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DON’Ts AND DO’s – CONTENT GUIDELINES FOR ONLINE MATERIAL 

 
 DON’Ts (incorrect) DO’s (correct) 

1 

Avoid close-ended questions, like:  

“What is ... known as?” 

“For which...?” 

“Which one of the following...?” 

Use ‘Which of the following’ where number of options could be 

infinite. 

Use ‘What’ (say, number) / ‘Which’ (say, number) where number of 

options is finite. 

2 

Avoid ending incomplete sentences in 

options with period (full stop). 

Avoid using period (full stop) if the options 

are in the form of a phrase (group of 

words), or even a number. 

Avoid using full stop in the end when the 

sentence contains only numbers and 

symbols. 

Answer options end with a full stop ONLY if they are complete 

sentences.  

In open-ended MCQs, the answer options always begin with a 

small letter and never end with a full stop. 

3 

Avoid using imperative form of open-ended 

questions, like: 

Find, calculate, solve, select, determine, 

etc. 

Make use of: What, How, Which, in close-ended questions, or use 

open-ended questions. 

4 

Avoid using personal pronouns like “YOU”, 

“I”, “WE” etc. 

Example - Suppose you deposit Rs. 

12,000 in your bank account… 

Use third person nouns for reference.  

Example - Suppose Mohan deposits Rs. 12,000 in his bank 

account… 

5 

Avoid repetitive use of words and phrases 

in the answer options.  

Example - The components that process 

data are located  

1. in the input devices 

2. in the output devices 

3. in the logical unit 

The main idea of the question should be in  the question stem, 

not in the answer options. Repetitive words and phrases should go 

into the question stem (for use only once). 

Example - The components that process data are located in the 

1. input devices 

2. output devices 

3. logical unit 

6 Avoid using passive voice. Frame questions in active voice. 

7 

Avoid using 3/1 splits, i.e. three positive 

options against one negative option and 

vice versa. 

Answer options should be homogeneous in content, length, and 

structure. 

If an answer option is a number, all the answer options should 

preferably be numbers.  

If an answer option is a whole number, all the answer options 

should preferably be whole numbers. 

8 
Avoid use of contractions like ‘that’s’, 

‘doesn’t’, ‘can’t’, etc.  

Terms should be written out in full when they are first used, 

followed by an abbreviation in parentheses. Only then the 

abbreviations should be used further in text.  

9 

Avoid beginning a sentence with “Due to". 

Example - Due to rain, they could not 

complete the match. 

Use “because” or “since” to start a sentence mentioning a reason.  

Example - Because of rain, they could not complete the match. 

10 

Avoid writing directions in interrogative 

form. 

Example - Directions: What will come in 

place of the question mark (?) in the 

following number series? 

Write directions in assertive form. 

Example - Directions: Choose the number that will come in place 

of the question mark (?) in the following number series. 
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11 

Avoid starting a sentence with a 

number/digit. 

Example - 5 students study in Class VI. 

Use words instead of numbers while starting the sentence. 

Example - Five students study in Class VI. 

 

Avoid using numerals for one through nine 

and words for 10 and above. 

(2 cows), (twelve persons)  

Normally use words for one through nine, and numerals for 10 and 

above. But, for numbers in series, use numbers (2 cows, 4 dogs, 

10 cats).  

For mathematical calculation and grade levels, use only numerals 

(Grade 6, Grade 7). 

12 
Avoid writing answer options in random 

order (A 8; B 6; C 9; D 4). 

Write answer options in any logical order (say numbers in 

ascending/descending order).  

 (A 4; B 6; C 8; D 9) – Ascending  

 (A 9; B 8; C 6; D 4) – Descending 

13 
Avoid indicating units in plural (2 cm NOT 2 

cms). 
Use symbols for the units (2 cm NOT 2 centimetre). 

14 
Do not miss the use of hyphen with joint 

words (one half, x axis). 
Use a hyphen in joint words ( one-half, x-axis). 

 
Do not use hyphen with compound words 

(inter-national, pre-fix). 
Correct compound words should be: international, prefix, etc.  

15 
Do not allow space between $ and numeral 

($ 15) 
Correct way: $15 

16 

Avoid using ‘and’ without ‘respectively’ 

while writing ratio. 

Example - Ratio of boys and girls in a 

class is 5 : 6. 

 

Relative ratio should carry the preposition ‘to’ instead of ‘and’, 

otherwise use ‘respectively’. 

Examples - Ratio of boys to girls in a class is 5 : 6. 

Ratio of boys and girls in a class is 5 : 6, respectively. 

17 Avoid using dots indiscriminately (… …)  
Use ellipsis, three dots (...), where required, giving space on either 

side of the dots. 

18 
Avoid using commas to separate figures of 

up to four digits in an amount. 
Use commas in amount figures of more than four digits. 

19 

Do not use comma before ‘that’. 

Example - The fact, that matters the 

most… 

‘Which’ is generally preceded by a comma and indicates 

information that is either superfluous or introduces a non-essential 

clause. 

‘That’ is not preceded by a comma and indicates information that is 

crucial, so it cannot be omitted. 

Examples - The fact that matters the most… 

One of the guidelines, which we follow, is that….  

20 

Do not mix British and American spellings. 

Example - This colour coding is used for 

labeling…  

Prefer British spellings until and until the test being edited is of 

GRE or IELTS. 

Example - This colour coding is used for labelling… 
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EDITING GUIDELINES FOR MULTIPLE CHOICE QUESTIONS 
 

1.  Multiple Choice Questions (MCQs) will normally fall under two categories as under:  

 (i) Close-ended MCQs (Assertive form or Interrogative form)  

 The stem is a complete sentence ending either with a period (full stop), or with a question mark (?).  

 Each answer option is either in the form of a complete sentence ending with a period, or in the form 

of a phrase (group of words), or even a number, not ending with a period.  

 Each answer option always begins with a capital letter.  

 (ii)  Open-ended MCQs (Sentence completion form)  

 The stem is an incomplete sentence that is completed by the answer options.  

 Each answer option must provide a grammatically sound completion to the sentence. 

 Each answer option always begins with a small letter and never ends with a full stop.  

 

2.  Style:  

 An overly casual or informal style should be avoided.  

I. All MCQs will have one correct or clearly the best answer option and three/four incorrect answer options 

 in the form of distracters. One or more other answer options may be true but not the correct choice, being 

 not derivable from the information provided. A distracter is false because it does not answer the question, 

 not because it gives false additional information.  

 The distracters should also be plausible and strong, though incorrect in the given context.  

 The errors commonly committed by the test takers should form part of the distracters, along with 

statements that are otherwise true but do not answer the question.  

II. The question stem should be specific and focussed, and should not leave any doubt in the mind of the 

 test taker what the question is leading up to. The main idea of the question should be in the question 

 stem, not in the answer options.  

III. Avoid questions like:  

  Incorrect: “What is ..... known as?” (Convert them into open-ended questions)  

  Incorrect: “Which one of the following...?” or “Which among the following...?” (Remove ‘one/among’).  

  Incorrect: “Which of the following ... can explain it?” (Replace ‘it’ with a noun).  

IV. No information (like graph, equation, image etc.) should be provided after the question stem; any 

 information necessary to answer the questions must be put before the stem 

  
3.  Simplify and minimise the reading in a question:  

 The question stem, the answer options, or the solutions should be neither too wordy, nor too complicated, and 

 should use simple vocabulary.  

 
4.  Minimise the use of imperative:  

 Minimise the use of imperative verbs in the question-stem.  

 Avoid: Find, Calculate, Solve, Select, Determine, etc. 

 Use: What, How, Which, or Open-ended questions  
 

5.  Use of personal pronouns:  

 Avoid usage of personal pronouns like “YOU”, “I”, “WE”, etc.  

 
6.   Repetitive use of words and phrases:  

There should be no repetitive use of words and phrases in the question stem and answer options. It is better to 

put the common expression in the question stem itself. Also, if the question stem, in case of an open-ended 

question, ends with an article (a/an/the), there is no need for the article at the beginning of the answer options.  
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7.  Active voice:  

 It is always preferable to use active voice for framing question stems.  

 Incorrect: John is given an assignment by the teacher...  

 Correct: The teacher gives an assignment to John...  

 

8.  Realistic and credible information:  

 The information furnished from a real life situation should be realistic and believable. The answer options (even 

 the wrong ones) should look plausible and realistic.  

 Incorrect: Dimensions of Angela’s bedroom are 40 m x 25 m.  

 Incorrect: Price of a chocolate bar is $200. 
 

9.  Use of full stop (.):  

 Answer options end with a full stop ONLY if they are complete sentences (in close-ended questions).  

 Use a full stop at the end of all sentences containing words, but do not use it if the sentences contain only 

numbers and symbols.  

 Incorrect: $10 per kilogram.  

 Correct: $10 per kilogram  

 Incorrect: The cost is $10 per kilogram  

 Correct: The cost is $10 per kilogram.  
 

10.  Usage of conjunction ‘and’:  

 Where certain nouns, verbs, adjectives, figures, etc. have been used in series, it is quite appropriate to add 

 conjunction ‘and’ to the last comma in the series. Likewise, we can also use commas before ‘but’ and ‘or’, if 

 used in a series.  

  
 Example:  

 The students, teachers, parents, and other guests were all present.  

 But there should be no comma before ‘and’ if there are only two things in a list.  

 
11.  Use of capital letters:  

 The first letter of the first word should be capitalised. All other words should be in lower case unless they are 

 commonly capitalised (e.g., proper nouns).  

 The answer options to close-ended questions (questions ending with stop, sign of interrogation, etc) should 

 begin with capital letters. The opposite is true of open-ended questions.  

 
 Question: What is the cost of 5 kg of item X?  (close-ended) 

 Incorrect answer: it is $ 50  

 Question: What is the cost of 5 kg of item X?  

 Correct answer: It is $ 50.  

 Question: The cost of 5 kg of item X is  (open-ended) 

 Incorrect answer: It is $ 50.  

 Question: The cost of 5 kg of item X is  

 Correct answer: $ 50  

 
12.  Negative phrasing and words signifying emphasis:  

 Question stem should be worded positively. If the stem has to be negative, the negative word should be 

 highlighted. The answer options should normally also be worded positively. Where the negative phrasing 

 is deemed necessary, the negative word (‘not’, ‘except’, etc.) should be boldfaced. If the right option 

 involves a property missing, ‘except’ format (‘except’ in boldface) may be used.  

 (Example: “All of the following are true, except”)  
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 Similarly, words signifying emphasis should also be boldfaced.  

 (Example: “Which of the following phenomena most closely resembles...?”)  

 

13.  Uniformity:  

 There should be some sort of uniformity among the answer options. If an answer option is a number, all the 

 answer options should preferably be numbers. If an answer option is a whole number, all the answer options 

 should preferably be whole numbers. If the other options are fractional, but we have to use a whole number as 

 one of the options, we may put a zero after the decimal. Likewise, all answer options may be proper nouns, or 

 common nouns. We cannot possibly compare parts with a whole, or an individual with a group.  

 Even in the matter of language use or in the construction of the sentence, parallelism of the answer options 

 should normally be maintained.  

  

 Always make type of options in question and solution same. 

 

  

  
 
14.  No easy clues:  

 There should be no stand-out option, such as one relatively long option among the simple ones, or one 

positive option among the negative ones etc. No choice should be conspicuous. This may give easy 

clues to the test taker.  
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 The answer options should be homogenous in content, length, and structure. Length of the answer 

options should also be consistent. Unnecessarily long or short options might give easy clues to the test 

takers.  

 There should not be 3/1 splits, i.e. three positive options against one negative option and vice versa, or 

three singular answer options against one plural option and vice versa.  

 

15.  Conditional sentences:  

 The conditional part of a sentence (the “if” part) should normally be placed at the front of the sentence to help 

 reader know what is coming.  

 Incorrect: What is the cost of 5 kg of item X if the unit cost is $10 per kilogram?  

 Correct (i): If the cost of item ‘X’ is $10 per kilogram, what is the total cost of 5 kg of ‘X’?  

 Correct (ii): Given that the cost of item ‘X’ is $10 per kilogram, what is the total cost of 5 kg of ‘X’?  

 

16.  “Which of the following”:  

 “Which of the following” is not used when there is only one possible answer in the whole world.  

 “Which of the following” should always be followed by a noun (‘which of the following statements’).  

 The construction “Which of the following…” is followed by a plural noun but a singular verb.  

E.g. Which of the following countries is the largest exporter of … ? 

 

17.  Abbreviations and contractions:  

 Terms should be written out in full when they are first used, followed by an abbreviation in parentheses. It 

 should not be assumed that the abbreviated version is known to the test taker. The only exception could be 

 very common abbreviations like i.e. or e.g. If a relatively long term needs to be repeated through the question, 

 the answer options, and/or in the solution, it is better to put the abbreviated form in parenthesis, the first time it 

 is used, so that subsequently only the abbreviated form could be used. However, no contractions like ‘that’s’, 

 ‘doesn’t’, ‘can’t’ should ordinarily be used.  

 

  
 
18.  Due to:  

 “Due to” should not ordinarily begin a sentence, though it can be used in the latter part of the sentence, only to 

 mean “caused by”.  
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19.  Use of hyphen and dash:  

 Hyphen is used between fractional words or joint words. Compounds formed with prefixes like non-, pseudo-, or 

 inter- are often written in a closed form with no hyphen (EXAMPLE: nonlinear). Spelled-out fractions are 

 generally hyphenated (EXAMPLE: one-half).  

 No space should be provided on either side of the hyphen.  

 Dash is used to mark an explanatory note. Space should be allowed before and after the dash.  

 Example: Ill-omened; 3 – 4.  

 Example: The boys are guilty of misdemeanour – they used derogatory words for the stranger.  

 

20.  Use of Apostrophe:  

Change:  

  ► Don’t to ‘Do not’ 

  ► Haven’t to ‘Have not’  

  ► Couldn’t to ‘Could not’  

  ► Wouldn’t to ‘Would not’  

  ► Isn’t to ‘Is not’  

  ► Didn’t to ‘Did not’  

 

 Use of apostrophe (’) and grave accent (`): 

 Use the sign of apostrophe only to indicate either possession (e.g. Harry's book; boys'coats) or the omission of 

 letters or numbers (e.g. can't; he's; 1st Jan. '99). 

 Do not use the sign of grave accent (`) for this purpose; this is a mark (`) placed over a vowel in some 

 languages to indicate a feature such as altered sound quality, vowel length, or intonation. 

 

  
 

21.  ‘That’ versus ‘which’:  

 ‘Which’ is generally preceded by a comma and indicates information that is either superfluous or introduces a 

 non-essential (parenthetical) clause. It appears in paired comma situations, and whatever is between the 

 commas could be deleted without changing the meaning of the basic sentence.  

 Example: The report, which I gave you last week, should be helpful.  

 Example: The dog, which is a black and white, is mine.  

 ‘That’ is not preceded by a comma and indicates information that is crucial, so it cannot be  omitted.  

 

22.  Use of mathematical units:  

 When a numeral precedes a unit, use the symbol for the unit (2 cm, NOT 2 centimetre). Indicate the unit in 

singular form (2 cm, NOT 2 cms).  

 The unit of measurement should preferably be indicated in abbreviated form. It is preferable to use “10 kg” 

in place of “10 kilogram”. Likewise, it is better to use ‘$10/kg’ in place of ‘$10 per kilogram’.  
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 Use one space between a number and its unit symbol (2 cm, NOT 2cm). However, this does not apply 

when a unit symbol precedes the number ($10.00 NOT $ 10.00).  

 It is preferable to use the unit in the answer options than in the question stem or in both. However, where 

the test taker is required to convert one unit into another, it will be advisable to use the unit in both the stem 

and the answer options.  

 Incorrect: How many kilograms of wheat is required to make the dough?  

 Correct: How much wheat is required to make the dough?  

 Incorrect: How long will a train, running at a uniform speed of 30 m/s, take to cover a distance of 60 km 

 between two railroad stations?  

 A.  45 min.  

 Correct: How many minutes will a train, running at a uniform speed of 30 m/s, take to cover a distance of  

 60 km between two railroad stations?  

 A.  45 min.  

 As far as the solutions are concerned, it is advisable to use units at all the steps, not just the last 

step.  

 A variable given as supposition will use unit in full, rather than its symbol. Also the variable will be 

indicated in italics.  

 

 Incorrect: If length of a plot is x m.....  

 Correct: If length of a plot is x metre.....  

 

23.   Use of numbers:  

 Generally, use words for one through nine and numerals for 10 and above.  

 However, Arabic numerals should be used whenever units are given (EXAMPLE: 7 cm), or when numbers 

are used in a calculation or series.  

 Do not use numbers to begin a sentence. It should always begin with a word (including the number 

expressed in words).  

 Definite amounts of money should normally be indicated in figures (numerals).  

 

24.  Significant digits:  

 The answer options should have the same number of significant digits, i.e. the digits that find mention before 

 and/or after the decimal (excluding the only zero placed before the decimal).  

  

 Incorrect:  

 What is the acceleration with which the body moves from point C to point D?  

 A. 0.2 m/s2  

 B. 0.5 m/s2  

 C. 0.75 m/s2  

 D. 1.50 m/s2  

 

 Correct:  

 What is the acceleration with which the body moves from point C to point D?  

 A. 0.20 m/s2  

 B. 0.50 m/s2  

 C. 0.75 m/s2  

 D. 1.50 m/s2 
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25.  Shift + Enter: 

 Use only shift+Enter to insert next line. 

 

26.  US/UK spellings: 

 Use UK spellings until and until the test being edited is of GRE or IELTS. 

 Use of British/UK spellings: ‘re’, ‘ll’, ‘ou’, ‘s’, etc.  

 For example, 

 Metre (British spelling), Meter (American spelling) 

 Labelled (British spelling), Labeled (American spelling) 

 Colour (British spelling), Color (American spelling) 

 Organised (British spelling), Organized (American spelling) 

 

27.  Spacing: 

I. Allow space between numeral and unit symbol; for example 7 cm, 2 kg, 10 yr, etc. 

II. Coding-decoding: Give space around symbols ‘<’ and ‘>’ to avoid mixing of these symbols with source 

 coding.   

   For example: U > P > R/T, U > Q/S 

III. Proper spacing in between mathematical operators 

  25 + 2 = 27, 27 – 3 = 24, 24 + 2 = 26, 26 – 3 = 23, 23 + 2 = 25 (Improper spacing) 

  25 + 2 = 27, 27 – 3 = 24, 24 + 2 = 26, 26 – 3 = 23, 23 + 2 = 25 (Proper spacing) 

  Incorrect: 2,4,1,5,3, 

  Correct: 2, 4, 1, 5, 3 

 IV. Allow space before and after the symbols like +, -,  X, etc.  

  No space is allowed before and after symbols /, (), {}, and [ ]. 

 

  
 

 V. Always give space after a comma (,) but not before a comma; for example, “...pen, copy, pencil”.   

 VI. Always give space after a colon (:) but not before a colon; for example, “Statement: All gold is silver.” 

 VII. While writing a ratio, space is required on both sides; for example, 4 : 5. 
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 Always give space before and after ‘=’ sign. 

  
 

 Do not use space before and after the ‘-’ joining the words. 

  
 

28.  Punctuation of i.e. and etc.: 

 I. Allow comma and space before ‘etc.’. 

  “The fruit vendor has many fruits like apple, mango, banana, etc.” 

  If you have to use comma immediately after ‘etc.’, you can omit the full stop in that case. 

  “The fruit vendor has many fruits like apple, mango, banana, etc, and also some vegetables.” 

  Similar is the case with ‘i.e.’.  

II. Avoid putting a comma immediately after ‘i.e.’, and ‘e.g.’; for example, “Differentiation of callus is under 

 control of two hormones, i.e., auxin and cytokinin”, “Sorosis is the composite fruit that develops from 

 spike and catkin, e.g., in pineapple.” 

III. Avoid writing Ex. or ex. as a short form of For example. Instead, write E.g. or e.g. 

IV. Do not use ‘no.’ for ‘number’. 

V. Avoid using symbols for words such as ‘&’ for ‘and’. Symbol '&' is permitted only in case of pairs. 

VI. Use commas in amount figures of more than four digits.  

For example, 

Incorrect: Rs. 12000, Rs. 5400000, Rs. 89000000 (without commas) 

Correct: Rs. 12,000, Rs. 54,00,000, Rs. 8,90,00,000 (with commas as per Indian system) 

Correct: Rs. 12,000, Rs. 5,400,000, Rs. 89,000,000 (with commas as per international metric system) 

 
29.  Directions: 

 Directions are never written in interrogative form.  

 For example, 

Incorrect: Directions: What will come in place of the question mark (?) in the following number series? 

Correct: Directions: Choose the number that will come in place of the question mark (?) in the following number 

series. 
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 Give appropriate directions, relating to the content that follows. 

 For example, in the following question, directions are not giving proper meaning. 

  

 Find correct explanation from following assertion and reason from code. 

 Assertion (A): Damages must be reasonable for breach of a contract. 

 Reason (R): Because reasonable damages are agreed upon in a contract. 

 

 The directions in such a case can be written as follows: 

 

 Directions: Consider the following statements of Assertion (A) and Reason (R), and choose relevant answer. 

 Direction conveyed in plural sense – like ‘in these questions’, ‘in each sentence’ or ‘the numbered blanks’ – 

when there is single question, sentence or single blank in a particular question. 

 Irrelevant Directions/Questions: 

Direction/question asking for ‘synonym’ while the answer gives ‘antonym’ as solution. 

 Uniformity of tense in the question – ‘past’ or ‘present’: 

Honey Bee uses dance to communicate, known as waggle-dance. This dance was a way to tell … 

 

30.  Units: 

 Use units where necessary (either in options or in question stem). 

 

 Abbreviation of units: 

 When we use units in abbreviated form, we do not make it plural by adding ‘s’ at the end, like cms 

 (centimetres), mins (minutes), kgs (kilograms), yrs (years), etc.  

 Also, full stop (.) at the end of the unit is avoided while abbreviating. 

 m [for metre(s)]                                           

 cm [for centimetre(s)] 

 kg [for kilogram(s)] 

 sec or s [for second(s)] 

 min [for minute(s)] 

 hr or h [for hour(s)] 

 yr [for year(s) 

 

 Abbreviated form of units can be used to imply both singular and plural units. For example, 1 m implies 1 metre 

 and 25 m implies 25 metres. 

 

Abbreviations should be used uniformly throughout a document. For example, do not use a.m. at one place and 

just am at the other. Other such abbreviations are C.I. or CI, U.S.A or USA, etc. 
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31.  Respectively:  

 Use a comma before ‘respectively’ (and after it if needed). 

 

  
 

32.  Superscript: 

 Never use superscript while writing Roman numerals. 

 Ist, IInd, IIIrd, IVth 

 I, II, III, IV 

 While writing ordinal numbers such as 1st, 2nd, 5th, etc, always put the suffix (‘st’, ‘rd’, ‘th’) in superscript form. 

 

33.  Alphabets versus Letters: 

 ‘Alphabet’ is different from ‘letter’.  

 A letter is a particular symbol used in writing. The English alphabet has 26 letters: A, B, C ... Z.  

 Incorrect: B is the second alphabet. 

 Correct: B is the second letter of the English alphabet. 

 

34.  Never start a sentence with a number/digit. Change it into words in such case. 

 For example, 5 students study in Class VI. 

 We can write: Five students study in Class VI. 
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35.  Use ellipsis, three dots (...), where required, giving space either sides of the dots. 

 

  
 

36.  Make sure that when you put any text/data in the form of images, it should be free from spelling, grammar and 

 punctuation errors. 

 

37.  Reasoning problems (directions and options): 

 In such problems, either make the codes part of the directions as in Correct Way (1) or write the code after 

 removing ‘if’ as in Correct Way (2).  

 

Incorrect Way: 

Directions: In the question below are given two statements followed by two conclusions numbered I and II. 

Assume the two statements to be true, even if they seem to be at variance from commonly known facts, and 

then decide which of the conclusions follow(s) from the two statements. Mark your answer as 

 

Statements: 

All pencils are bricks. 

All bricks are bottles. 

Conclusions: 

I. All pencils are bottles. 

II. All bricks are pencils. 

  

1. if only I follows 

2. if only II follows 

3. if either I or II follows 

4. if neither I nor II follows 

 

Correct Way (1): 

Directions: In the question below are given two statements followed by two conclusions numbered I and II. 

Assume the two statements to be true, even if they seem to be at variance from commonly known facts, and 

then decide which of the conclusions follow(s) from the two statements. 

Mark your answer as 
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(1) if only I follows 

(2) if only II follows 

(3) if either I or II follows 

(4) if neither I nor II follows 

 

Statements: 

All pencils are bricks. 

All bricks are bottles. 

Conclusions: 

I. All pencils are bottles. 

II. All bricks are pencils. 

  

1. (1) 

2. (2)  

3. (3)  

4. (4)  

 

Correct Way (2): 

Directions: In the question below are given two statements followed by two conclusions numbered I and II. 

Assume the two statements to be true, even if they seem to be at variance from commonly known facts, and 

then decide which of the conclusions follow(s) from the two statements.  

 

Statements: 

All pencils are bricks. 

All bricks are bottles. 

Conclusions: 

I. All pencils are bottles. 

II. All bricks are pencils. 

  

(1) Only I follows. 

(2) Only II follows. 

(3) Either I or II follows. 

(4) Neither I nor II follows. 

 

 

38.  One or less than one unit should be treated as singular, for example: 

 Wrong (1 kgs)  Correct (1 kg) 

 Wrong (Rs. 1)  Correct (Re. 1) 

 

39. Relative ratio should carry the preposition ‘to’ instead of ‘and’, otherwise use ‘respectively’, for 

 example: 

 Ratio of boys to girls in a class is 5 : 6 

 Ratio of boys and girls in a class is 5 : 6, respectively 

 

40.  Subject-verb agreement: 

 Incorrect: Red Rot disease in plants occur in 

 Correct: Red Rot disease in plants occurs in 
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41.  Signs and symbols: 

 Always use multiplication sign (×) instead of *. 

 Always put implies sign () in place of =>. 

  
 

42.  Do not use a full stop when a series ends. 

 

  
 

43.  Use similar inverted commas (double or single). 

 

  


