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1. Choose the correctly spelled word:
A. Maintainance B. Maintenance C. Maintanance D. Maintainence

2. Choose the correct sentence:
A. Each of the files are verified. B. Each of the files have been verified.
C. Each of the files were verified. D. Each of the files has been verified.

3. Choose the correct form of the verb:
The Head Clerk, along with his assistants, ___ responsible for the delay.
A.is B. are C. were D. have been
4. Choose the correct indirect speech:
The officer said, “Submit the report today.”
A. The officer said to submit the report today.
B. The officer ordered that the report should be submitted that day.
C. The officer ordered to submit the report today.

D. The officer said that submit the report today.
5. Choose the correct passive voice:

"They will review the application.”

A. The application is reviewed by them.

B. The application was reviewed by them.

C. The application has reviewed by them.

D. The application will be reviewed by them.

6. Choose the correct preposition:
He is accountable __ his actions.
A.of B.to C. for D. with
7. Choose the synonym of ““mplement”
A. Cancel B. Execute C. Postpone D. Discuss
8. Choose the antonym of “approve”
A. Permit B. Accept C. Agree D.Reject
9. Choose the correct article:
___university follows strict administrative rules.
A . An B.A C. The D. No article
10. Choose the correct sentence:
A. The committee have taken its decision. B. The committee have took its decision.
C. The committee are taking its decision. D. The committee has taken its decision.

11. Choose the correct tense:
By the time the meeting started, the agenda ___ circulated.
A.is B. had been C. was D. has been
12. Choose the correct meaning of “discrepancy”
A. Agreement B. Difference C. Delay  D. Error



13. Identify the grammatically correct sentence:
A. He insisted on attending the meeting. B. He insisted to attend the meeting.
C. He insisted for attending the meeting. D. He insisted attending on the meeting.
14. Choose the correct question tag:
The files have been checked, ___?
A. have they B. didn't they C. haven't they D. aren't they
15. Choose the correct word:

Please ensure strict ___ of the rules.
A. following B . compliance C. follow D. obey
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