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Report Writing (in about 200 words)

A report on an official function/ event/ field trip/ survey etc.

Writing on Visual Information (in about 150 words)

A report on a graph/image/ flow chart/ table of comparison/simple/ statistical data etc.

Formal Speech (in about 150 words)
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4 | Application/Letter Writing (in about 150words)

5 | Grammar

1. Tenses 2. Voice

3. Narration (Direct-Indirect) 4. Transformation of sentences

5. Use of articles and determiners 6. Use of Propositions

7. Use of Phrasal Verbs 8. Use of idiomatic expressions

9. Administrative Glossary 10. Synonyms/Antonyms

11. One-word substitution 12. Affixes

13. Cohesive devices/connectives/ Linkers 14. Word that cause confusion like
homonyms/homophones
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