Persuasive letters 

 
29. _______are used to convince readers for action 

a) Persuasive letters 
b) Follow-up letters 
c) Letters of enquiry 
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30. For follow up letters do not 
a) use Positive sounding words  
b) blame the reader. 
c) A & B  

31. Asks a question or elicits information from the recipient 
a) Adjustment letter 
b) Acknowledgment letters 
c) Inquiry letter 

32. Letter references help both the __________________ 
a) Sender 
b) sender and receiver  

33.  
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Q 1  A Q 14  B 

Q 2 C Q 15 C 

Q 3 B Q 16 D 

Q 4 D  Q 17 C 

Q 5  D  Q 18 C 

Q 6 D  Q 19 C 

Q 7 B Q 20 D 

Q 8 B Q 21 D 

Q 9 A Q 22  

Q 10 B Q 23  

Q 11 B  Q 24  

Q 12 c Q 25  

Q 13 B Q 26  
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The writing process 
 

Stay connected with us we will Upload Soon the 

remaining Chapters on our website   
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Business reports 

Stay connected with us we will Upload Soon the 

remaining Chapters on our website   
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ARGUMENTATIVE WRITING 

Stay connected with us we will Upload Soon the 

remaining Chapters on our website   
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Reading and comprehension 

1) 
Read the following passage and answer the questions given below: 
Rapidly increasing environmental pollution has created a deep sense of awareness among the masses of the 
urgent need to safeguard our habitat. Among the different types of pollution affecting our cities, only air and 
water pollution have received adequate attention of the environmentalists. The concern for noise pollution, 
which has reached alarming proportions in a number of important cities of the world, including Karachi, has 
been minimal. It is because of this apathy that the average noise-level in Karachi far exceeds the safe level of 
55-60 decibels. In certain areas of the city, the noise levels during the day- time, have been recorded in excess 
of 100 decibels. 
Empirical studies reveal that excessive noise levels pose a grave threat to human health and cause a number 
of complications. In a well-researched study on the impact of high noise-levels on human beings, it has been 
established that consistently high level of noise not only damages the ear drums, but also causes nausea, 
severe 
body pains and hypertension which lead to nervous breakdown and ulcers. 
The real cost of noise-induced loss to industry is considered to be far greater than that of most other 
occupational hazards. Declining productivity among workers in certain industries, such as stone crushing, 
heavy steel and metal stamping and aeronautical engineering is attributable to high noise levels which 
adversely affect the mental and physical health of the workers. Workers exposed to high intensities of noise 
for prolonged periods are often found to be irritable and tense and prone to react violently even to minor 
differences or disagreements. Extended periods of eight hours of daily exposure to high levels of noise can 
cause life-long deafness. 
With growing environmental awareness, some countries in Europe are beginning to take the problems of 
noise 
most seriously. In the Netherlands, zoning regulations prohibit the construction of housing projects in areas 
which have high levels of noise pollution, like main highways or airports. In addition, construction of anti-
noise 
surface-porous asphalt roads reduces traffic noise by up to 5 decibels. 
In the major cities of Pakistan, three-wheeler rickshaws and buses plying with defective silencers are the 
worst 
offenders. Besides, mechanical workshops in the residential areas also contribute to the menace of noise 
pollution. The citizens must take serious note of the threats posed by noise pollution and adopt measures and 
regulations to curb all kinds of noise pollution. 
 

1. Give a suitable title to the passage. 

I. Give a suitable title to the passage. 

a) Environmental pollution in Pakistan. 

b) Hazards of noise pollution in Karachi. 

c) Environmental pollution; Pakistan vs. Foreign countries. 

d) How noise pollution affects industrial workers. 

2. What are the three types of pollution mentioned in the above passage? 

e) Environmental pollution, air pollution and noise pollution. 

f) Thermal pollution, water pollution and noise pollution. 

g) Air pollution, water pollution and noise pollution. 

h) Noise pollution, soil pollution and industrial pollution. 
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3. Identify four types of dangers posed to human health by noise pollution as stated in the passage. 

II. Identify four types of dangers posed to human health by noise pollution as stated in the passage. 

a) Nausea, body pain, hypertension and damage to ear drums. 

b) Life-long deafness, ulcers, body pain and cancer. 

c) Damage to ear drums, nervous breakdown, body pain and lung cancer. 

d) Body pain, nausea, deafness and asthma. 

 

III. Noise pollution affects industrial workers by:4,  

4. Noise pollution affects industrial workers by: 

a) Making them grouchy, headstrong and quiet. 

b) Making them violent, shrewd and relentless. 

c) Making them less productive, irritable and mentally and physically ill. 

d) Making them ruthless, argumentative and autonomous. 

 

5. Noise pollution affects industrial workers by: 

IV. According to the passage, which types of vehicles and industries create the most noise on the roads and residential areas of Pakistan? 

a) Construction industry, inter-city transport and airports. 

b) Industries in the residential area, heavy duty bikes and three-wheeler rickshaws. 

c) Buses with defective silencers, tinted cars and CNG rickshaws. 

d) Three-wheeler rickshaws, buses with defective silencers, and mechanical workshops 

 

Answers  

1) A 

2) C 

3)  A 

4)  C 

5) D  

 

V. 6.6(iv) 6.7(i) 6.7(ii) 6.7(iii) 6.7(iv) 6.7(v) 
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VI.  

VII. OCEANS 

VIII.  make oceans a great storehouse for minerals which have been washed down from the continents. In several areas of the world these minerals are being commercially exploited. Solar evaporation of salt is widely practiced, potash is extracted from  
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IX.  

X.  

XI. C A C A C D 

XII. 6.6(iv) 6.7(i) 6.7(ii) 6.7(iii) 6.7(iv) 6.7(v) 

XIII. C A C A C D 
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