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Time for Dictation: Seven minutes
Time for Transcription: One hour
(Maximum Marks: 100}

INSTRUCTIONS TO THE SUPERINTENDENT

1. The foliowing passage and letter are to be dictated to the candidates once only, in a loud and
distinct voice, nc word or phrase being repeated and no punctuation marks being mentioned.

2. The passage and letter are to be dictated at the rate of 80 words per minute. They are marked into
portions of one minute's duration and each of these is sub-divided into quarters. The reader will read
with @ watch in his hand and notice, at every quarter minute, whether he is strictly adhering to the
speed.

3. Before dictation is commenced, the candidates should be told that they should take down the
following passage and letter in the intermediate style of phonography.

4. As spon as the dictation is over, the candidates should be told that they should transcribe it into
longhand verbatim.

5. At the end of the time allotted for transcription, both the shorthand and longhand performances of the
candidates should be fastened together and given to the Superintendent.

6. Before commencing the dictation, the reader should first read through the passage for himself so as
to be acquainted with it and for the purpose of adjusting the speed of dictation to the prescribed time.

7. Befare commencing the dictation, the candidates should be informed that ten marks are reserved
for their shorthand performance.

8. The candidates may be informed that their handwriting during transcription should be legible and that
sufficient space should be left between lines.

Dear Students, celebrations of / this educational
institution which is one of the

I wish to express my oldest in this city.

happiness to be in your midst and

to exchange some of my I am told that this institution
views/with you. I would like to had a//humble beginning when it
state at the outset that T am much was started a hundred vears ago.
impressed by the beauty of this// I am also aware that it was
City. I am also aware of the fact established to educate///a few
that this city is well-known for its girls of this area and its
educational  institutions  which surroundings. It is a matter of
attract students /// from all parts great satisfaction for all of us
of the country. I would also like to (2)that it has become a famous
place on record my appreciation institution of learning and it is
for the student community (1) considered as one of the best
which has given colour and life to performing schools/in the whale
this function. I am very happy to country.

participate in the centenary
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This educational institution is
very well-known for its standard of
education. This has become
possible because//of the hard
work and dedication of its staff
and aiso students. I hope that
this school will continue its///good
work in the field of education in

the years to come. You are all
aware of the fact that
(3)education alcne helps the

students to understand the world
and to become better individuals.
On this occasion I think it/is my
duty to advise you to prepare
yourself for a very bright future.

I hope that vyou will
appreciate//the fact that women
make up about half the population
of our country. A nation cannot
progress without educating /// and
empowering its women. It is
important  for  primary  and
secondary schools to provide more
support to their students so(4)that
they may become self - confident
and strong.

At this juncture, I would like
to stress the need to improve/the
economic condition of women,
particularly in villages and rural
areas. There is no doubt that this

couid be done// through the
activities of women self - help
groups. I  believe that an

educated woman can take better
care of her///family.

198/1—2
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With these words, I express
my good wishes to you for success
in the years to come. Thank you.

(5)

Letter dated 1% February
2016 from James and Company,
Kolkata to Messrs. Kesavan and
Brothers, Hyderabad.

Dear Sirs,/

We are in receipt of your
letter dated 20th January, 2016
wherein you have pointed out
the//delay on our part in sending
the goods ordered by you and the
difficulties you faced on account of
the///delay. We really regret very
much the said delay on our part.

We wish to bring to your
kind attention(6)the circumstances
which prevented us from sending
the goods ordered promptly.
There was a labour problem which
resuited in the / strike of the
workers and the consequent
stoppage of production. The
labour problem has now been
solved and production
has//already begun. We hope that
there will be no further dispute
with labour. The workers are now
prepared to work///overtime to
increase the production. We
would like to assure you that such
delays will not recur. -

Yours faithfully,(7)
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Time for Dictation: Seven minutes
Time for Transcription: One hour and fifteen minutes

{(Maximum Marks: 100)
INSTRUCTIONS TO THE SUPERINTENDENT

1. The following passage is to be dictated to the candidates once only, in a loud and distinct voice, no werd or
phrase being repeated and no punctuation marks being mentioned.

2. The passage is to be dictated at the rate of 100 werds per minute. It is marked into portions of one minute's
duration and each of these is sub-divided into quarters. The reader will read with a watch in his hand and notice, at
every quarter minute, whether he is strictly adhering to the speed.

3. As spon as the dictation is over, the candidates should be told that they should transcribe it into longhand
verbatim. At the end of the time allowed for transcription, both their sherthand and longhand performances should
be fastened together and given to the Superintendent.

4. Before commencing the dictation, the reader should first read through the passage and adjust himself to the
required speed with the help of a watch which has a second-hand.

5. Before commencing the dictation, the candidates should be informed that ten marks are reserved for their
shorthand performance.

6. The candidates should be informed that their handwriting during transcription should be legible and that sufficient
space should be left between lines.

* kK

Mr. Speaker, Sir, honourable that we have to make much
members have dealt with various progress. In this connection, it is
points in the course of the debate. necessary to provide for // annual
First of all, I would like to give an maintenance charges for minor
/ idea with regard to what we irrigation sources. Honourable
have done in the matter of minor Members will be glad to know that
irrigation and what we are going the Finance Commission also has
to do. I am glad to // say that taken note of this demand /// in
there has been a very good the matter of allocation to the
response from the States to the States.

minor irrigation programme, I
would like to point out that certain
//{ priorities have been laid down
for the minor irrigation
programme in the States.
Completion of all the minor
irrigation works already taken up
in the (1) various States is priority
Number 1 for the allocation during
a year. Then, so far as renovation
of old tanks and irrigation sources
is concerned, / some gllocation is
reserved for this purpose. I agree

As far as minor irrigation is
concerned, I may assure the
House that we will give the (2)
highest priority to the tapping of
water. But, at the same time, I
have to point out that for this
purpose it is necessary to / make
a survey to find out where ground
water is available and what should
be done to tap that water. I may
inform the House // that we have
set up a Cell for this purpose and
it will take up this survey so that
198/2—1 [turn over.....



we may know the sources of ///
water available in the country.
So, we will go on tapping this
water as much as possible. For
this purpose we require some
equipment. I (3) want the House
to know that all this has been
given the highest priority.

Then, there is some doubt
with regard to the use of /
chemical fertilisers. It is not as if I
am against organic manure. On
the other hand, I feel that, for the
purpose of keeping the // balance,
it is necessary to use a certain
quantity of organic manure.
Without that, perhaps it may not
be possible to get the best out ///
of the land. So, we are laying
emphasis on this.

In addition to that, I would
like to point out that we have
plant protection(4) measures. 1
am glad to say that great
importance has been given by the
Planning Commission to the use of
foreign exchange for improving
agriculture. / S0, we hope that all
these things will be available to us
in sufficient quantities as far as
our programme is concerned,

Then, it is // important that
there should be credit facilities for
the farmers. In spite of all that
we have done with regard to co-
operative development, Co-
operative credit /// is now going
only to big people. So, we are
trying to find out what should be

198/2—2

done to take care of the small
farmer.(5)

Letter from Guru and
Company, Madurai to Messrs.
Palani and Company, Coimbatore.

Dear Sirs,

We enclose an enquiry to
which we shall be glad to / have
an early reply. You will remember
that we sent a similar enquiry a
few months ago. You said that
your were not able to // send your
guotation due to circumstances
which were temporary. At the
same time, you wanted to. be
given an opportunity on the next
occasion. /// We understand that
you are now able to work under
normal conditions and you are
anxious to work for us. The
material that we are (6) about to
order is wanted for a big contract.
We are sure that we can succeed if
we can get the co-operation of
people like / you upon whom we
have relied for years. Of course,
we are aware of the circumstances
under which you were not able to
submit your // quotation on the
last occasion. We are glad that
you are now in a happy position
and that you can help us. In the
circumstances we trust that we ///
shall be able to resume the
business association that was for
many years mutually profitable.

Yours faithfully,(7)
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Time for Dictation — Section I: Four minutes
Time for elaboration and for answering of: One hour and forty-five minutes.
Questions on principles
(Maximum Marks: 80}
INSTRUCTIONS TO THE SUPERINTENDENT

1. The following passage is to be dictated at the rate of 100 words per minute. It is marked into
portions of one minute’s duration and each of these is sub-divided into quarters. The reader will read
with a watch in his hand and notice, at every quarter minute, whether he is strictly adhering to the
speed.

2. The passage is to be dictated to the candidates once only, in a loud and distinct voice, no
word or phrase being repeated and no punctuation marks being mentioned.

3. As soon as the dictation is over, the candidates should be told that they should elaborate the
notes into longhand in proper documentary form for signature wherever required.

4. Both the shorthand and longhand performances should be delivered to the Chief
Superintendent, stitched along with the answer for Section |1 of this paper.

5. The number of each question should also be dictated.

6. Before commencing the dictation, the reader should first read through the passage and
adjust himself to the required speed with the help of a watch which has a second-hand.

7. Before commencing the dictation, the candidates should be told that five marks are set
apart for their shorthand performance.

8. The candidates should be informed that their handwriting during elaboration should be legible
and that sufficient space should be left between lines.

1. Sealed Tenders are machine”. Tenders which are not
invited for the supply of 1,000 sealed or properly superscribed
tailor model, leg operated sewing are liable to / be rejected. Any or
machines. The goods should be all tenders may be rejected by
delivered on or before/15" Director of Social Welfare without
February 2016. Fuller assigning any reason. Draft
specification on terms  and Tender Notice.
conditions can be obtained from ‘ (Marks:30)
the office of the Director of Social
Welfare,//Chennai, on any working 2. Applications are invited
day. Last date for receipt of the // by the Commandant, Officers
tenders is 3 p.m. on 17" January Training Academy, Chennai, for
2016. Tenders///will be opened at the post of Lower Division Clerk.
4 p.m. on the same day in the The candidate must have passed
presence of the tenderers or their 12t Standard from a
representatives who wish to be recognised///Board or University.
present.(1)Tenders must be sent He should have typing speed in
in sealed covers superscribed English at 30 words per minute on
“Tenders for tailor model, sewing computer. Scale of pay for the

[turn over.....
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post is (2) Rs.5,000 to Rs.20,000
with Grade pay of Rs.2,000. Age
should be between 18 and 27.
Applications / giving full
particulars of qualification,
experience and age should reach
the Commandant, Officers Training
Academy, St.Thomas Mount,
Chennai, at or before 3 p.m. // on
3" October 2015. The Academy
will not be responsible for postat
delay. Draft advertisement tc be
issued by the Commandant.
(Marks: 25)

3. /// A 50-year old woman
was run over and four others were
injured  when a Metropolitan
Transport Corporation bus
rammed a bus shelter on(3)

198/3—2

Lattice Bridge Road, Adyar. The
bus was speeding fast to the
scheduled stop. It first hit a two-
wheeler and then the vehicle ran
over / a homeless woman on the
platform and 4 others who were
waiting for the bus. After hitting
the bus shelter, the vehicle came
to a// halt. The injured were
rushed to the Government
Royapettah  Hospital, Chennai.
The bus driver has been arrested.
The bus shelter was crushed in the
impact. ///Bus driver said that he
steered to his left to avoid a two-
wheeler on the right side. Draft
eye-witness account of . the
accident. (4) '

(Marks: 20)
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Time for elaboration and for answering

of questions on principles - One hour and forty five minutes

- SECTION 11
(Maximum Marks: 100)
PITMAN’S SYSTEM

Marks
I. (a) Elaborate the notes dictated to you in proper
documentary form for signature wherever necessary. 80
I1. (a) Define “vowel”. 2
(b) How is the Prefix “Magnia-*, “magne-" or “magni-" 3
represented in Shorthand? Give examples.
(c) State with examples, which form of stroke “R” is 2
used after a single straight upstroke.
1I1.(a) Expléin, with examples,"when the Doubling Principle is 4
not employed. )
(b) How is the word “attention” represented in Shorthand, 2
using the method of Intersection?
(c) For what purposes is “Sw” circle used in phraseography? 2
Give examples. '
Iv. Write the following in Shorthand: 5
(a) verbally

(b) maintenance

(¢) opportunity

(d) transition

{e) shouid be able to

198/4
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Time for Dictation: Seven minutes
Time for Transcription: One hour and thirty minutes

{Maximum Marks: 100}

INSTRUCTIONS TO THE SUPERINTENDENT

1. The following speech and letter are to be dictated to the candidates once only, in a loud and
distinct voice, no word or phrase being repeated and no punctuation marks being mentioned.

2. The passages are to be dictated at the rate of 120 words per minute. They are marked into
portions of one minute's duration and each of these is sub-divided into quarters. The reader will read
with a watch in his hand and notice, at every quarter minute, whether he is strictly adhering to the
speed.

3. The candidates must be told that they should take down the following passage in sharthand
and transcribe it into longhand verbatim. At the end of the time allotted for transcription, both the
shorthand and longhand performances of the candidates should be fastened together and given to the
Superintendent. ‘

4. Before dictation is commenced, the candidates should be told that they should take down the
following passage and ietter in the reporting style of phonography.

5. Before commencing the dictation, the reader should first read through the passage for
himsef so as to be acquainted with it and for the purpose of adjusting the speed of dictation to the
prescribed time.

6. Before commencing the dictation, the candidates should be informed that ten marks are
reserved for their shorthand performance.

7. The candidates should be informed that their handwriting during transcription should be
legible and that sufficient space should be left between lines.

Mr. Speaker, Sir, at the problem, I would like to say this.
outset, I thank the honourable We were doing our best to save
Members for the constructive the /// peopie of this State by
suggestions they have made in the giving relief to them. But, in spite
course of the debate. of that, it has been said that we

I think you will agree that / have made difference between
the debate was mainly region and region. In this
concentrated on famine, Of connection (1), I may tell the
course, we all agree that we are House that as far as this matter is
passing through a very difficult concerned, our conscience is quite
period and the people are clear. As Finance Minister, I am
suffering a lot. Now we // have to aware of the expenditure which
see how we can give relief to the was sanctioned / for the purpose
people. In dealing with this of famine relief. Those who think

{turn over.....
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that we have not gone far to give
more relief have not understood
the magnitude of the problem and
the resources // available to the
Government to meet the famine
conditions. Honourable Members
think that we have got enough
resources to meet the problem of
this size. It is not true. That ///is
why the Chief Minister told the
House yesterday that this was an
unprecedented famine. It is not
as if we are going through normal
times. We are passing through
(2) abnormal times. There was
drought during the iast six years.
To that extent,‘ the resources of
the Government have been
affected. That was why the Chief
Minister said that the/ Central
Government must come to the aid
of this State.

In the coming year, I hope
that we will have normal
conditions so that the people may
get some relief. //It is with that
hope that the Government have
provided for 17 lakhs of rupees for
famine relief. Honourable
Members need not think that this
is the only amount/// that is
available for famine relief. I would

like to point out that there are

198/5—2

many other sources from which

adjustments can be made. If there
is distress in a (3) particular area,
we can divert money to that area.
If any area is affected again by
drought conditions, we will face it
with determination and I am sure
that I/ will have the co-operation
of the House in providing relief to
the affected people.

We are talking of famine. At
the same time, we have also to
face the praoblem [/ of
unemployment and the llpwz
purchasing power among the
people. In my opinion, this is due
to the fact that the majority of
our people are engaged in
agriculture and /// agriculture
depends upon a fair monsocon. If
there is failure of monsoon, to that
extent, production goes down.
S0, when there has been failure of
monsoon for six years, the (4)
purchasing power of the peopie
goes down. There is nothing
surprising about it. The Leader of
the Opposition seems to think that
if we give 75 per cent of / the
produce to the tenant, it will lead
to increased production. But I
would like to point out that we are

mostly a state of peasant



proprietors. In spite of // that,
‘production is going down. As a
matter of fact, production has
gone down throughout the
country. If that is so, it is due to
Further, it ///

must be remembered that the

failure of rains.

land holdings are small and the
peasants do not have sufficient
capital to invest in agriculture. We
must  improve the economic
condition of the peasants.(5)

Letter from Varadan and
Company, Tirupur, to Messrs.
Ramanujam and Company,
Chennai.

Dear Sirs,

We thank you very much for
your letter of the 3 instant. In
this connection, we / would like to
inform you that we have received
just now the four consignments of
the glass articles sent by you by
rail. We are glad to inform you
that // we are very much pleased
with the quality of the goods
supplied to us. At the same time,
we regret to inform you that one

of these consignments have been

198/5—3

/// damaged so much that they
have become useless, But we
wish to teil you that the damage
had not been due to any mistake
on your part. It is clear (6) to us
that the damage has occurred
during transit by rail. We have
seen that the railway authorities
have not taken sufficient care in
handling the goods. It seems to /
us that some heavy goods were
placed above this consignment.
As a result, the goods have been
damaged.

We have reported the
matter to the railway authorities.
We enclose a // copy of our letter
of complaint lodged with the
railway authorities so that you
may pursue the matter with them
and claim damages. Apart from
that, according to the terms ///
and conditions of the contract of
sale entered into by us, we shall
be glad if you make necessary
arrangements to send goods to

replace the damaged articles.

Yours faithfully,(7)
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CONDENSATION AND ELABORATION

Section I ... Time for Dictation of matter for Condensation: 5 minutes
Section II ...Time for Dictation of matter for Elaboration  : 4 minutes

Time for both condensation and elaboration: 2 hours and 15 minutes

Maximum Marks for Condensation: 40
Maximum Marks for Elaboration : 60

Important Note:- Afler the dictation for condensation is over, giving an interval of two minutes. the passage
for elaboration should be dictated. Both dictations should be taken in the same shorthand
notebook. During the intervai of two minutes, the candidates should remain in their seats
and should not leave the dictation hall,

SECTION -1

Matter for Condensation --- Time for dictation : 5 minutes.
INSTRUCTIONS TO THE SUPERINTENDENT

1. The passage set for thig section should be dictated to the candidates in five minutes at the rate of 120
words a minute. it is marked for each minute, which again is sub-divided into guarter minutes. The passage should
be read loudly and distinctly and only once. The reader will read with a watch in hand and notice for every quarter
minute whether he is adhering to the time.

2. The candidates should first be told that they should take down the following passage in the reporting
style of phonography and condense it into a summary of about 200 words with a suitabie heading and sub-
headings, using the indirect form of speech and the past tense. The number of words should be counted and noted
at the end of the summary.

3. Both the shorthand and longhand performances should be fastened together and given to the Chief
Superintendent.

4. Before commencing the dictation, the reader should first read through the passage for himself so as to
be acquainted with it and for the purpose of adjusting the speed of dictation to the prescribed time.

5. Before commencing the dictation, the candidates should be informed that five marks are reserved for
their sharthand performance.

6. The candidates should be informed that their handwriting during condensation should be legible and
that sufficient space should be left between lines.

Speaking in the Legislative how far at least some of them
Council on the Draft Second Five- may be fulfilled. The first
year Plan for the State of Tamil objective /// is an increase in
Nadu, the Leader of the Opposition national income. For this purpose
said: figures have been given as to the

growth in national income. But I
would like to point out that as long
(1) as the price levels of all
commodities change from time to
time, we cannot say that the
increase in national income will
increase the purchasing power of
the people.

“Sir, I am glad that we/have
an opportunity to discuss the
proposals for the Second Five-year
Plan. Now, we may examine the
objectives of this Plan. So far as
this State is concerned, it// is
good to see how far these
objectives are found in the

proposals placed before us and
[turn over.....
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Then, / the second objective

is full employment. I think it is
one of the basic factors to be
taken into consideration. So far
as this problem is concerned, it is
one// of the most urgent
problems. It is not correct to say
that there will be employment for
millions of people because various
industrial concerns will be started.
As /// a matter of fact,
unemployment is a problem of the
locality because we cannot take
the unemployed people from one
part of the country to the other.
(2) People who are unemployed
are spread all over the country.
They are not confined to any one
part of the country. It will not be
very easy to move them./ It has
been proposed that there must be
a labour force which must be able
to go from one part of the country
to the other. T would like to // say
that it is the most difficult thing to
raise such a fabour force. Then, in
the case of the educated people,
some of them should be absorbed
by the ///expansion of educational
activities in the State. Unless they
are given employment, the
position with regard to
unemployment will deteriorate.

Now, I shall take up some of
the main features (3) of the
Second Five-year Plan. The main
aim, under the present
circumstances, is to provide the
basic necessaries of life to the
people, namely, food, clothing and
housing. So / far as production of

198/6—2

food is concerned, we have been
able to complete a great deal of
the irrigation projects in our State.
It is proposed that in the Second
// Plan, some more irrigation
projects will be taken up. In this
connection, I must say that this
Government may, in co-operation
with the neighbouring
Governments of South India, try
to /// make use of the rivers and
see to what extent we may be
able to do something for the good
of the people.

I now come to one of the (4)
main functions of a Welfare State,
namely, the education of its
citizens. Recently it has been
suggested that a portion of the
seats in ail colleges should be
reserved for / Scheduled Castes
and backward communities. T am
glad that in this respect the
Government have taken a step
forward. But, at the same time, I
would suggest that it requires //
further consideration as to the
manner in which it can be done. 1
hope that the Government will
take note of the need for making
the position clear. I hope /// that
they will state what has to be
done and what may be possible so
that the school and coliege
authorities may be aware of their
responsibilities in the matter.” (5)
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Section - II --- Matter for Elaboration --- Time for dictation: 4 minutes

INSTRUCTIONS TO THE SUPERINTENDENT

1. The *Notes” are to be dictated at the rate of 120 words a minute and are marked into portions of one
minute's duration which again are sub-divided into quarters. The reader will read with a watch in hand and see that
he is adhering to the time.

2. The candidates must be told that they are to take down in shorthand the notes of imaginary letters,
etc., that will be dictated te them, and that they are to be elaborated into longhand in proper documentary form for
signature wherever required. As soon as the candidates are ready, the following must be dictated. The number of
each question shoutd atso be dictated.

3. Before commencing the dictation, the candidates should be informed that five marks are reserved for
their shorthand performance.

4. The candidates may be informed that their handwriting during elaboration should be legible and that
sufficient space should be left hetween lines.

* ok &

1. Sealed Tenders are post/ of Upper Division Clerk on
invited by the Chief Administrative permanent absorption basis in the
Officer, Indira Gandhi Centre for Central Leprosy Teaching and
Atomic Research, Kalpakkam, for Research Institute, Chengalpattu.
Housekeeping of the Atomic Scale of pay is Rs.5,000 to
Centre. The period of contract is Rs.20,000 with // Grade Pay of
one / year. Estimated cost of the Rs.3,000. The candidate should
work is Rs.16 lakhs. Earnest be holding similar post on a
Money Deposit required regular basis or should have 8
Rs.30,000. Tender documents can years regular service in the post of
be had on payment of Rs.500// on Lower Division /// Clerk. The
any working day from the 2™ to candidate should have experience
9" September 2015 from the in Establishment,  Accounts,
Accounts  Officer. Completed Budget and General
tenders will be received upto 3 Administration. Good knowledge
p.m. on 10" /// September. in computer operation is a must.
Tenders will be opened at 4 p.m The post carries all usual
on same day in the presence of allowances as admissible to (2)
the tenderers or their authorized Central Government servants.
representatives. The  Chief Applications may be forwarded to
Administrative Officer reserves the the above office within 30 days
right to (1) accept or reject any from the date of publication of this
tender without giving any reason. advertisement. Draft
Draft Tender Notice. advertisement to be issued by the

(Marks: 15) Director / of the Institute.
(Marks: 20)
2. Applications are invited from
eligible candidates working in the 3. Draft a letter to the Editor of
Central Government or “The Hindu” on the following lines:
Autonomous Institutions for the Many people come to the T.Nagar
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bus terminus every day. But it //
is a pity that the sheiter is only
partially covered as the major
portion is open. Commuters using
the terminus suffer a lot during
the day and during rains. It ///
will be of great help if the
Metropolitan Transport
Corporation extends the shelter to
cover the entire terminus. At the
same time, it may also provide
seats for the waiting (3)
commuters. It will be a boon if it
also provides sufficient toilets in
all its bus termini.

(Marks: 10)

4, A woman had advertised that a
portion above her house in

198/6—4

Saidapet / was available for rent.
About 9 p.m. on Saturday two
men came to her house to enquire
about it. She took them to the
first floor to show them // the
space on rent. Suddenly one of
them pulled out a knife and
demanded her neck chain. She
cried out for help. But the other
man struck her in the /// neck
with the knife. He snatched her
chain and both men ran away
from the scene at once. Police
investigation is on. Draft an eye-
witness account of the incident.(4)

{Marks: 10)
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