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Algebra Hacks 
 

Algebra is the easiest topic for SSC because you don't have to memorize any formula for it and all the 

questions can be solved within 10 seconds with jugaad. 

First let me share with you the concept of symmetrical expressions (as I call it). A symmetrical 

expression is the one in which the weight of all the variables (a, b, c, etc.) is equal. Examples will make 

things clear. 

Examples of symmetrical expressions - 

 a3 + b3 + c3 

 3a + 3b + 3c 

 a2 + b2 + c2 

 a + b + c 

 ab + bc + ca 

Examples of non - symmetrical expressions - 

 a - b + c 

 2a + 3b + 3c 

 a3 + b2 + c3 

 a + b + c2 

Hack - 1 : "Whenever you encounter a symmetrical equation in any question, you can safely assume 

:  

a = b = c (even if it is not given in the question)" 

Let's solve previous year questions - 

 

 

Here you can see that the LHS as well as the RHS of the equation is symmetrical, hence a = b = c 

Answer : (A) 
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We put a = b = c, hence (a+c)/b becomes (a+a)/a, or 2 

Answer : (B) 

 

 

 

In this question we have to find the value of x. 

Here the equation is completely symmetrical, hence we assume a = b = c 

Put b=a, c=a (so that the whole equation is in terms of 'a') 

Now LHS becomes 3(x – a2)/2a 

RHS = 12a 

Solving this, you will get, x = 9a2 

From here we get that the value of x is 9a2 

Now put a = b = c in all the 4 options and check which option gives you the value 9a2 

A) 9a2 

B) 3a2 

C) 3a2 

D) 0 

Answer : (A) 
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Please note that this hack is also applicable only for symmetrical equations. 

Now let us see some other questions where you can assume the values. 

 

 

Here on putting a=1, you will find that both the options A and B will give the same result. Hence put a = 

4, then x = 1.25 

The value of the expression = 3/2 

Answer : (A) 

Here, I have straight away put a=4, instead of 2 or 3 because in the question we have to calculate the 

square root of a. So if you will take a perfect square(like 4), the calculations will be much easier. 

Note : In this question we calculated the square of 1.25, which is 1.5625. For those who don't know the 

trick for calculating the square of numbers ending with '5' (like 15, 65, 135, 225, etc.), let me share it. 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

Q. 6.  (a2 + 2a)2 + 12(a2 + 2a) – 45 can be expressed as: 

(a) (a - 1)(a - 3)(a2 + 2a + 15) 

(b) (a - 1)(a + 3)(a2 + 2a + 15) 

(c) (a + 1)(a + 3)(a2 + 2a + 15) 

(d) (a + 1)(a - 3)(a2 + 2a + 15) 
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Put a = 0 

Hence, (a2 + 2a)2 + 12(a2 + 2a) – 45 = -45 

Now put a = 0 in all the four options and check which one is giving -45 as output 

(a) 45 

(b) -45 

(c) 45 

(d) -45 

Hence (b) and (d), two options are possible 

Now put a = 1 

(a2 + 2a)2 + 12(a2 + 2a) – 45 = 0 

Put a = 1 in options (b) and (d) to see which one will give zero as the output 

Answer: (b) 

 

 

 

 

 

Approximation in Algebra 

Approximation is a very important tool that can help you solve some complex and time taking 

questions. I will solve the below questions from SSC CGL with approximation technique to give you an 

idea of how it works. But before that, some basic rules of approximation: 

 

1. Establish a limit within which the variable is falling. 

2. Neglect the smaller terms of the expression (fractions with Denominator>Numerator) 

3. Please use this technique only when the options have a significant difference between them. E.g. If in 

a question the 4 options are A. 4, B. 5, C. 6, D. 7, you can't use the approximation technique because the 

options are fairly close. 
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You won’t take much time to calculate 3.2^4 or 3.3^4, if you know a fast method to calculate the 

squares. I have written an article on it. [Click here to check] 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

 

 

  

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

 

 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

 

  

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 
 

 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

Mixture and Alligation Hacks 
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Q. 9) A man spends 75% of his income. His income is increased by 20% and he increased his 

expenditure by 10%. His savings are increased by 

(A) 50%  (B) 25%  (C) 75/2%  (D) 10% 

Let the income = Rs. 100 

Then expenditure = 75% of 100 = Rs. 75 

Savings = Rs. 25 

New income = 1.2 * 100 = Rs. 120 

New expenditure = 1.1*75 = Rs. 82.5 

New savings = 120 – 82.5 = Rs. 32.5 

% increase in savings = (37.5 - 25)/25 * 100 = 50% 

Answer: (A) 
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Alternate Method (Apply alligation on interest rates) 

Rs. 85 interest is received in 1 year from an investment of Rs. 1500 

SI = P*r*t/100 

r = 17/3% [Put SI=85, P=1500, t=1] 

Now the mean ratio is 17/3 

Apply allegation formula- 

Money invested at 6% : Money invested at 5% = (17/3)-5 : 6- 17/3 = 2 : 1 
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Simple and Compound Interest hacks 
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Important formulas for Compound Interest- 
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Q.3) Find the interest rate on Rs. 306.25 from March 3rd to July 27th at 𝟑 𝟑𝟒 %  

per annum. 

 

Simple Interest = 306.25 * 146/365 * 15/4 * 1/100 = Rs. 4.59 
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Q.16) The difference between CI and SI on a certain sum at 10% per annum for 4 years is Rs 

1282. Find the sum. 

SI for 4 years @10% = 40P/100 = 0.4P 

CI for 4 years @10% = P(1.1^4 - 1) = 0.4641P 

0.4641P - 0.4P = 1282 

P = Rs. 20000 

 

Q.17)  A sum of money lent at compound interest for 2 years at 20% per annum would fetch 

Rs. 482 more of interest was payable half yearly than if it was payable annually. The sum is ? 

When interest is compounded half-yearly 

A = P(1 + 10/100)^4 

When interest is compounded annually 

A = P(1 + 20/100)^2 

Given, P(1 + 10/100)^4 - P(1 + 20/100)^2 = 482 

Solve for P 

Answer : Rs. 20000 

Note : In the question, they have given the difference between the interest but we have 

taken the difference between the Amounts because the difference in amount is equal to the 

difference in interest. 
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Speed, Time and Distance Hacks 
 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

 

 

  

 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

 

 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

 

Direct Formula 
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Q. 11) A car travels from P to Q at a constant speed. If its speed is increased by 10 kmph, it 

would've taken 1 hour less to cover the distance. It would’ve taken further 45 minutes lesser if the 

speed was further increased by 10 kmph. The distance between P and Q is ? 

Let the distance between P and Q be X km. Let the car travels this distance at the speed of S km/hr in T 

hours. 

Then, S*T = (S + 10)(T - 1) 

ST = ST – S + 10T – 10 

10T = S + 10            … (1) 

 

Similarly, ST = (S+20)(T-1.75) 
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ST = ST – 1.75S + 20T – 35 

20T = 1.75S + 35            … (2) 

Solve (1) and (2). You will get S = 60 km/hr, T = 7 hours 

X = ST = 60*7 = 420 km 

 

Distance between P and Q = 420 km 
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Time and Work Hacks 
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Q. 13) If 3 men or 4 women can reap a field in 43 days, how long will 7 men and 5 women take to 

reap it? 

There is a direct formula to solve such questions 𝑅𝑒𝑞𝑢𝑖𝑟𝑒𝑑 𝑛𝑜. 𝑜𝑓 𝑑𝑎𝑦𝑠 =  1743 ∗ 3 +  543 ∗ 4 =  43 ∗ 3 ∗ 47 ∗ 4 + 5 ∗ 3 = 12 𝑑𝑎𝑦𝑠 
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Method 2 

M1 = 120, D1 = 64, W1 = 2/3 

M2 = 120 – x, D2 = 60, W2 = 1/3 

(M1*D1)/W1 = (M2*D2)/W2 

120*64*3/2 = (120 - x)*60*3 

X = 56 
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Q. 12) A can complete a job in 12 days, B in 15 days. Both of them worked for 5 days and 

rest of work was finished by C. If total earning is Rs. 720. Find wages of B. 

Let the total work = 60 units 

Efficiency of B = 60/15 = 4 

Work done by B in 5 days= 5*4 =20 

Earning of B = (20/60) * 720 = Rs. 240 

 

Q. 13) A, B and C undertake to complete a piece of work for Rs 2574. A works for 8 days, B 

for 9 days and C for 12 days. If their daily wages are in the ratio of 3:4:5 what does C get? 

Let the daily wages of A, B and C be 3x, 4x and 5x 

A works for 8 days, hence total wages of A = 8*3x = 24x 

B works for 9 days, hence total wages of B = 9*4x = 36x 

C works for 12 days, hence total wages of C = 12*5x = 60x 

Ratio of wages of A, B and C = 24x : 36x : 60x = 2 : 3 : 5 

C gets = 5*2574/10 = Rs. 1287 
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Q. 14) Two pipes can fill a cistern separately in 24 min and 40 min respectively. A waste 

pipe can drain off 30 litres per minute. If all the three pipes are opened the cistern fills in 

one hour. The capacity of Cistern is? 

Let the capacity be X 

In 1 minute, the first pipe adds X/24 litres 

In 1 minute, the second pipe adds X/40 litres 

In 1 minute, the third pipe drains off 30 litres 

So in 1 minute, all the three pipes are adding (X/24 + X/40 - 30) litres.  

In 60 minutes, all the three pipes will add 60*(X/24 + X/40 - 30) litres. Hence 

X = 60*(X/24 + X/40 - 30) 

X = 600 litres 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

Profit and Loss Hacks 
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Q. 5)  

  

 Cost Price = 27/(1.2 – 1.15) = 27/0.05 = Rs. 540 

 Answer: (C) 

 

 

Q. 6)  

 

 c/s = 10/11 

                       Hence, s/c = 11/10 = 1.1 

                       Profit = 10% 

                       Answer: (D) 
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Q. 7)  

  

 Let cost price of 1 ball be C. Hence total cost price = 17C 

 Total loss = 5C 

 Total SP = Rs. 720 

 Loss = CP - SP 

 5C = 17C – 720 

 C = Rs. 60 

 

Q. 8)  

                           Let A bought it for Rs. X 

                           Then B paid Rs. 1.1x 

                           And C paid Rs. 1.1x * 1.3 = Rs. 1.43x 

                           Given, 1.43x = 2860 

                           Hence x = Rs. 2000 

                           Answer: (C) 

 

 

Q. 9)  

 

                            SP = Rs. 102 

                            Loss = 15% and hence f = 0.85 

                            CP = SP/f = 102/0.85 = Rs. 120 

                            New SP = Rs. 134.40 

                            Net result (f) = SP/CP = 134.4/120 = 1.12 = 12% profit 

                            Answer: (A) 
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Q. 10)  

 

 Given, Profit/CP = 20/100 = 0.2 or Profit = 0.2CP 

 Profit = 0.2 (SP - Profit) 

 1.2*Profit = 0.2SP 

 Profit/SP = 1/6 

 Hence profit on SP = 100/6% = 16
23 % 

 Answer: (A) 

 

 Direct formula: Profit %/( 100 + Profit %) * 100 = (20/120) * 100 = 100/6% 

  

Given To find Formula 

Profit on CP Profit on SP Profit%/(100 + Profit%) * 100 

Loss on CP Loss on SP Loss%/(100 – Loss%) * 100 

Profit on SP Profit on CP Profit%/(100 – Profit%) * 100 

Loss on SP Loss on CP Loss%/(100 + Loss%) * 100 

 

SP1 + SP2 = 100C + 84C = 184C 

 

Q. 11) Two items are sold at the same price. The seller gains 75% from the 1st item while he makes 

30% loss on the other. Find the overall profit/loss. 

(A) 20% profit  (B) 35% profit  (C) No profit No loss  (D) 10% loss 

If the selling price is same for the two items, then the overall profit/loss is given by f = 2*f1*f2/(f1 + f2) 

Here f1 = 1.75, f2 = 0.7 

Hence overall factor (f) = 2*1.75*0.7/(1.75 + 0.7) = 1 

We know if the value of factor is 1, it means no profit, no loss 

Answer: (C) 
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Q. 10) The cost price of two articles is same. One is sold at a profit of 15% and the other is sold at a 

loss of 5%. What is the overall profit/loss? 

(A) 5% profit  (B) 5% loss  (C) 10% profit  (D) No profit No loss 

 

If the CP is same, then the overall profit/loss is average the two. 

Average of 15% and -5% (loss is written with negative sign) = [15 + (-5)]/2 = +5% 

Answer: (A) 

 

 

 

 

Q. 11)  

 

 

Let the fruit-seller buys 100 oranges 

Given, SP of 40 oranges = CP of 100 oranges 

40S = 100C (where S = SP of 1 orange and C = CP of 1 orange) 

S/C = 2.5 

f = 2.5 and hence Profit = 150% 

He has already sold 40 oranges. Remaining oranges = 60 

He sold 80% of remaining oranges at half the previous rate of profit. 

That means he sold 48 oranges at 75% profit. 

CP of 48 oranges = 48C 

f = 1.75 

SP2 = 1.75*48C = 84C 

Total SP = SP1 + SP2 = 100C + 84C = 184C 

Total CP = 100C 

f = SP/CP = 184C/100C = 1.84 

Hence profit = 84% 

Answer: (B) 
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Mensuration Hacks 
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Part - 2 

 

Q.1)  

 

This is a famous question. Just remember whenever you are forming a circle and then a square,  

the side of that square is given by, a = 1.6*r (approx.), where r = radius of the circle 

I have written approx. because the actual formula is 1.57*r, but it will make the calculations a bit lengthy. 

So, just find 1.6*r and the answer will be little less than that. Like here 

Side = 1.6*84 = 134.4, so the answer is 132cm 

Answer: (A) 

Method: 

When the wire is bent in the form of a circle of radius 84cm, that means the circumference (or the 

length of the wire) of the circle is 2*π*84 = 44*12 cm 

Now this wire forms a square of (let’s say) side ‘a’ 
Then, 4a (perimeter of the square) = 44*12 

Hence a = 132cm 

 

Q. 2)  

 

 

In such questions the grazed area is given by  𝜋𝑟22  = (22/7) * 7 * 7/2 = 77 cm2 

So the un-grazed area = Area of triangle – Grazed area 

Area of triangle = Apply heron’s formula 

Semi-perimeter = (a + b + c)/2 = 42 cm 
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Area = √𝑠(𝑠 − 𝑎)(𝑠 − 𝑏)(𝑠 − 𝑐) = √42(16)(14)(12) =  336 𝑐𝑚2 

Un-grazed area = Area of triangle – Grazed area = 336 – 77 = 259 cm2 

Answer: (B) 

 

Q. 3)  

 

If the given rectangular sheet of paper (length =l, breadth = b) is rolled across its length to form a 

cylinder, having a height b, then volume of cylinder = (l*l*b)/4π 

If rolled across its breadth, then = (b*b*l)/4π 

In this question the sheet is rolled along its length, so volume = (l*l*b)/4π = 12*12*5/(4* π) 

Volume = 180/ π cm3 

Answer: (C) 

 

Q. 4)  

 

In this question, the ratio of surface areas is given and they are asking the ratio of volumes. The word 

“sphere” is useless here. In such questions, just imagine area as A2 and volume as A3. Now A3 is given 

and you have to find A3. How will you do it? Simple, first take the square-root of A2 to convert it into A, 

and then take the cube of A to find A3. 

So for solving this question, we just have to take the square-root of 4:9. The ratio will become 2:3. Then 

take the cube of 2:3. Hence the answer is 8:27 
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Q. 5)  

 

Here again ratio of areas is given, that means A2 is given, and we have to find A. So 4:9 will become 2:3 

Answer: (A) 

 

Q. 6)  

Diameter and perimeter are directly proportional, P = D*π, where P is the perimeter and D is the 
diameter. 

Hence a 75% increase in diameter means a 75% increase in perimeter 

 

Answer: (D) 

 

Q. 7)  

The area of base and the volume of a cone are directly proportional V = A * h/3, where V = volume and h 

= height of the cone 

Hence a 100% increase in the area of the base would mean a 100% increase in the volume 

Answer: (B) 

Q. 8)   

 

http://sschacks.blogspot.in/


For more, check-out: http://sschacks.blogspot.in/ 

A is increased by 50% hence A2 (or surface area) will increase by (1.5*1.5 – 1)*100 % = 125% 

Similarly A3 (or volume) will increase by (1.5*1.5*1.5 – 1)*100 % = 237.5% 

Answer: (A) 

 

Q. 9)  

Where ever the word “melting” is used in mensuration, it means only one thing – equate the volume 

The volume of the rectangular block = l*b*h = 21*77*24 cm3 

Now this volume will be equal to the volume of the sphere formed after melting the block 

Volume of sphere = (4/3) * π * r3 = 21*77*24 

Hence, r = 21 cm 

Answer: (A) 

 

Q. 10)  

 

The water rises by 5.6 cm. Take this 5.6 cm as the height of the cylindrical beaker and find its volume. 

Volume of a cylinder = π*r*r*h = π * (7/2) * (7/2) * 5.6 

Volume of the marbles (spherical in shape) = (4/3) * π * r3 = (4/3) * π * 0.7 * 0.7 * 0.7 

No. of marbles dropped = Volume of beaker/Volume of a marble = 150 

Answer: (B) 
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Q. 11)  

Let the radius of the big sphere be R. 

Volume of a cone = (1/3) * π * R3 (since radius and volume are same as the radius of the sphere) 

Let the radius of the smaller sphere = r 

Then volume of cone = volume of smaller sphere 

(1/3) * π * R3 = (4/3) * π * r3 

r : R = 1 : 22/3 

Surface area of smaller sphere(s) = 4 * π * r2 

Surface area of larger sphere(S) = 4 * π * R2 

S/s = (r/R)2 = 1 : 24/3 

Answer: (D) 

 

 

 

 

 

Q. 12)  
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When a cone is hollowed out from a cylinder, we get the above figure 

The whole surface area of the remaining solid = Area of A + Area of B + Area of C 

A = curved surface area of the cone 

B = curved surface area of the cylinder 

C = area of the cylindrical base 

A = π * r * l, where l = slant height of the cone, which is √𝑟2 + ℎ2 or √32 + 42 = 5 𝑐𝑚 

Hence A = π*3*5 = 15π 

B = 2πrh = 2π*3*4 = 24π 

C = πr2 = π*32 = 9π 

The whole surface area of the remaining solid = 15π + 24π + 9π = 48π 

Answer: (C) 

 

 

 

Q. 13) 
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Given, AB = 3 cm, BC = 6 cm and OF = 1 cm 

Height of the cone (AC) = √62 − 32 = 3√3𝑐𝑚 

Triangles ABC and CFO are similar (RHS similarity) 

So, OC/BC = OF/AB 

OC = 2 cm, therefore CG = 3 cm (OG = 1 cm) 

Now, ABC and CEG are similar 

GE/AB = CG/AC 

So, GE = √3 𝑐𝑚 

Required volume = Volume of cone (CDE) - Volume of Sphere 

                                = 3π – (4/3)π 

                                = (5/3)π 

 

Answer: (C) 
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Special Right-angled Triangle: 

 

 

Trick to calculate Square of a number quickly 
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Active and Passive Voice 
 

 

Active form 

In active sentences, the thing doing the action is the subject of the sentence and the thing receiving the 

action is the object. Most sentences are active. 

[Thing doing action] + [verb] + [thing receiving action] 

 

 

Passive Form 

In passive sentences, the thing receiving the action is the subject of the sentence and the thing doing 

the action is optionally included near the end of the sentence. You can use the passive form if you think 

that the thing receiving the action is more important or should be emphasized. You can also use the 

passive form if you do not know who is doing the action or if you do not want to mention who is doing 

the action. 

[Thing receiving action] + [be] + [past participle of verb] + [by] + [thing doing action] 

[be] = is/am/are 

 

 

 



Passive Voice for all tenses 

I will explain all the types of tenses (for your revision) and then the Passive voice rules for that tense 

 

Present Simple Tense 

It is used to express an action in present time, habitual or usual actions or daily event or universal fact. 

It is used to express an action in present time which is usually done on a regular basis. For example a 

student says, “I go to school”. It is a daily activity of a student to go to school, so such actions are 
expressed by present simple tense. Another example is, “I work in a factory”. It tells about a usual action 
of a person that he works in a factory on regular basis. 

Structure of sentence 

Subject + 1st form of verb (or base verb) + Object 

Note: If the subject in a sentence is “he, she, it, singular or proper noun” then “s” or “es” is added to the 
first form of verb or base form in the sentence. 

Examples 

1. I sing a song.(Positive sentence) 

2. He drinks water. (Positive sentence) 

3. Does he sing a song? (Interrogative Sentence) 

4. John does not reach home in time. (Negative sentence) 

 

Rule to convert a simple present sentence into Passive voice 

 

 

 

 

 

 

 



Present Continuous Tense 

It is used to express a continued or ongoing action at present time. It expresses an action which is in 

progress at the time of speaking. For example, a person says, “I am writing a letter”. It means that he is 
in the process of writing a letter right now. Such actions which are happening at time of speaking are 

expressed by present continuous tense. Present Continuous tense is also called Present progressive 

tense. 

Structure of the sentence 

For positive sentences:  [Subject + am/is/are + (1st form of verb or base verb + ing) + object] 

For interrogative sentences: Auxiliary verb + Subject + main verb-ing (Present participle) + object 

 

Examples 

1. He is driving a car. 

2. Are they reading their lessons? 

 

Rule to convert a simple present sentence into Passive voice 

 

 

 

 

 

 

 

 

 

 



Present Perfect tense 

It is used to express an action which happened in the near past (which has just been completed). 

Structure of sentence 

Positive sentence: Subject + has/have + 3rd form of verb or past participle + subject 

Interrogative sentence: Has/have + Subject + 3rd form of verb or past participle + subject 

Examples 

1. They have gone to school. 

2. The guests have arrived. 

3. Has she learnt a lesson? 

4. John has left for home. 

 

Rules to convert Present Perfect Tense into Passive Voice 

 

 

 

 

 

 

 

 

 

 

 

 

 



Present Perfect Continuous tense 

It is used to express a continued or ongoing action that started in past and is continued until now. There 

will be a time reference, such as “since 1980, for three hours etc” from which the action has been 
started. A sense of time reference is found in these sentences which gives an idea that action has been 

continued from some time in past till now.  So the reference of time differentiates between Present 

perfect continuous tense and Present continuous tense. 

Structure of sentence 

Subject + has been/have been + (1st form of verb or base verb + ing) + object +    time reference 

If the subject is “He, She, It, singular or proper name” then auxiliary verb “has been” is used after subject 
in sentence. 

If subject is “You, They or plural” then auxiliary verb “have been” is used after subject in sentence. 

Examples 

1. He has been watering the plants for two hours. 

2. I have been studying since 3 O’clock. 

3. Have I been living in America since 2003? 

 

Rules to convert Present Perfect Continuous Tense into Passive Voice 

You won’t find a question in the exam that would want you to convert a Present Perfect continuous 

sentence into passive voice, for the simple of reason that the sentence formation looks weird and is 

seldom used in communication. E.g. 

Sentence: Recently, John has been doing the work. 

Passive Voice: Recently, the work has been being done by John. 

 

 

 

 

 

 

 

 

 

 



Past Simple Tense 

It is used to express an action that happened or completed in past 

Structure of sentences 

Positive sentence: Subject + 2nd form of verb (past simple) + object 

Interrogative sentence: Did + subject + 1st form of verb (or base verb) + object 

 

Examples: 

1. I killed a snake. 

2. He ate a mango. 

3. Did they go to cinema? 

 

Rules to convert Past Simple Tense into Passive Voice 

 

 

 

 

 

 

 

 

 

 

 

 



Past Continuous Tense 

This sentence shows ongoing action (laughing) of a person which occurred in past. 

Structure of sentence 

Positive Sentence: Subject + was/were + (1st form of verb or base verb + ing) + object 

Interrogative sentence: Was/were + Subject + (1st form of verb or base verb +ing) + object 

Examples: 

1. She was crying yesterday. 

2. Were they climbing on a hill? 

 

Rules to convert Past Continuous Tense into Passive Voice 

 

 

 

 

 

 

 

 

 

 

 

 

 



Past Perfect Continuous Tense 

It is used for past actions that were unfinished when another action happened: "I had been studying at 

university for 6 months before I met her." - studying at university = past unfinished action; I met her 

(second action happened / interrupted the first action). 

Structure of Sentence 

Positive Sentence: Subject + had been + (1st form of verb or base verb + ing) + object + time reference 

Interrogative Sentence: Had + Subject + been + (1st form of verb or base verb + ing) + object + time 

reference 

 

Examples 

1. I had been waiting for him for one hour. 

2. She had been playing chess since 7 O’clock. 
3. Had it been raining for three days? 

 

Rules to convert Past Perfect Continuous Tense into Passive Voice 

You won’t find a question in the exam that would want you to convert a Past Perfect continuous 

sentence into passive voice, for the simple of reason that the sentence formation looks weird and is 

seldom used in communication. E.g. 

Sentence: Chef Jones had been preparing the restaurant's fantastic dinners for two years before he 

moved to Paris. 

Passive Voice: The restaurant's fantastic dinners had been being prepared by Chef Jones for two years 

before he moved to Paris. 

 

 

 

 

 

 

 

 

 



Future Simple Tense 

It is used to express an action which has not occurred yet and will occur in future. 

 

Structure of sentence 

Positive sentence: Subject + will + (1st form of verb or base form +ing) + object 

Interrogative sentence: Will + subject + (1st form of verb or base form +ing) + object 

 

Examples 

1. They will come here. 

2. Will you buy a computer tomorrow? 

 

 

Rules to convert Future Simple Tense into Passive Voice 

 

 

 

 

 

 

 

 

 

 



Future Perfect tense 

It is used to express an action which will occur in future and is thought to be completed in future. It 

expresses a sense of completion of an action which will occur in future. For example, “John will have 
gone tomorrow”. 

Structure of sentence 

Positive Sentence: Subject + will have + 3rd form of verb or past participle + object 

Interrogative sentence: Will + Subject +have + 3rd form of verb or past participle + object 

 

Examples: 

1. Will she have finished the work by Wednesday? 

2. You will have made a new chair. 

 

Rules to convert Future Perfect Tense into Passive Voice 

 

 

 

 

 

 

 

 

 

 

 

 

 



Future Continuous tense 

It is used to express a continued or an ongoing action in future. For example, “I will be waiting for you 
tomorrow”, it conveys ongoing nature of an action (waiting) which will occur in future. 

Structure of sentence 

Positive Sentence: Subject + will be+ 1st form of verb or base form+ing (present participle) + object 

Interrogative sentence: Will + subject + be+ 1st form of verb or base form+ing (present participle) + 

object 

Examples: 

1. He will be flying a kite. 

2. Will we be shifting to a new home next year? 

 

Rules to convert Future Continuous Tense into Passive Voice 

Seldom used in communication. E.g. 

Sentence: At 8:00 PM tonight, John will be washing the dishes. 

Passive Voice: At 8:00 PM tonight, the dishes will be being washed by John. 

 

Future Perfect Continuous tense 

It is used to express a continued or ongoing action that will start in future and is thought to be continued 

till sometime in future. 

Structure of sentence 

Positive Sentence: Subject + will have been + (1st form of verb or base verb + ing) + object + time 

reference 

Interrogative Sentence: Will + Subject + have been + (1st form of verb or base verb+ing) + object + time    

reference 

 

Examples 

1. I will have been living in America since 2003. 

2. Will it have been raining for three days? 

Rules to convert Future Continuous Tense into Passive Voice 

Seldom used in communication. E.g. The famous artist will have been painting the mural for over six 

months by the time it is finished. 

Passive voice: The mural will have been being painted by the famous artist for over six months by the 

time it is finished. 



 

Summary: 

Tenses Identification Passive Voice Conversion 

Present Simple Tense is/am/are is/am/are + 3rd form of verb 

Present Continuous Tense is/am/are + ing is/am/are + being + 3rd form 

Present Perfect Tense Has/have Has/have + been + 3rd form 

Past Simple Tense 2nd form of verb (past simple) 

OR ‘Did’ for interrogation 

was 

Past Continuous Tense Was/were + ing Was/were + being 

Past Perfect Tense Had Had been 

Future Simple Tense will Will be 

Future Perfect Tense Will have Will have been 

 

 

Passive Voice for Modals 

 Can – can be 

 May – may be 

 Might – might be 

 Should – should be 

 Must – must be 

 Ought to – ought to be 

 May have – may have been 

 Might have – might have been 

 Should have – should have been 

 Must have – must have been 

 Ought to have – ought to have been 

 

Disclaimer: Don’t commit the blunder of converting Can into Could, May into Might, etc. This is 

done in Direct-Indirect speech. 

 

 

 

 

 

 



Passive voice of imperative sentences 

A sentence which expresses command or request or advice is called imperative sentence. Examples: 

 Open the door. 

 Turn off the television. 

 Learn your lesson. 

 

 

 

 

 

Rules for converting Active Voice into Passive Voice 

1. Check the tense of the sentence and add the necessary word as given in the table. 

2. Use the ‘past particle’ form of the verb. 
3. Look out for the modals and add ‘be’ or ‘been’ as per the case. 

 

 

 

 

 

 



SSC CGL Questions (Tier-2 Re-exam 2013) 

 

Q. 1) 

 

Tense: Simple Past 

Word you should be looking for: Was 

Answer: (B) 

 

Q. 2) 

 

Tense: Simple Future 

Word you should be looking for: Will be 

Answer: (A) 

 

 

 

 

 

 

 



Q. 3) 

 

‘Must’ is converted into ‘must be’ (We saw that in Modals) 

Answer: (D) 

 

Q. 4) 

 

Tense: Simple past 

Word: was 

We use “known to” instead of “known by” 

Answer: (C) 

 

 

Q. 5) 

 
Tense: Present Perfect 

Word: Has been 

Answer: (D) 



Q. 6) 

 
This sentence is in Passive voice 

The word ‘was’ indicates that the active voice sentence will be in Simple past. Hence the past participle 
form of the verb will be used (which is ‘gave’ here) 
Answer: (A) 

 

Q. 7) 

 
 

The sentence is in Passive voice. The words ‘is’ and ‘being’ suggest that the active voice sentence will be 
in present continuous tense. 

Word: ‘is’ + ing 

Answer: (A) 

 

Q. 8) 

 
Tense: Simple past 

Word: was 

‘Will’ is used when you are sure about something, while ‘Would’ suggests possibility. Here the word 
‘expected’ shows that Alexendar thought there was a possibility of conquering the world. Hence we will 
use ‘would’ in the passive voice. 
Answer: (B) 

 



Q. 9) 

 
Tense: Simple present 

Word: is 

The past participle of begin is ‘begun’. Option A is eliminated because ‘being’ is used with continuous 
tense 

Answer: (B) 

 

Q. 10) 

 
The sentence is in passive voice. ‘is’ suggests the active voice is in Simple Present. 

Also we had seen in the ‘Present Sime Tense’ above that if the subject in a sentence is “he, she, it, 
singular or proper noun” then “s” or “es” is added to the first form of verb or base form in the sentence. 
Answer: (B) 

 

Q. 11) 

 
 

Tense: Simple past 

Had the sentence been ‘A great man acknowledged me as a flatterer’ we would have gone with option 
(A), but the sentence is ‘A great man acknowledged me as a flatterer to him’, hence we will go with 
option ‘D’. Option C is ruled out because it contains ‘am’, but with simple past we use ‘was’ 
Answer: (D) 

 



Q. 12) 

 
This is an imperative sentence and hence we will use ‘be’. Now we are left with C and C. Notice that ‘be’ 
is infinitive here. Infinitive means that it is in its basic form (E.g. ‘see’ is in the basic form, but ‘saw’ is 
not). With infinitive/non-tensed form, we use ‘him’. 
Answer: (D) 

 

Q. 13) 

 

This is in passive voice. Hence ‘Can be’ will be converted into ‘can’. 
Answer: (B) 

 

 

Q. 14) 

 

This is an imperative sentence, hence will include the word ‘be’, and not ‘been’ or ‘being’ 
Answer: (D) 

 

 



Q. 15) 

 

Tense: Past continuous 

Words: was + being 

Answer: (C) 

 

Q. 16) 

 

Tense: Simple past, and hence we can’t use ‘being’ 
Option A doesn’t talk about the watchman. 
Answer: (D) 

 

 

 

 

 

 

 

 

 

 

 

 



Q. 17) 

 

Tense: Simple present, and hence you can’t use the words ‘been’ or ‘being’ in the passive voice 

Answer: (D) 

 

Q. 18) 

 

The sentence is in passive voice and hence ‘will be’ converts into ‘will’, and not ‘will have’ or ‘will have 
been’. 
Answer: (A) 

 

Q. 19) 

 

Tense: Simple present, hence ‘being’, ‘been’ or ‘will be’ can’t be used in the passive voice. 
Answer: (A) 

 

 

 

 

 



Direct and Indirect Speech 
 

Introduction 

There two ways to convey a message of a person, or the words spoken by a person to other person. 

1. Direct speech 

2. Indirect speech 

Suppose your friend whose name is John tells you in school, “I will give you a pen”. You come to home 
and you want to tell your brother what your friend told you. There are two ways to tell him. 

Direct speech: John said, “I will give you a pen”. 
Indirect Speech: John said that he would give me a pen. 

 

In direct speech the original words of person are narrated (no change is made) and are enclosed in 

quotation mark. While in indirect speech some changes are made in original words of the person 

because these words have been uttered in past so the tense will change accordingly and pronoun may 

also be changed accordingly. 

 

Fundamental rules for indirect speech 

1. Reported speech is not enclosed in quotation marks. 

2. Use of word “that”: The word “that” is used as a conjunction between the reporting verb and 

reported speech. 

3. Change in pronoun: The pronoun (subject) of the reported speech is changed according to the 

pronoun of reporting verb or object (person) of reporting verb (first part of sentence). 

Sometimes the pronoun may not change. 

 

Changes in time and adverbs in indirect speech 
 

Today changes to that day/the same day  

Tomorrow changes to the next day/the following day  

Yesterday changes to the day before/the previous day  

Next week/month/year changes to the following week/month/year  

Last week/month/year changes to the previous week/month/year  

Now/just changes to then 

Ago changes to before  

Here changes to there 

This changes to that 

 

 

 

 

 



Changes in pronoun in Indirect Speech 
 

The pronoun (subject) of the reported speech is changed according to the Pronoun of reporting verb or 

object (person) of reporting verb (first part of sentence). Sometimes the pronoun may not change. 

 

 First person pronoun in reported speech i.e. I, we, me, us, mine, or our, is changed according to 

the pronoun of reporting verb if pronoun in reporting verb      is third person pronoun i.e. he, 

she, it, they, him, his, her, them or their. 

Examples 

Direct speech: He said, “I live in New York” 

Indirect speech: He said that he lived in New York. 

Direct speech: They said, “We love our country” 

Indirect speech: They said that they loved their country 

 

 First person pronoun in reported speech i.e. I, we, me, us, mine, or our, is not changed if the 

pronoun (Subject) of reporting is also first person pronoun i.e. I or we. 

Examples 

Direct speech: I said, “I write a letter”  
Indirect speech: I said that I wrote a letter. 

Direct speech: We said, “We completed our work” 

Indirect speech: We said that we completed our work. 

 

 Second person pronoun in reported speech i.e. you, yours is changed according     to the person 

of object of reporting verb. 

Examples 

 Direct speech: She said to him, “you are intelligent” 

 Indirect speech: She said to him that he was intelligent. 

 Direct speech: He said to me, “you are late for the party” 

 Indirect speech: He said to me that I was late for the party. 

 

 Third person pronoun in reported speech i.e. he, she, it, they, him, his, her, them      or their, is 

not changed in indirect speech. 

Examples 

Direct speech: They said, “He will come” 

Indirect speech: They said that he would come. 

Direct speech: You said, “They are waiting for the bus” 

Indirect speech: You said that they were waiting for the bus. 

 

 

 

 

 

 

 



Change in tense of reported speech 

 

 

 

 

 



 

 

 

 

 

 



 

 

 

 

 

 



 

 

To summarize:  

 

 

Note: The tense of reported speech may not change if reported speech is a universal truth 

though its reporting verb belongs to past tense. 

Examples 

       Direct speech: He said, “Mathematics is a science” 

       Indirect Speech: He said that mathematics is a science. 

       Direct speech: He said, “Sun rises in east” 

       Indirect Speech: He said that sun rises in east. 

 

 

 

 

 

 



Change of Modals 

 

 CAN changes into COULD 

 MAY changes into MIGHT 

 WILL and SHALL change into WOULD 

 MUST changes into HAD TO 

 

 

 Would 

 Could 

 Might 

 Should 

 Ought to 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Indirect speech for imperative sentences 

A sentence which expresses command, request, advice or suggestion is called imperative sentence. For 

example: 

     • Open the door. 

     • Please help me. 
     • Learn your lesson. 
 

To change such sentences into indirect speech, the word “ordered” or “requested” or “advised” or 
“suggested” or “forbade” or “not to do” is added to reporting verb depending upon nature of imperative 

sentence in reported speech. 

 

 

 

 

 

 

 

 



Indirect speech for exclamatory sentences 

 

To change such sentences into indirect speech, the word “ordered” or “requested” or “advised” or 
“suggested” or “forbade” or “not to do” is added to reporting verb depending upon nature of imperative 

sentence in reported speech. 

 

 

 

 

 

 

 

 

 

 

 



Indirect speech for Interrogative (question) sentence 

A question can be of two types. One type which can be answered in only YES or NO and other type 

which needs a little bit explanation for its answer and cannot be answered in only YES or NO. 

 

Questions which can be answered in YES/NO 

To change questions (which can be answered in yes or no) into indirect speech, word “if” or “whether” is 
used before the question in indirect speech. Rules for change in tense of question sentences are same as 

for change in normal tenses in indirect speech but sentence will not start with the auxiliary verb of the 

tense. The word “that” is not used between reporting verb and reported speech as conjunction in 
indirect speech for question sentence. Question mark is not used in indirect speech. 

 

  

Question which cannot be answered in YES/NO 

To change such questions into indirect speech, the words “if” or “whether” is not used. The tense of the 
question is changed according to the rules for change in normal tenses in indirect speech but sentence 

will not start with the auxiliary verb of the tense. The word “that” is not used between reporting verb 
and reported speech as conjunction, in indirect speech for question sentence. Question mark is not used 

in indirect speech. 

 



SSC CGL Questions Tier-2 (2013 Re-Exam) 

Q. 1) 

 

“Has been” is converted into “Had been” 

Answer: (A) 

 

Q. 2) 

  

“Have been” is converted into “Had been” and “Last night” into “Previous night” 

Note: In the indirect speech, the pronoun is moved ahead of the auxiliary verb 

Answer: (A) 

 

 

 

 

 

 

 

 

 

 

 

 



Q. 3) 

 
 

“Tomorrow” into “the next day” 

“I am taking” into “She was taking” 

Answer: (C) 

 

Q. 4) 

 
The word “please” shows a request 
Answer: (C) 

 

 

 

 

 

 

 

 

 

 



Q. 5) 

 
 

We know “will” and “shall” are changed into “would” 

“Tomorrow” into “following day” 

Answer: (B) 

 

Q. 6) 

 
The question can be answered in YES/NO, hence we will use “if” 

“Is” is changed into “was” 

“That” is not used in interrogative sentences 

Answer: (D) 

 

Q. 7) 

 
“Please” shows request. Hence we are left with options B and C 



We generally don’t add the word “must” on our own. So option C is more appropriate 

Answer: (C) 

 

Q. 8) 

 
The indirect form should contain the word “was”. Option A is apt. 
Answer: (A) 

 

Q. 9) 

 
Magistrate orders. 

Answer: (C) 

 

Q. 10) 

 



“Have” into “had” 

“This sort of work” into “that sort of work” 

Answer: (C) 

 

Q. 11) 

 
Says I not converted into anything. Moreover, the verb form is also not changed. 

Answer: (D) 

 

Q. 12) 

 
Past tense is converted into Past Perfect. Hence the word “had” will be used. 
“Last night” into “previous night” 

Answer: (C) 

 

Q. 13) 

 
We know, if the sentence is a universal truth, then we don’t change the tense 

Answer: (B) 

 

 



Q. 14) 

 
No option except B, is in congruence with the Direct speech 

Answer: (B) 

 

Q. 15) 

 
“Are” into “Were” 

Answer: (A) 

 

Q. 16) 

 



Direct speech should be in Present Tense. 

Answer: (B) 

 

Q. 17) 

 
Past perfect is changed into Simple Past (when we convert from Indirect to Direct). Hence “why were 
you” will be used. 

Answer: (A) 

 

Q. 18) 

 
Here “did”, “will” and “would” can’t be used in the Indirect speech 

Answer: (B) 

 

 

 

 

 

 

 

 

 



Q. 19) 

 
 

“Good morning, Madam” is the respectful way to greet the teachers. Moreover, “their” remains as it 
is. 

 

Q. 20) 

 
  

All the options (except C) are changing the meaning of the sentence. 

Answer: (C) 

 

 

 

 

 

 

 

 

 



Q. 21) 

 

 
 

The direct speech should contain the word “had”, since the indirect contains “have”. Options A and D 
are left. Now, as I said earlier, in such situations, don’t match the exact sequence of words. Like in the 

indirect speech it is written “the sparrows had gone”, hence the direct speech won’t have the exact 
sequence “the sparrows have gone” 

Answer: (D) 

 

Q. 22) 

 
Tense: Simple Present, and hence it will be converted into Simple Present 

Can is converted into Could 

Answer: (C) 

 

 

 

 

 

 



Q. 23) 

 
Indirect sentence has the word “could”. That means Direct sentence contains the words “can” 

Answer: (C) 

 

Q. 24) 

 
Tense: Past continuous, hence it would be converted into Past Perfect Continuous. So “had been” will be 
used in the Indirect sentence. 

We are left with options A and D. Now, the indirect interrogative sentence doesn’t contain the word 
“that”. 
Answer: (A) 

 

 

 

 

 

 



Q. 25) 

 
 

Tense: Simple Present, so it would be converted into Simple Past 

Answer: (C) 

 

Q. 26) 

 
 

Will is converted into “would” 

Answer: (D) 

 

 

 

 

 

 

 

 

 



Q. 27) 

 
 

Tense: Simple Past, hence it would be converted into “Past Perfect”. Hence “had” will be used 

Answer: (C) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Para-jumble 
 

 

Rules for solving Para-jumble 

1. Don’t form the entire sequence. Just form a sub-sequence and try to match the options. E.g. 

 

 
 

In sentence Q, they have used the words “These experts”. This means, the sentence 
immediately before Q is having the word “experts”. That sentence is S. Hence [SQ] is the sub-

sequence for this question. Now you can eliminate options B and C because they don’t contain 
the sub-sequence [SQ]. Again in sentence 6, the word “them” is used. So Q is the perfect match 

to precede 6. Hence the sequence is RPSQ 

Answer: (D) 

 

 



Sentence P is introducing his “style” and then sentence R is stating that his style succeeded. 
Hence the sub-sequence is [PR] 

Answer: (D) 

 

2. The sentence containing the full name of a personality will come before the sentence containing 

the short form. E.g. The sentence “APJ Abdul Kalam Azad was the most respected President of 

India” will come before “Mr Kalam was popularly known as the Missile Man of India”. Samr 

thing goes with the abbreviations. “World Health Organization” will come before the sentence 

containing the word “WHO” 

 

3. The sentences containing the transition words like “but”, “although”, “however”, “moreover”, 
“therefore”, “hence”, “on the other hand”, etc. will not come at the beginning. Although such 

sentences are very useful in forming sub-sequences. 

 

4. Personal Pronouns: Personal pronouns like he, she, it, him, her, they, you, your, etc. always refer 

to a person, place or thing. Therefore is a sentence contains a personal pronoun without 

mentioning the person/place/thing it is referring to, then the person/place/thing, must have 

been mentioned in the previous sentence. E.g. 

 
 

P contains the pronoun “he”. The pronoun “he” must be referring to the Emperor, who is 
mentioned in sentence S. Hence [SP] is the sub-sequence. B and D are the two options left. B is 

more logical because R should be the opening sentence. Gulliver landed on the shore  he fell 

asleep. 

Answer: (B) 

 

5. Articles: When the author uses ‘a/an’ – he wants to make a general statement – wants to 

introduce the noun for the first time. But when he uses ‘the’, he wants to refer back to some 
previously discussed noun. It means having ‘the’ is very unlikely in the first sentence. 



SSC CGL questions on Para-Jumble 

 

Q. 1) 

 

 

Notice sentence “6”, the word “this” has been used. Hence the sentence preceding it should contain a 

natural solution to kill mosquitoes. Sentence P provides a solution. Hence last sentence would be P. We 

are left with options A and D. Option A is more logical. 

Answer: (A) 

 

Q. 2) 

 
 



The first sentence talks about the spider. Sentence Q contains the word “it” which must be referring 
to the spider. Hence the sequence will start with Q. 

Answer: (B) 

 

Q. 3) 

 
 

In sentence Q it is written that they did not know what to do with the roots and in S, they have come up 

with a solution to tackle roots. So the sub-sequence is [QS] 

Answer: (B) 

 

 

Q. 4) 

 
“This” (in sentence R) is the transition word and hence the best hint. A mob went berserk and 
sentence R provides an explanation for the same. Hence the sequence will start with R. 

Answer: (C) 

 



Q. 5) 

 
 

Sentence Q contains the words “These experts” and sentence S introduces the experts. Hence the sub-

sequence is [SQ]. Now we are left with two options A and D. Sentence 6 should be preceded by Q. 

Answer: (D) 

 

Q. 6) 

 
Sentence P is listing a disadvantage of motor car (Hint: “One of these”). That means the sentence 
preceding it must be talking about disadvantages. That sentence is S. Hence the sub-sequence is [SP]. 

We are left with options A and B. Option A is logical. 

Answer: (A) 

 



Q. 7) 

 
 

Sentence Q says the mule started running across the field and sentence S says “When his master saw 
him running”. So the sub-sequence is [QS]. We are left with options A and D. Option A is more logical. 

Answer: (A) 

 

 

Q. 8) 

 



Sentence 6 contains the words “This means”. As I said earlier the transitive words like “this”, “because”, 
etc. are most helpful in solving para-jumble. The best sentence to precede 6 is P. 

Answer: (A) 

 

Q.9) 

 

Whenever the first sentence introduces a person/place/thing. See if there is another sentence that adds 

a description of that person/place/thing. That sentence will be the first sentence of the sequence. 

Here sentence 1 talks about the earthquake and sentence Q states the magnitude of this earthquake. 

Hence the sequence will start with Q. 

Answer: (C) 

 

Q. 10) 

 



Like Q.9, in this question too, sentence “1” introduces a person, and sentence R is an extension of the 

introduction. Hence the sequence will start with R. 

Answer: (B) 

 

Q.11) 

 

Again the best hint is the word “this”. It is used in 2 sentences P and Q. Notice sentence Q, it is the 

extension of the first sentence. Hence the sequence will begin with Q. 

Answer: (C) 

 

 

 

 

 

 

 

 

 

 

 



Important Grammar Rules 
 

 

 

 



1. Subject Verb Agreement – The rule is simple. Just identify the subject and use the verb accordingly. 

E.g. The dog, who is chewing on my books, is/are usually very good 

Here the subject is ‘dog’ which is singular, and hence a singular verb will be used with it. So the 

sentence becomes- 

The dog, who is chewing on my books, is usually very good. 

 

i. If two subjects are joined by and, they typically require a plural verb form. 

E.g. - The cow and the pig are jumping over the moon. 

ii. The verb is singular if the two subjects separated by ‘and’ refer to the same person/thing. 
E.g. – Rajma and rice is my mother’s favourite dish. 

iii. If each or every comes before the subject, the verb is singular. 

E.g. - Every man and woman is required to check in. 

iv. If the subjects are both singular and are connected by the words or, nor, neither/nor, 

either/or, and not only/but also the verb is singular. 

E.g. - Jessica or Christian is to blame for the accident 

v. If the subjects are both plural and are connected by the words or, nor, neither/nor, 

either/or, and not only/but also, the verb is plural. 

E.g. - Dogs and cats are both available at the pound. 

vi. If one subject is singular and one plural and the words are connected by the words or, nor, 

neither/nor, either/or, and not only/but also, you use the verb form of the subject that is 

nearest the verb. 

E.g. - Either the bears or the lion has escaped from the zoo. 

vii. Indefinite pronouns (except few, many, several, both, all, some) take singular verbs. 

E.g. - Everybody wants to be loved. 

       - Few were left alive after the flood. 

viii. Collective nouns like herd, senate, class, crowd, etc. usually take a singular verb form. 

E.g. - The herd is stampeding. 

ix. A Collective Noun takes a Singular Verb when the collection is thought of as a whole, a Plural 

Verb when the individuals of which it is composed are thought of. 

E.g. - The Council has chosen the President. 

        - The military were called out. 

x. Sometimes the subject is separated from the verb by such words as along with, as well as, 

besides, not, together with, in addition to, etc. These words and phrases are not part of the 

subject. Ignore them and use a singular verb when the subject is singular. 

E.g. - Excitement, as well as nervousness, is the cause of her shaking. 

Remember, only the subject affects the verb! 

 

 

2. Many a student have failed in the Mathematics test. 

[A very famous question of CGL] 

Remember! We use singular verb with ‘Many a’. So correct sentence would be: 
Many a student have failed in the Mathematics test. 

 

 



3. Hardly the inspector had arrived there to investigate the crime when the house was set ablaze. 

Correction: Use had immediately after Hardly. Hence the sentence becomes- 

Hardly had the inspector arrived there to investigate the crime when the house was set ablaze. 

 

4. Difference between ‘among’ and ‘between’ 
i. Between is used when naming distinct, individual items (can be 2, 3, or more) 

ii. Among is used when the items are part of a group, or are not specifically named (MUST be 3 

or more) 

E.g. 

The negotiations between Brazil, Argentina, and Chile are going well. 

The negotiations among the countries of South America are going well. (the countries are part 

of a group called South America) 

SSC Question- 

The property was divided among the two brothers. 

Correct sentence: The property was divided between the two brothers. 

 

5. Seldom we have been treated in such a rude manner by the police personnel. 

Correction: Seldom have we been treated in such a rude manner by the police personnel. 

Just like ‘hardly’, ‘seldom’ is also followed by has/have/had. 
 

6. Difference between FOR and SINCE 

i. Use FOR to express a period of time, like 10 years, three weeks, etc. 

ii. Use SINCE to talk about a specific point in time, like since Monday, since last week etc. 

 

E.g. 

I’ve been living in London for 10 years. 

I’ve been living in London since 2003. 

 SSC Question 

 I am told that Anjali has been suffering from fever since ten days. 

 I am told that Anjali has been suffering from fever for ten days. 

 

7. He is living in Delhi for 4 years. 

SSC tries to confuse you between is and have been. 

Use have been whenever you see any action that started in the past and is continuing in the present. 

Correct sentence: He has been living in Delhi for 4 years. 

 

8. Advice/Advise and Practice/Practise 

Advice and Practice are nouns, while Practise and Advise are verbs. 

E.g. I want an advice. 

       Thanks for advising me. 

9. Every Participle must have a Subject of Reference. 

E.g. Being a rainy day I decided to stay at home. 

Correct sentence - It being a rainy day I decided to stay at home. 



 

10. When there are two Subjects in a sentence and they are not in the same Number, then we must 

have to use separate Auxiliaries (is, are, am, was, were, have, has) for both of them. 

E.g. Three killed and one was injured. 

Correction – Three were killed and one was injured. 

 

11. A single Verb should be made to serve two Subjects, only when the form of Verb is same for both 

the subjects. 

E.g. I am seventeen years old and my sister fourteen. 

       I am seventeen years old and my sister is fourteen. [Am and is are different forms of verb, and 

hence you should include ‘is’] 
 

12. IT'S (HIGH) TIME + PAST SUBJUNCTIVE 

E.g. – It is high time you buy a house. 

Correction – It is high time you bought a house. 

 

13. Difference between ‘me’ and ‘I’ 
E.g. Hector and me won the race 

The trick to correct such errors is – You will only confuse between I and me, when they are used 

with other nouns/pronouns. Eliminate those nouns/pronouns to make your sentence simpler. Your 

sentence becomes: 

Me won the race. 

Now you can easily say that the above sentence is wrong. 

Correction – I won the race. 

Hence the complete sentence becomes – Hector and I won the race. 

 

14. Double comparatives and superlatives should not be used. 

E.g. - Incorrect- He is the most cleverest boy in the class. 

Correct- He is the cleverest boy in the class. 

Incorrect- He is more wiser than his brother. 

Correct- He 'is wiser than his brother. 

 

 

15. The comparative Adjectives superior inferior, senior, junior, prior, anterior, posterior prefer, etc., 

should be followed by 'to' instead of 'than'. 

Incorrect- He is senior than me.  

Correct- He is senior to me. 

 

 

 

16. Adjectives like 'unique', ideal, perfect, complete, universal, entire, extreme, chief, full square and 

round, which do not admit different degrees of comparison should not be compared. 

Incorrect- It is the most unique thing. 

Correct- It is a unique thing. 



 

17. All the Adjectives which refer to the same Noun should be in the same degree of comparison. 

Incorrect- He is the wisest and honest worker in the office. 

Correct- He is the wisest and most honest worker in the office. 

 

18. Too means more than required and it is used with Unpleasant Adjective. So, we cannot use too glad, 

too happy, too pleasant, too healthy. 

Incorrect- I am too glad to meet you. 

Correct- I am very glad to meet you. 

 

 

 

 

 

 

 

19.  

 
 

 

Below (Thing is not directly underneath) 

Under (Thing is directly underneath) 

Above (Thing is not directly above) 



Over (Thing is directly above) 

Along (Talk about movement on or beside a line) 

Across (From one side to another) 

On (Stationary thing on the surface) 

Inside (Enclosed within boundaries) 

Onto (motion of object on the surface) 

Into (motion of object within the space) 

 

 

20. ‘To’ should not be separated from its verb by adverb. 
You are requested to kindly stay for some time. 

Correction: You are requested kindly to stay for some time. 

 

21. Use of infinitive (to) + “ing” with [be used to, accustomed to, averse to, with a view to, addicted to, 

devoted to, in addition to, object to, look forward to, owing to, given to, taken to] 

E.g. We are looking forward to meet you. 

Correction: We are looking forward to meeting you. 

 

22. Double future tense is not used. 

Anyone will tell you the shop, if you will ask. 

Correction: Remove the one after conditional word ‘if’. Hence the sentence becomes- 

Anyone will tell you the shop, if you ask. 

 

23. He is one of the boys who works hard. 

Correction: He is one of the boys who work hard. 

Similarly, 

Magic realism is one of the latest addition to good literature. 

Correction: Magic realism is one of the latest additions to good literature. 

 

24. World War II was fought between 1914 to 1918. 

With ‘between’ we use ‘and’ 
With ‘from’ we use ‘to’ 
Correction: World War II was fought from 1914 to 1918. 

 

25. The following nouns are always used in the plural form only: 

Jeans / Cattle / People / Police / Electorate / Poultry /Trousers / Scissors / Spectacles / Binoculars 

/Crackers / Swine / Gentry / Clergy 

E.g. The scissor is very sharp. 

Correction: The scissors are very sharp. 

 

26. The following words are uncountable and are normally used in the singular form only. The indefinite 

article "A or An" should not be used with them-  

Equipment / Luggage / Baggage / Breakage / Advice / Furniture / Information / Scenery / Poetry / 

Work / Soap / Food / Bread / Fish / Paper / Machinery 



E.g. I have purchased all the equipments. 

Correction: I have purchased all the equipment. 

 

27. The words such as News / Maths / Ethics / Politics / Phonetics / Economics / Statistics / Measles / 

Mumps / Rickets / Billiards / Innings look like plural nouns but give singular meaning. So, they take 

singular form of verbs. 

E.g. The news are not reliable. 

Correction: The news is not reliable. 

 

28. Some Nouns have the same form whether singular or plural. 

Aircraft / Swine / Sheep / Deer / Service / Series / Species /Fish / Apparatu 

E.g. I saw three deers in the zoo. 

Correction: I saw three deer in the zoo. 

 

29. The Reciprocal pronouns "Each other / One another" 

Each other - For two persons 

One another - For more than two persons. 

E.g. The two sisters hate each other. 

The five brothers love one another. 

 

30. The present perfect tense should not be used with adverbs indicating past time. Instead the simple 

past tense should be used. 

E.g. He has left for Hyderabad last week. 

Correction: He left for Hyderabad last week. 

 

31. In Conditional Sentences, to express improbability in the Present, the Simple Past Tense in the ‘if’ 
clause and the Present Conditional Tense in the main clause are used. E.g. 

If I am the Principal, I would Punish Him. ☓ 

If I were the Principal, I would Punish Him. ✔ 

If he is rich, he would buy a car. ☓ 

If he were rich, He would buy a car ✔ 

 

32. Elder / Eldest should be used with the members of the same family. 

Older/ Oldest these comparative adjective denote the age of person / thing. 

E.g. He is elder to me. (He and me belong to one family). 

Ronald Reagan was the oldest person elected to the 

 

33. While comparing the objects, we should see that a noun is compared with another but not with 

some other word. 

E.g.   

Ooty is better than Chennai. ✔ 

The climate of Ooty is better than Chennai. ☓ 

The climate of Ooty is better than that of Chennai. ✔ 



34. After 'comparatively / relatively' an adjective under positive degree should be used. 

E.g.  

The weather is comparatively hotter today ☓ 

The weather is comparatively hot today. ✔ 

 

35. After 'prefer / preferable' instead of than, 'to' should be used.  

She prefers milk than coffee ☓ 

She prefers milk to coffee ✔ 

Winter is preferable than summer ☓ 

Winter is preferable to summer ✔ 

 

36. The indefinite article 'A' should be used before the word 'Half' when it follows a whole number. 

E.g. 

I stayed in Madras for one and half years. ☓ 

I stayed in Madras for one and a half years. ✔ 

 

37. The adverbs 'too much' is used with nouns and 'much too' is used with adjectives. 

E.g. 

His failure is too much painful for me ☓ 

His failure is much too painful for me ✔ 

 

 

38. The co-relative conjunctions are used in pairs. 

Not only - but also 

Either - or 

Neither - nor 

Both - and 

Though - yet 

Whether – or 

E.g. 

Though he is rich but he is economical. ☓ 

Though he is rich yet he is economical.✔ 

 

39. After the subordinating conjunction 'lest' the auxiliary 'should' is used. 

Work hard lest you fail. ☓ 

Work hard lest you should fail.✔ 

 

40. Dispose of - Sell away. 

He disposed off his scooter. ☓ 

He disposed of his scooter. ✔ 

 



41. The indefinite pronoun "One" should be used as "One's" for its possessive case. 

One should love his country. ☓ 

One should love one's country. ✔ 

 

42. After negative sentences, the question tag used should be in an ordinary interrogative form. 

He works hard, does he? ☓ 

He works hard, doesn’t he? ✔ 

 

43. After negative sentences, the question tag used should be in an ordinary interrogative form. 

She didn't like that book, didn't she? ☓ 

She did not like that book, did she? ✔ 

 

44. Despite and In spite of 

Despite of his hard work, he failed in the examination. ☓ 

Despite his hard work he failed in the examination. ✔ 

In spite of my busy schedule I manage to get 8 hours of sleep every night. ✔ 

 

45. Parallelism 

He is young, intelligent, and has charm. ☓ 

He is young, intelligent, and charming. ✔ 

She likes to read, to travel and blogging. ☓ 

She likes to read, to travel, and to blog. ✔ 

 

 

 

 

 

 

This marks the end of this book. Try to understand each trick thoroughly. After going through this hack-

book, I am sure you would be able to add at least 15-20 more marks in your mark-sheet.  

If you have any suggestions/complaints for this book, please drop a comment at – 

 My blog - sschacks.blogspot.in, or 

 My facebook account, or 

 My email ID: prashantrajcalling@gmail.com 

sschacks.blogspot.in
https://www.facebook.com/prashant.goon

