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! Time for Dictation

— Seven minutes

Time for Transcription — One hour

(Maximum Marks: 100)

INSTRUCTIONS TO THE SUPERINTENDENT

1. The following passage and letter are to be dictated to the candidates once only, in a loud
and distinct voice, no word or phrase being repéated and no punctuation stops 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 them is sub-divided into quarters. The
reader will read with a watch in hand and notice, at every quarter minute, whether he is strictly

adhering to the speed.

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

4. As soon 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. Before 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. -

Mr. Speaker, Sir, | shall reply to the
points raised briefly.

First, reference was made to the cost
of administration / of this Department and it
was said that it was high. But the Chief

Minister has already dealt with the // point'
by saying that it is difficult to cut the cost of

establishment as it is on & par with /// the
other departments. No doubt, | agree that
we have a number of?people in this
Department but they have (1) to be there

% : '
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because of the nature of work. In order that
the administration may be efficient, there
has to / be a big establishment and the cost
seems to be heavy. But, if we see the state
of affairs in // other States, our State is in
good condition.

With regard to levy of sales tax on
small traders, it was /// said that there was
harassment by officials. The difficulty is that
they do not give a proper account of their
(2) transactions. Of course, | agree that the
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officials also should be“very polite and

approach the question in the proper /

manner. There may be some difficulty and.

we shall try to reduce, as far as possible,
all these hardships when // such cases are
brought to the notice of the Government.

Then, we are working under a
Constitution which says that /// the property
of no man should be taken over without
payment of compensation. So; we have
provided for compensation. This (3) House
passed the Act for this purpose and we
have to carry out the provisions of that Act.
In order / to do it, we are now asking the
House to allot the necessary sum of money
so that we // may be able to pay the
compensation. So, all that is possible will
be done in the interest of the masses. ///
The Leader of the Opposition may not be
satisfied with the pace at which these
things are being done. It (4) is only natural

that he has that view. | do not quarrel with’

him on that account. He wants the /
Government to move faster. | am sorry to
say that the Government cannot move
faster, situated as they are
at // present.

| have already said that the larger
question is under enquiry and that the
Government are awaiting t__he results /// of

198/56—2

that enquiry. As regards other matters, |
shall very soon appoint a small Committee
to go into these questions. (5)

Letter from Vasan and Company,
Mumbai, to The Punjab Trading Company,
Lucknow.

Dear Sirs,

We have received your letter to-day, /
asking for settlement of account. We are
very sorry that we have not been able to
make payment before now. // We wish to
inform you that this is due to the fact that
we have been very unfortunate with the ///
sale of your goods this year. The bulk of the
goods has not yet been sold but the
season has (6) nearh} come to a close. We
think that we wrongly estimated the demand
for the goods and ordered more than / we
should have done. We are very much
worried about keeping the goods till the néxt
winter.

In the circumstances, // we request
you to take back a part of the goods. The
amount may be credited to our account
against // future orders that may be placed
with you. We enclose a cheque for
Rs. 1 ,000 on account.

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 word or phrase being repeated and no punctuation marks being mentioned.

2. The passage Is to be dictated at the rate of 700 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.

3. As soon 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 shorthand 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 fen 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.

Ladies and Gentlemen,

It gives me very great pleasure to be
here at this function this evening, for the
presentation of the National Tourism
Awards, /“which have been conferred for
achievements in various areas of the
tourism sector. On this occasion, | would
like to congratulate the award winners
and // | am sure that all of you will continue
with your efforts to make this industry more
attractive.

¥
=

| am very glad that the Ministry // of
Tourism has also been intréducing additional
awards every year, in order to promote
tourism as much as possible. Now, as you
all know, over (1) the years, the volume of
% ]

198/57—1

tourism has increased to a great extent in
all parts of the country. There are some
countries where the number / of foreign
tourists is higher than the local population.
There are other countries where they are
largely dependent on tourism for the
purpose of revenue. // As a matter of fact,
tourism plays a great role in the economic
development of a country.

| would like to say that the great ///
advantage of the tourism sector is that it is
able to create employment opportunities for
all kinds of people in various sectors of
work. | (2) am sure you will agree that
tourism industry creates more and more
employment opportunities with less
investment. At the same time, | am very

[ Turn over



glad / to say that, in recent years, Indian
tourism has seen the introduction of many
new areas. | hope you will agree that there
is a // growing interest all over the world
not only in Indian medicine but also in
visiting spiritual places. | am sure that this
development will help /// the growth of the
tourism sector in India in many ways.

Now, it is a matter of great pride and
joy that the World Tourism (3) Council has
made India an attractive tourist spot. In this
connection, | would like to express my
sincere hope that we will continue to be /
so in the coming years also.

In the present circumstances, it is
essential that the tourist places are well
connected by rail, road and air. // At the
same time, it is also essential that there
should be accommodation facilities for the
tourists at reasonable rates. At this stage, |
would /// like to stress that the hotel
industry must look at the needs and
requirements of different types of tourists
and see that they provide quality (4)
services.

As you all know, tourism plays a very
important role in promoting understanding
between people of different countries and
their cultures. In the present / context,

tourism acts as one of the windows of the

country to the outside world. So, it is very
necessary that our efforts must be // not
only to give tourists an idea of what the
country is but also what it is capable of.

| once again congratulate all those ///

who have won the awards and also urge

the industry to look at the growth and
development of this sector in the best
manner possible. (5)

Letter from Messrs. Raman and
Brothers, Chennai, to Messrs. Siva and
Company, Madurai.

Dear Sirs,

We hope that you will be able to
remember that / three months ago, you
made an enquiry about supply of Electrical
appliances and we were not able to let you
have a favourable reply. We // are now very
glad to inform you that we have just
received fresh stock and in fact, in certain
respects, we are in a better /// position to
offer improved designs which will be of
useful service to our clients.

We invite you to attend the
demonstrations which we intend to (6) give
on Mount Road, where the designs of
cooking and other appliances will be
exhibited between 10 a.m. and 4 p.m. Our
purpose / will be to attract traders, who will
be offered special terms to give a trial to
these new specialities which are fully
explained and illustrated // in the attached
leaf-let.

We know that Thiru. Rajan is ready to
make experiments and we hope we will
have the pleasure of seeing him /// on the
opening morning as we trust that he will
desire to be among the first to secure
delivery of these interesting specialities.

Yours faithfully, (7)

198/57—2
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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—IT 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 invited by the
Director of Stationery. and Printing.
Puducherry, for supply of 2 numbers of
Automatic Paper Cutting Machine. Tender
Schedule / can be obtained from his office
on all working days during office hours on
payment of Rs. 100 in cash from the 4th to
/I 25th December 2011, Tender Schedule
may also be obtained by post on payment,
of Rs. 120 by Demand Draft /// in favour of
the Director of Stationery and Printing,
Puducherry, payable at Puducherry. Filled
up tenders will be received upto 3 p.m.’

198/58—1

on (1) 26th December 2011. They will be
opened at 4 p.m. on the same day in the
presence of the tenderers / or their
authorized representatives. Tenders received
after the due date and time will be
summarily rejected. The Director will not be
responsible for any delay // in receipt of
tender documents by post. The Director has
the right to accept or reject any or all
tenders without giving any reason. Draft ///
Tender Notice.

(Marks: 30)
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2. Bharat Petroleum Corporation

Limited, Rajaji Salai, Chennai, invites

applications for the post of Steno-Clerk. The
selected candidates will he posted to (2)
any of its branches. The candidate should
be a Graduate and should have passed the
Typewriting (Senior Grade) Examination and
Shorthand (Intermediate) Examination at
the / Government Technical Examinations.
Age should not exceed 30. Knowledge of
Computer operation desirable. Experience of
at least one or two years in some office
desirable. // Salary will be Rs. 15,000
inclusive of all allowances. Applications
furnishing particulars of qualifications, age
and experience and enclosing copies of
certificates and /// testimonials and a recent
passport size photograph should reach the
Employee Relations Manager of the
Corporation within 15 days of this

198/58—2

advertisement. Persons called for (3)
interview will have to come at their own
expense. Draft advertisement.

(Marks: 25)

3. Last Sunday morning one person
was driving a car towards Mahabalipuram
along with / his friends. On the way it
suddenly overturned after ramming a
barricade. As a result, he suffered a serious
head injury and died on the // way to
hospital. His friends who suffered minor
injuries were admitted to a private hospital.
The body was sent to the Government
Royapettah Hospital for /// post-mortem. The
Adyar Traffic Investigation Police have
registered a case and are investigating the
matter further. Draft an eye-witness account
of the accident. (4)

(Marks : 20)
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of questions onprinciol ] One hour and forty-five minutes

SECTION - Il
(Maximum Marks : 100)
PITMAN'S SYSTEM

-

I. Elaborate the notes dictated to you in proper documentary form for
signature wherever required.

II. (a) Howisthe prefix “Trans-" represented in Shorthand ? Give examples.

(b) For what purposes is the “ST" Loop used in phraseography ?
Give examples.

(c) Whatis a diphthong ?

. (@ Which form of stroke “H” is used when it stands alone ?
Give examples.

(b) When are the right forms of “FL" and “VL" used ? Give examples.

(c) When is the doubling principle not employed ? Give examples.

IV. Write the following in Shorthand :—

(a) monument
(b) illustration
(c) folly

(d) woman
(e) rather

() theyare.

198/59
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Time for Dictation — Seven minutes

Time allowed to the candidates 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, which again arg sub-divided into quarters. The reader will read with a
watch in hand and notice, at every quarter minute, whether he is strictly adhering to the time.

3. The candidates must be told that they should take down the following passage in shorthand
and transcribe it into longhand verbatim. At the end of the time allowed for transcription, both their
shorthand and longhand scripts should be fastened together and handed over to the Superintendent.

4. Before commencing dictation, the candidates should be told that they should take down the
following speech and letter in the reporting style of phonography.

5. Before commencing dictation, the reader should first read through the passage for himself with
the help of a watch which has a second-hand so as to get acquainted with it and for the purpose of
adjusting the speed of dictation to the prescribed time.

8. 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, | move the Motion of
Thanks to the Governor for his Address to
the Legislature. Mention has been made in
the Address about cyclone and famine in /
some districts. In this connection, | would
like to point out that for many years we
have had famines and cyclones in some
part of the country. So far-as // our State is
concerned, we have had famine either on
account of little rain or sometimes too
much of it. In spite of our best efforts, we
find that the /// resources for meeting such
conditions are no longer available and we
do not know how we are going to solve

198/60—1

these problems if famines and cyclones
continue. Today we have (1) to take into
account what has happened in the past
three or four years. Though the Government
have done much, it has always been felt to
be very little. But / | think, with the
experience that the Government have in the
past, it should be possible for them to go
into the question of famine and the possible
help that // they have to render in future as
quickly as possible. | wish to point out that
some machinery should be constituted so
that the conditions created by famines
during the /// last four or five years may be
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studied and it may be decided as to what
can be done to give relief to the people as
early as possible.

| (2) tumn to the problem of agriculture.
in our country we should give the greatest
attention to agriculture. Whatever may be
the size of our population, food has got to
be / produced. So far as our State is
concerned, we have to intensify agricultural
operations so that we may be able to grow
much more than what we are doing now. //
If we adopt scientific methods of agriculture
and use better manure, | think that it will be
possible to increase production. It will be
good if Production Committees are
formed /// in every village. They may see
how best we can improve agriculture. The
Government may help them to promote the
sale of improved seeds and better manure.
If the Government (3) interference is
reduced and the people are helped to help
themselves, it will create the necessary
enthusiasm for development.

So far as irrigation projects are
concerned, at present no new / irrigation
projects are taken up and work on the
existing projects is being slowed down. In
my opinion, slowing down any irrigation
project on the ground of want of finance //
is not a sound policy. The greatest
economy can be effected by completing the
work so that the fields may be irrigated and
production increased. | request that the
irrigation /// schemes may be completed as
early as possible, even by borrowing money
if necessary.

So far as electricity schemes are
concerned, the Government are trying to
manage with the limited (4) resources
available. Whatever be our view of a
Welfare State, we must understand that
unless we have the necessary resources,
we cannot make much progress. There is
a general feeling / that the resources of a
Government are unlimited. If it is understood
that the resources of the Government have
to come from the people, it will reduce the

198/60—2

demand on // the Government to take up
this scheme or that. At the same time, the
interests of no region should be neglected.
Minor irrigation schemes should be taken up
wherever possible.

After /// attaining Independence, we
have seen great development taking place
in the country. Of course, we desire more
progress, but we have achieved so much
progress in spite of all difficulties. (5)

Letter from Kumaran Publishers,
New Delhi, to Messers. Jack and Company,
Chennai.

Dear Sirs,

It will be a great thing if you can save
a lot by reducing your office / expenses. For
this purpose we have brought out a
Publication entitled “Scientific Office
Management”. It will tell you how you can
avoid waste in office expenses. We may tell
you // that the book is the result of a long
research made by the author for many
years. He is now really regarded as an
authority on office management. We are ///
glad to tell you that the book is a unique
one of its kind. In the first instance, it was
published as a text-book for schools and
colleges but (6) as there was great
demand, it has now been revised so as to
meet the requirements of Office Managers.
It deals with the problems of office
management and gives sound / advice on
how to meet them. It has not left out
anything which should be said and, at the
same time, nothing has been said which is
useless for the // purpose. As a matter of
fact, the book will be a valuable guide to
Office Managers and Secretaries. Whatever
be your line of business or problem, you
are sure to /// profit by it.

Please fill in the enclosed order form
and send it to us. We shall be glad to send
you the book by return of post.

Yours faithfully, (7)
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CONDENSATION AND ELABORATION
SectionI — Time for Dictation o_fmatter for Condensation : 5 minutes

Section I — 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. —

After the dictation for condensation is over, giving aninterval

of two minutes, the passage for elaboration should be dictated.
Both dictations should be taken in the same shorthand
notebook. During the interval of two minutes, the candidates
should remain in their seats and should not leave the dictation

hall,

Section I — Matter for Condensation — Time for Dictation : 5 minutes.
INSTRUCTIONS TO THE SUPERINTENDENT

1. The passage set for this section should be dictated to the candidates in five minutes at
the rate of 720 words a minute. It is marked for each minute, which again is sub-divided into quarter
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 suitable
heading and sub-headings, using the indirect form of speech and 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 stitched together and delivered to

the Chief Superintendent.

4. Before commencing the dictation, the reader should read through the passage for himself so
as to get 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 shorthand 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 Assembly
on the Governor's Address, an honourable
Member said :

“Mr. Deputy Speaker, Sir, | thank the
Governor for his Address to both Houses of

the Legislature. / In doing so, | wish to speak

198/61-—1

on a few points and | hope what | say will
receive the sympathetic consideration of the
Government.

First of all, | would / like to say a few
words about education. Practically no real
progress has been made in the matter of
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removal of illiteracy in our State. It seems
that the number /// of literate persons in our
State is less than 20 per cent. So far as the
elementary schools are concerned, | am
sorry to say that they are not (1) working
properly because the teachers employed in
these schools are not given a living wage. |
submit that something should be done
immediately to help them.

Now, | wish to say / a few words about
adult education. | am sorry to submit that
though there are a large number of night
schools in our district, their work is not at all
/I satisfactory. The adults are indifferent
about education and if they want, they can
make their own arrangements for study. |
would, therefore, request the Government to
see that the amount /// spent on adult
education is utilised for improving the
conditions of the elementary school teachers.

Coming to medical aid, | am sorry to
submit that in the whole of my (2)
constituency, there is not even a single
dispensary. Several representations have
been made to the Government for opening
dispensaries at least in two or three places
and these representations have / been
turned down. Now, in some places groups
of villagers have formed themselves into an
association and collected some amount for
the purpose of starting dispensaries. | hope
the requests // of these villagers will be
conceded by the Government and
dispensaries will be started in certain areas.
| may add that | have also made personal
representations to the Minister /// in charge
of the Medical Department in this regard.

198/61—2

Then, as regards road communications
in our district, they are very bad. In many
places roads and bridges are in disrepair. (3)
| made a personal representation to the
Divisional Engineer to repair them. He said
that he would see to it but nothing has been
done so far.

Then, as regards / unemployment,
there are a number of handloom weavers and
on account of the slump, many of them have
been thrown out of employment. | am well
aware that the Government // have taken
some steps to relieve their distress but
something more has to be done.
Unemployment among the educated classes
is also very acute and a number of educated
young /// men are going about in large towns
in search of empléyment. In my opinion, it is
necessary for the Government to do
something at once to solve the problem of (4)
unemployment. Otherwise, | am afraid there
will be a lot of trouble cropping up in our
State.

Finally, so far as food is concerned, we
are all aware that the / prices of foodstuffs
are soaring and poor people are finding it
difficult to purchase their food requirements.
| am glad that the Government have ordered
the continuance of informal ration // shops in
our district. But the rice we get is of poor
quality. When price in the ration shops is
increased, the price in the open market also
goes up. /// So, | request the Government to
take necessary steps to sell rice at a reduced
price in the ration shops.

Thank you, Sir, for giving me this
opportunity to speak.” (5)



Section I — Matter for Elaboration — Time for Dictation : 4 minutes
INSTRUCTIONS TO THE SUPER'NTEND_ENT

1. The “Notes” are to be dictated at the rate of 720 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
awatch 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 to 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 should also be dictated.

3. Before commencing the dictation, the candidates should be informed that five marks are

reserved for their shorthand performance. .

4. 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 invited by the
Commissioner for Public Instruction in
Kamataka, Bengaluru, for supply of boys' and

girls’ bicycles. Tender forms can be had from -

6th September to / 5th October 2011 during
office hours. An Earnest Money Deposit of
Rs. 10,000 is required. Tenders should be
submitted not later than 3 p.m. // on 6th
October. Tenders received will be opened at
4 p.m. on the same day in the presence of
tenderers or their authorized representatives.
The Commissioner reserves the right // to
accept or reject any tender without giving any
reason therefor. Draft Tender Notice.

 (Marks : 20)

2. Employees’ State Insurance
Corporation, New Delhi, invites applications
for filling up vacancies in the post (1) of
Superintendent in the Pay Band Rs. 9,000 to
Rs. 35,000, with Grade Pay of Rs. 4,000 with
allowances as admissible to Central
Government employees. Age / should be
between 20 and 27 years. A Degree of a

198/61—3

recognized University is essential. Preference
will be given to Graduates in Commerce or
Law. Working knowledge of Computer // is
essential. Three years’' service in a
Government organization is desirable. Last
date for submission of applications is 1st
February 2012, Draft advertisement to be
issued by /// the Director (Recruitment) of the
Corporation. 5
(Marks : 15)

3. The Third Annual General Meeting of
the Pandiyan Roadways Corporation,
Madurai, will be held on Monday, 30th
September 1974 (2) at its Registered Office
in Madurai, at 11 a.m. to transact the
following business, namely, to receive and
adopt the audited statements of account for
the year ended the / 31st March 1974: to
appoint Directors in the place of those
retiring; to pass a Resolution approving the
sale of land and buildings at its branch // at
Tirunelveli to Kattabomman Transport
Corporation with effect from 1st January

[ Turn Over



1974; and any other business of which due
notice is given to the Corporation. Draft
notice /// of meeting to be sent by the
Secretary of the Corporation.

(Marks : 10)

4. A Metropolitan Transport Corporation
bus was destroyed in a fire on Grand
Southern Trunk Road in Alandur on (3)
Thursday evening. No one was hurt. When
the bus approached the Cement Road bus
stop, in Alandur, there was smoke from the
chassis. On seeing it, the driver applied the /

198/61—4

brakes immediately and brought the vehicle
to a halt. All the passengers got out of the
vehicle and none of them was hurt. A few
minutes later an Emergency Rescue // Team
from the Guindy Fire Station arrived in a fire
tender and put out the flames in about 30
minutes. A water tanker was also pressed
into service. The damaged /// vehicle was
taken away by a recovery vehicle to the
Alandur Bus Depot. An electrical short circuit
had caused the above accident. Draft an eye-
witness account of the accident. (4)

(Marks : 10)
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