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1 Comprehensive Notes

1.1 Introduction to Communication

Communication is a fundamental aspect of human interaction. It is the process of exchanging information,
ideas, thoughts, feelings, and emotions through speech, signals, writing, or behavior. In simple terms, it’s a
two-way street where you send a message and also receive one.

1.1.1 The Four Key Communication Skills

To master any language and communicate effectively, one needs to develop four core skills. These are often
called the four pillars of communication.

Listening + Speaking + Reading + Writing

� Listening: The ability to accurately receive and interpret messages in the communication process.

� Speaking: The action of conveying information or expressing one’s thoughts and feelings in spoken
language.

� Reading: The process of looking at a series of written symbols and getting meaning from them.

� Writing: The process of using symbols (letters of the alphabet, punctuation, and spaces) to communicate
thoughts and ideas in a readable form.

1.1.2 The Communication Process

Communication is not just about sending a message; it’s a complete cycle. Understanding this cycle helps in
making communication more effective.

Sender Encoding Channel Decoding Receiver

Feedback

� Sender: The person who initiates the communication.

� Encoding: The process of converting the thought or idea into a message using words, symbols, or
gestures.

� Channel: The medium through which the message is sent (e.g., face-to-face conversation, phone call,
email).

� Decoding: The process where the receiver interprets the message.

� Receiver: The person to whom the message is directed.

� Feedback: The response or reaction of the receiver to the sender’s message. Feedback is crucial as it
confirms whether the message was understood correctly.
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1.2 Session 1: Active Listening

Effective communication must be clear, concise, and accurate.

� Clear: The message should be easy to understand, without any ambiguity. For example, saying ”Please
allow me to reach the office at 11 AM on Tuesday” is clearer than ”Please allow me to reach late on
Tuesday.”

� Concise: The message should be brief and to the point, without unnecessary details.

� Accurate: The message should be factual and verifiable. ”50% of the books are completed” is accurate,
while ”Most of the books are completed” is vague.

1.2.1 What is Active Listening?

Active listening is not just hearing words; it is an art that involves a conscious effort to hear, understand,
respond, and remember what is being said. It shows the speaker that you are engaged and interested.

1.2.2 The Five Stages of Active Listening

1. Receiving: This is the physical act of hearing the message. It involves paying attention and avoiding
distractions.

2. Understanding: This stage involves comprehending the message. You are not just hearing words, but
grasping the meaning behind them.

3. Remembering: The ability to recall the information shared. If you can’t remember what was said, the
communication was ineffective.

4. Evaluating: This is the stage where you judge the message. You might assess its credibility, logic, or
value.

5. Responding: This is the final stage where you provide feedback to the speaker, either verbally (e.g.,
asking questions) or non-verbally (e.g., nodding).

1.2.3 How to Ensure Active Listening: The RESPECT Acronym

A helpful way to remember the key components of active listening is the acronym RESPECT.

R Remove Dis-
tractions

Eliminate anything that might divert your attention, such as mo-
bile phones, television, or background noise. Give the speaker your
full focus.

E Eye Contact Maintain natural eye contact with the speaker. It signals that you
are engaged and listening. Avoiding eye contact can be interpreted
as disinterest.

S Show You Are
Listening

Use non-verbal cues like nodding, smiling, and maintaining an
open posture. These gestures encourage the speaker to continue.

P Pay Attention Focus completely on what the speaker is saying. Try not to let
your mind wander or think about your response while they are
still talking.

E Empathise Try to understand the speaker’s feelings and perspective. Empa-
thy is the ability to put yourself in someone else’s shoes.

C Clarify Doubts If you don’t understand something, ask questions. Paraphrasing
what you heard (e.g., ”So, what you’re saying is...”) is a great way
to confirm your understanding.

T Tune Yourself Be patient. Wait for the speaker to finish their thought before you
respond. Interrupting can break their flow and show disrespect.
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1.2.4 Barriers to Active Listening

Several factors can hinder our ability to listen effectively. Recognizing these barriers is the first step to
overcoming them.

Barrier How it becomes a barrier? How to overcome it?

Being Pre-occupied When your mind is on other
things (personal worries, to-do
lists), you cannot listen carefully
to the speaker.

Focus on the present moment.
Consciously decide to put other
thoughts aside. Keep phones and
other digital devices away.

Noise and Visual
Distractions

A noisy environment or constant
movement can make it physically
difficult to hear or focus on the
speaker.

Move to a quieter location. Cre-
ate a conducive environment by
closing doors or windows to min-
imize distractions.

Past Experiences or
Mindset

Prejudices, biases, or assump-
tions about the speaker or topic
can cause you to misinterpret the
message or stop listening alto-
gether.

Be open-minded. Avoid making
assumptions and try to be objec-
tive in your approach when inter-
acting with others.

Personal Factors Your own feelings, such as anger
or sadness, can affect your ability
to listen. If you have strong pre-
conceptions about the person, it
can color your interpretation.

Be aware of your own emotions.
Allow the other person to finish
speaking completely before you
formulate and deliver your re-
sponse.

1.3 Session 2: Parts of Speech

Parts of speech are the fundamental categories of words based on their function in a sentence. They are the
’building blocks’ of language.

1.3.1 Sentences and Phrases

� Sentence: A group of words that communicates a complete thought, meaning, or action. A sentence
always begins with a capital letter and ends with a punctuation mark (full stop, question mark, or
exclamation mark).

– Example: Raju goes to school.

� Phrase: A group of words that does not make complete sense on its own.

– Example: Raju goes.

1.3.2 Using Capitals: The MINTS Acronym

Capitalization is an important rule in writing. The acronym MINTS helps remember what to capitalize.

Letter Rule Example

M Months (and Days of the week) I will go to college in June. We will meet on Tuesday.

I The pronoun ’I’ Every day, I play tennis with him.

N Names of people, places, rivers, etc. Vidya is in Rajasthan. The Ganges is a holy river.

T Titles used before people’s names. Dr Shah and Mr Patel work together.

S Starting letter of every sentence. The cat ran out of the house.

1.3.3 Punctuation

Punctuation marks are symbols that help structure sentences and make their meaning clear.
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Mark Sign Use Example

Full Stop . Used at the end of a sentence. Also
used for abbreviations.

This is a sentence. Sanjay is a Prof.

Comma , Indicates a pause in a sentence or
separates items in a list.

After the waiter gave me the menu,
I ordered food. I bought apples, or-
anges, and grapes.

Question Mark ? Used at the end of a question. What is your name?

Exclamation Mark ! Used to express strong feelings like
surprise, shock, or anger.

What a pleasant surprise! You are
late!

Apostrophe ’ Shows possession (belonging to
someone) or indicates shortened
words (contractions).

That is Divya’s desk. He isn’t
here (He is not here).

1.3.4 Basic and Supporting Parts of Speech

Part of Speech What they do (Function) Example

Basic Parts of Speech

Noun A naming word for a person, place,
thing, or idea.

In ”Reema wrote a letter,” Reema
and letter are nouns.

Pronoun A word used in place of a noun to
avoid repetition.

In ”Reema is tired. She is resting,”
She is a pronoun.

Adjective A word that describes a noun or pro-
noun.

Reema wrote a long letter.

Verb A word that shows action or a state
of being.

Reema wrote a letter.

Adverb A word that modifies a verb, adjec-
tive, or another adverb. It often an-
swers how, when, where, or how of-
ten.

Reema quickly wrote a letter.

Supporting Parts of Speech

Article Words (’a’, ’an’, ’the’) used before
nouns. ’A’ is for consonant sounds,
’An’ for vowel sounds, ’The’ for spe-
cific items.

A book, an apple, the sun.

Conjunction A word that joins words, phrases,
or sentences. Common examples are
’and’, ’but’, ’or’.

Sheela and I went to the market.

Preposition A word that shows the relationship
between a noun/pronoun and an-
other word. It often indicates loca-
tion or time (’in’, ’on’, ’at’, ’under’).

The cat is on the roof. I live in
Delhi.

Interjection A word that expresses a strong, sud-
den emotion. It is often followed by
an exclamation mark.

Wow! That’s great news. Oh no!
I forgot my keys.

1.4 Session 3: Writing Sentences

Writing involves constructing sentences in a logical sequence to form paragraphs and convey a complete idea.

1.4.1 Parts of a Sentence

Almost all sentences have a subject and a verb. Many also have an object.

� Subject: The person or thing that performs the action. (To find it, ask ”Who or what performed the
action?”)

� Verb: The action word. (To find it, ask ”What is the action?”)
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� Object: The person or thing that receives the action. (To find it, ask ”Who or what received the
action?”)

Example: Nisha (Subject) sells (Verb) a laptop (Object).

1.4.2 Types of Objects

� Direct Object: Directly receives the action of the verb. It answers the question ”what?”.

– Example: Abdul gave a gift. (What did Abdul give? A gift.)

� Indirect Object: Receives the direct object. It answers the question ”to whom?” or ”for whom?”.

– Example: Abdul gave a gift to his mother. (To whom did he give the gift? To his mother.)

1.4.3 Active and Passive Voice

The ”voice” of a sentence tells us whether the subject is performing the action or receiving it.

� Active Voice: The subject performs the action. This voice is generally more direct and clear.

– Example: Sanjay broke the glass. (Sanjay is the subject, and he did the action of breaking.)

� Passive Voice: The subject receives the action. The focus shifts from the doer to the receiver of the
action.

– Example: The glass was broken by Sanjay. (The glass is the subject, and it received the action of
being broken.)

1.4.4 Types of Sentences

Sentences can be categorized based on their purpose.

Type Purpose Example

Declarative Makes a statement or provides information. It
ends with a full stop (.).

I go to the office. It
is very cold.

Interrogative Asks a question. It always ends with a question
mark (?).

Did you go to the
office? How is the
weather?

Exclamatory Expresses a strong emotion (joy, surprise, sad-
ness). It ends with an exclamation mark (!).

I received the prize
for the best em-
ployee! Oh, it’s very
cold!

Imperative Gives a command, makes a request, or offers
advice. It can end with a full stop (.) or an
exclamation mark (!).

Go to the office to-
day. Wear your
sweater. Get out!

1.4.5 Paragraphs

A paragraph is a group of sentences that are all related to a single, common idea. When you want to introduce
a new idea, you should start a new paragraph. This helps to organize your writing and makes it easier for the
reader to follow.
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2 Practice Questions

2.1 Multiple Choice Questions (MCQs)

1. Which of the following is NOT one of the four key communication skills?

(A) Listening

(B) Speaking

(C) Thinking

(D) Reading

Answer: (C)

2. In the communication cycle, what is the receiver’s response to the sender called?

(A) Channel

(B) Feedback

(C) Encoding

(D) Message

Answer: (B)

3. A message that is factual and verifiable is said to be:

(A) Clear

(B) Concise

(C) Complete

(D) Accurate

Answer: (D)

4. Which stage of active listening involves judging the value and credibility of the message?

(A) Receiving

(B) Understanding

(C) Evaluating

(D) Responding

Answer: (C)

5. In the RESPECT acronym for active listening, what does ’C’ stand for?

(A) Communicate

(B) Clarify doubts

(C) Concentrate

(D) Channel

Answer: (B)

6. Which of the following is a barrier to active listening?

(A) Maintaining eye contact

(B) Asking questions

(C) Being pre-occupied

(D) Empathising

Answer: (C)

7. According to the MINTS rule, which of the following should be capitalized?

(A) The word ’he’

(B) The month ’july’

(C) The word ’book’

(D) The word ’run’

Answer: (B)

8. Which punctuation mark is used to show possession?
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(A) Comma (,)

(B) Full Stop (.)

(C) Apostrophe (’)

(D) Question Mark (?)

Answer: (C)

9. A word that describes a noun is called a(n):

(A) Verb

(B) Adverb

(C) Noun

(D) Adjective

Answer: (D)

10. In the sentence ”She quickly ran home,” what part of speech is ’quickly’?

(A) Adjective

(B) Verb

(C) Adverb

(D) Noun

Answer: (C)

11. Which of the following is a conjunction?

(A) on

(B) but

(C) she

(D) wow

Answer: (B)

12. In the sentence ”He gave me a book,” what is the direct object?

(A) He

(B) gave

(C) me

(D) a book

Answer: (D)

13. Which of these sentences is in the passive voice?

(A) The dog chased the cat.

(B) I am writing a letter.

(C) The ball was thrown by the boy.

(D) She opened the door.

Answer: (C)

14. What type of sentence gives a command or makes a request?

(A) Declarative

(B) Interrogative

(C) Exclamatory

(D) Imperative

Answer: (D)

15. ”What a beautiful day!” is an example of which type of sentence?

(A) Declarative

(B) Interrogative

(C) Exclamatory

(D) Imperative

Answer: (C)

16. The process of converting thoughts into a message is called:
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(A) Decoding

(B) Feedback

(C) Encoding

(D) Channeling

Answer: (C)

17. A group of words that communicates a complete thought is a:

(A) Phrase

(B) Clause

(C) Sentence

(D) Paragraph

Answer: (C)

18. Which of these is a supporting part of speech?

(A) Noun

(B) Verb

(C) Preposition

(D) Adjective

Answer: (C)

19. In the sentence ”The glass was broken,” the subject is:

(A) performing the action

(B) receiving the action

(C) describing the action

(D) not present

Answer: (B)

20. The word ’Wow!’ is an example of a(n):

(A) Conjunction

(B) Interjection

(C) Preposition

(D) Adverb

Answer: (B)

2.2 One-Word Answer Questions

1. The person who initiates a message is called the . (Sender)

2. The medium through which a message is sent is the . (Channel)

3. The ability to put yourself in someone else’s shoes is called . (Empathy)

4. The ’S’ in the MINTS acronym stands for . (Starting letter of sentences)

5. A word used in place of a noun is a . (Pronoun)

6. A word that shows action is a . (Verb)

7. The punctuation mark used at the end of a question is a . (Question Mark)

8. The words ’a’, ’an’, and ’the’ are known as . (Articles)

9. The person or thing that performs the action in a sentence is the . (Subject)

10. The person or thing that receives the action in a sentence is the . (Object)

11. A sentence that makes a statement is called a sentence. (Declarative)

12. A group of sentences about a single idea forms a . (Paragraph)

13. The ’R’ in the RESPECT acronym stands for . (Remove Distractions)
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14. A group of words that does not make complete sense is a . (Phrase)

15. The ’T’ in MINTS stands for capitalizing . (Titles)

16. A word that joins two sentences, like ’and’ or ’but’, is a . (Conjunction)

17. The object that answers the question ”to whom?” or ”for whom?” is the object. (Indirect)

18. In voice, the subject performs the action. (Active)

19. The first stage of active listening is . (Receiving)

20. A message that is brief and to the point is . (Concise)

2.3 Differentiate Between Questions

1. Sentence and Phrase
Answer: A sentence is a group of words that expresses a complete thought and can stand alone (e.g.,
”The sun is shining.”). A phrase is a group of words that does not express a complete thought and
cannot stand alone (e.g., ”shining brightly.”).

2. Active Voice and Passive Voice
Answer: In the active voice, the subject of the sentence performs the action (e.g., ”The cat chased the
mouse.”). In the passive voice, the subject receives the action (e.g., ”The mouse was chased by the cat.”).

3. Direct Object and Indirect Object
Answer: A direct object is the noun or pronoun that directly receives the action of the verb (answers
”what?”). An indirect object is the recipient of the direct object (answers ”to whom?” or ”for whom?”).
In ”She gave me a flower,” ’a flower’ is the direct object and ’me’ is the indirect object.

4. Noun and Pronoun
Answer: A noun is a word that names a person, place, thing, or idea (e.g., ’Rahul’, ’school’). A pronoun
is a word used to replace a noun to avoid repetition (e.g., ’he’, ’it’).

5. Adjective and Adverb
Answer: An adjective describes or modifies a noun or pronoun (e.g., ”a beautiful flower”). An adverb
describes or modifies a verb, an adjective, or another adverb, often telling how, when, or where (e.g.,
”She ran quickly.”).

6. Declarative and Interrogative Sentence
Answer: A declarative sentence makes a statement and ends with a full stop (e.g., ”It is a sunny day.”).
An interrogative sentence asks a question and ends with a question mark (e.g., ”Is it a sunny day?”).

7. Conjunction and Preposition
Answer: A conjunction is a word that connects words, phrases, or clauses (e.g., ’and’, ’but’, ’or’).
A preposition is a word that shows the relationship between a noun/pronoun and other words in the
sentence, often indicating location or time (e.g., ’in’, ’on’, ’under’).

8. Encoding and Decoding
Answer: Encoding is the process by which the sender converts a thought or idea into a message (e.g.,
choosing words to speak). Decoding is the process by which the receiver interprets the sender’s message.

9. Listening and Hearing
Answer: Hearing is a passive, physical process of perceiving sound. Listening is an active, mental process
that involves not only hearing the sound but also understanding, interpreting, and evaluating the message.

10. Imperative and Exclamatory Sentence
Answer: An imperative sentence gives a command or makes a request (e.g., ”Please close the door.”).
An exclamatory sentence expresses strong emotion and ends with an exclamation mark (e.g., ”What a
surprise!”).
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2.4 Short Answer Questions

1. Why is feedback an essential part of the communication process?
Answer: Feedback is essential because it completes the communication loop. It allows the sender to
know whether their message was received, understood, and interpreted correctly by the receiver. Without
feedback, communication is a one-way process, and misunderstandings cannot be identified or corrected.

2. List the four main barriers to active listening.
Answer: The four main barriers to active listening are:
(1) Being pre-occupied with other thoughts,
(2) Noise and visual distractions in the environment,
(3) Past experiences or a biased mindset, and
(4) Personal factors like emotions or preconceptions about the speaker.

3. Explain the MINTS acronym for capitalization with one example for each letter.
Answer: MINTS is an acronym for capitalization rules:
M for Months (e.g., December),
I for the pronoun ’I’ (e.g., I am here),
N for Names (e.g., Priya, India),
T for Titles (e.g., Dr. Smith), and
S for the Starting letter of a sentence (e.g., The car is red).

4. What are the four main types of sentences based on their purpose?
Answer: The four main types of sentences are:
(1) Declarative, which makes a statement;
(2) Interrogative, which asks a question;
(3) Exclamatory, which expresses strong emotion; and
(4) Imperative, which gives a command or makes a request.

5. What is the difference between a clear and a concise message?
Answer: A clear message is one that is easy to understand and unambiguous, leaving no room for
misinterpretation. A concise message is one that is brief and to the point, conveying information without
unnecessary words or details. A message can be clear but not concise, and vice versa.

6. Identify the subject, verb, and object in the sentence: ”The students wrote an essay.”
Answer: In the sentence, the
Subject is ”The students” (who performed the action), the
Verb is ”wrote” (the action), and the
Object is ”an essay” (what received the action).

7. Why is it important to avoid distractions while practicing active listening?
Answer: It is important to avoid distractions because active listening requires full concentration. Dis-
tractions like mobile phones or background noise divide your attention, making it difficult to receive the
message accurately, understand its nuances, and remember the information being shared.

8. What are supporting parts of speech? Give two examples.
Answer: Supporting parts of speech are words that connect the main parts of speech (nouns, verbs, etc.)
to form coherent sentences. They add structure and meaning. Two examples are prepositions (e.g., ’in’,
’on’, ’at’) and conjunctions (e.g., ’and’, ’but’, ’or’).

9. Convert the following active sentence to passive voice: ”The teacher explained the lesson.”
Answer: The passive voice version is: ”The lesson was explained by the teacher.”

10. What is the purpose of a paragraph in writing?
Answer: The purpose of a paragraph is to organize writing by grouping related sentences together. Each
paragraph focuses on a single main idea, which makes the text easier for the reader to understand and
follow the flow of logic.
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2.5 Long Answer Questions

1. Describe the five stages of the active listening process in detail. Why is each stage impor-
tant for effective communication?
Answer: The five stages of active listening are Receiving, Understanding, Remembering, Evaluating, and
Responding.
1. Receiving: This is the initial, physical stage of hearing the speaker’s words. It is important because
if the message is not heard correctly due to noise or lack of attention, the rest of the process fails.
2. Understanding: This stage involves comprehending the meaning of the words and the context of
the message. It’s crucial because hearing words without understanding their meaning leads to miscom-
munication.
3. Remembering: This is the ability to store and recall the information for future use. This stage is
vital for building on conversations, making decisions, and showing the speaker that their message was
valued.
4. Evaluating: In this stage, the listener critically assesses the message, judging its logic, truthfulness,
and importance. This is important for making informed decisions and not blindly accepting all informa-
tion.
5. Responding: This is the final stage where the listener provides feedback, either verbally or non-
verbally. This stage is essential as it confirms to the speaker that they have been heard and understood,
completing the communication cycle.

2. Explain the elements of the communication cycle using a real-world example, such as or-
dering food at a restaurant.
Answer: The communication cycle consists of a sender, encoding, a message, a channel, a receiver, de-
coding, and feedback. Let’s use the example of ordering food:
Sender: You, the customer, are the sender. You have a thought: ”I want to order a pizza.”
Encoding: You convert this thought into words, forming the message. You decide to say, ”I would like
to order one large pepperoni pizza.”
Message: The spoken words, ”I would like to order one large pepperoni pizza,” constitute the message.
Channel: The medium is face-to-face conversation (sound waves traveling through the air).
Receiver: The waiter is the receiver of your message.
Decoding: The waiter hears your words and interprets their meaning: the customer wants a specific
type of pizza.
Feedback: The waiter provides feedback to confirm understanding. They might say, ”One large pepper-
oni pizza, is that correct?” This feedback ensures the message was received accurately before the order
is placed.

3. What are the basic parts of speech? Define each one and provide a sentence where it is
used correctly.
Answer: The five basic parts of speech are Nouns, Pronouns, Adjectives, Verbs, and Adverbs.
1. Noun: A noun is a word that names a person, place, thing, or idea. Example: The dog barked at
the mailman.
2. Pronoun: A pronoun is a word used in place of a noun to avoid repetition. Example: Rahul is my
friend. He is very kind.
3. Adjective: An adjective is a word that describes or modifies a noun or pronoun. Example: She wore
a beautiful dress.
4. Verb: A verb is a word that expresses an action or a state of being. Example: The children play in
the park.
5. Adverb: An adverb is a word that modifies a verb, an adjective, or another adverb. It often answers
how, when, or where. Example: He ran quickly to catch the bus.

4. Discuss the common barriers to effective listening and suggest practical ways to overcome
each one. Why is overcoming these barriers crucial in both personal and professional life?
Answer: Common barriers to listening include being pre-occupied, environmental distractions, personal
biases, and emotional interference.
1. Being Pre-occupied: When our mind is elsewhere, we can’t focus. To overcome this, one must
practice mindfulness, consciously decide to focus on the speaker, and put away distracting devices like
phones.
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2. Environmental Distractions: Loud noises or visual chaos can make it hard to hear. This can be
overcome by moving to a quieter place or taking steps to reduce the noise, such as closing a door.
3. Personal Biases: Prejudices about the speaker or topic can cause us to tune out or misinterpret.
Overcoming this requires an open mind, a willingness to listen objectively, and a focus on the message
rather than the messenger.
4. Emotional Interference: Strong emotions can cloud our judgment and listening ability. To manage
this, one should be aware of their emotional state and, if necessary, postpone the conversation until they
can listen calmly and rationally.
Overcoming these barriers is crucial because effective listening builds trust, fosters understanding, and
prevents conflicts in personal relationships. In professional life, it leads to better teamwork, fewer errors,
and improved customer satisfaction.

5. Write a short paragraph on a topic of your choice (e.g., ”My Favorite Hobby”). Then,
identify at least one example of a noun, a verb, an adjective, a preposition, and a conjunction
from your paragraph.
Answer: (Example Paragraph) My favorite hobby is reading books. I love exploring different worlds and
meeting interesting characters through the pages of a good story. Reading is a peaceful activity, and it
helps me relax after a busy day. I often sit in my comfortable chair with a warm cup of tea and get lost
in a thrilling adventure or a thoughtful novel.

Identification of Parts of Speech:

� Noun: hobby, books, worlds, characters, story, activity, day, chair, cup, tea, adventure, novel

� Verb: is, love, exploring, meeting, helps, relax, sit, get

� Adjective: favorite, different, interesting, good, peaceful, busy, comfortable, warm, thrilling,
thoughtful

� Preposition: through, of, after, in, with

� Conjunction: and

13


	Comprehensive Notes
	Introduction to Communication
	The Four Key Communication Skills
	The Communication Process

	Session 1: Active Listening
	What is Active Listening?
	The Five Stages of Active Listening
	How to Ensure Active Listening: The RESPECT Acronym
	Barriers to Active Listening

	Session 2: Parts of Speech
	Sentences and Phrases
	Using Capitals: The MINTS Acronym
	Punctuation
	Basic and Supporting Parts of Speech

	Session 3: Writing Sentences
	Parts of a Sentence
	Types of Objects
	Active and Passive Voice
	Types of Sentences
	Paragraphs


	Practice Questions
	Multiple Choice Questions (MCQs)
	One-Word Answer Questions
	Differentiate Between Questions
	Short Answer Questions
	Long Answer Questions


