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Time: Ten minutes
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Typewrite the following in double line spacing, with a left margin of ten degrees.
(Special attention must be paid to accuracy and neatness):-

The extent of student
participation in educational
administration depends on

different factors. In some places
and in some fields student
participation is not only justified
but also its role is important.
Their participation on the whole
provides them due training in
democracy. It inculcates in
them a sense of responsibility and
a certain grounding in
understanding the problems. It
helps the creation of youth
leadership and provides
experience in administration. The
young mind of the student gives
scope for innovative ideas.
Modern youth has sufficient
glimpse into present trends in
social, political and economic
affairs and his participation in
administration enables him to
present solutions to problems

sometimes unthought of by

198/22

elders. But student participation
has its disadvantages also.
Firstly, it leads to dissipation of
the energy of the students into
useless activity.

Secondly, their immature
judgement sometimes causes
reckless decisions being taken.
Thirdly, the worst thing that
corrupts the educational
atmosphere in most of the
institutions is the influence of
political parties. The young mind
is susceptible to exploitation by
political leaders  who make
inroads into educational
administration through their
representatives. It is desirable
that student representation
should be only discriminatory in
the case of governing bodies of
educational institutions. These
unions should have more say in
matters like sports councils and

other extra-curricular activities.
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[N.B.:-- (1) Special attention should be paid to accuracy and neatness of

execution.

(2) All abbreviations should be amplified, spelling mistakes corrected
and figures punctuated wherever necessary.
(3) Each question should be typed on a separate sheet of paper on
anyone side of the answer sheet.]

Qurestion I]

[Markse . 50

Tuype the following STATEMENT in PYopeY foym and Yule Up:-

Population Statistics as pey 2001 census
2 Blsevtecy” | VBRI o RRNGEE el | Femaies
Cuddalove ez%osz‘; ezs,ezzé 764,356 | 73,727
tml Tivuvaliuy 77!,78613 759,24&% 379122 | 375,229
Vellove 1,088,090 \,osx,zzqf 652,993 | 655,004
stet, / Tivuvannamalai | -8955738 889,626é |200.640 | ["206:12T)
Salem 852,453 773,709  7WIBO| 679,004
kL Namafal [473,597 | 465,865 277,86| 268,036
m'{ Dhaymapuyi ﬁ 482,365 x,382,703§ 232,475 | 222,47

Ged i

[ turn over .........
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auestion 11] [Mayks | §0
Type the following PROFESSIONAL LETTER in pYopeyY foYm: -

S. Vijayalakshmi, A.C.A. TelePhone: 2524764

Charvteved Accountant. 4 .Gacxnapat:hi,'St.,
T.V.S. Nagay,
Maduyvai 625 003.
\é‘ th Feb. 2017.

Messye, Rajan and Sons,
EngineeYing ContyactoyYs,
215 West Veli St.,
Madurvai 625 OO0\

sSiys,

have ceYtain doubks to be cleayed in vyespect

of yY. accounts foy the Lo.stkéeow befoyve w.k- finalise them
and prepaYe the Income-tax Yeturns to be submitted to

the authorities. Il 1§ You con send any one 0§ youy
expeYienced staff connected with the Accts. Dept., to my
office on any WwWovking day, 1 witl et the,(c_Lo.YLfiAati,ons
$Yom him. [WHMH%WW
S ehiang e &) . PPY f_Tao—vekirna—hes
oo dene_aeeording Lo fixed time schadite]. Kindly tet

me know the exoct date on which Youy stoff witl be oble
to attend to the woYk so that I can make lovailable in
the office at that time. I expect a PYompt “repty— fYyom
el e B 1

yvs. foibthfully,

(S-VIJAYALAKSHMI )

198/46—2
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Typewrite the following in double line spacing, with a left margin of ten degrees.
(Special attention must be paid to accuracy and neatness):-

The ancient symbols of

Indian womanhood, namely,
purity, fidelity, submission and
devotion to her husband, have
undergone a radical change in
this country and the western
concept of the equality of rights
and privileges enjoyed by the
female species has obviously
found acceptance in a big way.
The Indian woman is no longer
backward, suppressed and
treated almost like chattel which
has been our tradition. Our
women enjoyed a comparatively
high status during the early
period surpassing contemporary
civilisations in other places.
Women were regarded as useful
and productive members of the
society and they enjoyed equality
to acquire the highest knowledge.
They were accorded the highest
social status as the qualified

women of those days.

198/23

Thereafter, the status of women,
however, slumped and they were
not considered equal to men and
did not enjoy the same rights and
privileges. Initially, religious
leaders were indifferent towards
women and they were reluctant
to admit women into their faith.
The later period saw an era
of increasing subjugation of
women. Widow re-marriage was
prohibited and the horrible
practice of Sati was eulogised as
an ideal. The daughter came fifth
on the scheme of inheritance and
she could inherit the property
only in the absence of another
heir. With the advent of the
Muslim rule, the status of women
deteriorated. The prophets
regarded them as untrustworthy.
The situation improved to some
extent during Akbar’s regime and

during the Bhakti Movement.
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anyone

auestion I]

side of the answer sheet.)

50

[MaYyks |

Type the following STATEMENT in propey foym and Yule Up.-

ALL
Schools £0Y geneval edUlcation in 2002 -20032 /Caps.
Titeof | Numbey Boys GilYLS Teacheys
a Institition
PYiLmaYy Schoots | 6,283 | 20,933,668 | 19,89,289 | 1,20,524
tys,
Middie Schools 21,678 1,222,801 10,95,169 5‘1,68{ k6
S Dos NN o qos| 6,57 1B2 | 7:22,5841 V82439
OH‘QY’\ 5 ; e 2 \ 7,686 2,8!7‘ 272 ItYS.
Schools |
State Rooayd
HigheYy 2,602 | 17.08,401|15,53,817 8,354
Secondayy
fcehools
Othey :
Highey 129 21,195 21,568 50— I stet,
Secondo. Yy f Se g
Schools
[ turn over .........
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euestion 11] [Maryks : 50
TypPe the folLowing GOVERNMENT ORDER in PYopeY foym: -

/ Goveynment of Tamifl Nadw
Abstyact

Elections - Lighting avyvyangemenkts made in the

coUnting centves — Expye, -— Sanctioned — Ovders — Issued.

PUbliec Dept.
G1.0. Ms. No 185 Dated the (st Feb. 2000.
Read the following:
LY.No. 548/99, dated the 1" Sep. 1999, svom the LS
collectoy, EYvode.
ORDER!:
The Collectoy, £¥ode, has forwarded estimates fovy

Rs. 70,000/- -Ec'eaoayé—s—bhg- PYovision of Lighting in the Lfov

counting centves and vYequested Sanctkion foY the above
amt,
2. The Govt,, aftey caveful consideyation, have

decided to accovd sanction foy a sum of Rs. 70.,000/-

(Rupees seventy thousand onty).

3. This orvdey issues With the concuyyvyence of the
Finance Department.,

(BY ovdey of the Goveynoy)

S. Suyesh, [Cap.s'.
Ch. Etectoval officey. [u.e
To
The CollY., Evode.
The Treasuyy officey, Evode.
Forywavrded/RY ovdey
S.0:

198/47—2
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Typewrite the following in double line spacing, with a left margin of ten degrees.
(Special attention must be paid to accuracy and neatness):-

1975 had been declared by
the United

International

Nations as ‘The
Women’s year’.
This was not to undermine the
achievement of women all over
the world over ages. Wwomen
have never proved themselves
inferior to men in any sphere they
choose as their area of operation.
Already they have a number of
achievements to their credit.
India and Sri Lanka till recently
were being ruled by two powerful
women. Kiran Bedi is the first
woman to enter the police service
in India, traditional preserve of
tough men. These achievements
are bound to multiply and women
are likely to prove their mettle of
efficiency in many other fields.
The conference at Mexico tried,
and succeeded to an appreciable
extent, in focussing world

attention on women’s struggle for

198/24

equality with men in all spheres
oft. life. The urgency of the
problem of raising women’s status
is being particularly felt in the
new Afro-Asian countries that are
waging their struggle against the
evil heritages of the past.

The conference highlighted
the themes of equality,
development and peace and also
laid down guidelines as to how
women’s participation in national
and international activities could
help advance these objectives. It
also devoted considerable time to
find ways and means to remove
the disabilities women suffered in
many parts of the world. The
conference marked a major event
in the history of emancipation of
women. In a message to the
organisers of the conference,
Mrs. Gandhi stressed the need of

female literacy.
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execution.

(2) All abbreviations should be amplified, spelling mistakes corrected
and figures punctuated wherever necessary.

(3) Each question should be typed on a separate sheet of paper on
anyone side of the answer sheet.]

auestionl]

[MarYks I 50

Type the following STATEMENT in PYopeY foYm and Yule Up.-

cﬁ’#s. , Reds and doctkoYs, DLstYLctste-Q l \;‘;l,n
C 2002-2003
2 D;stﬂ,gt# Reds P‘g;%‘%;’;fn Doctove ;gfruég‘:ig;’

s-het., —ehenpai— 1,09,999 283| 1,804| [ €537 ,tm
Kancheepuyom 2,735 1,049 439 2,337 !
Tiruvaiuy 594 @ 183 14,966 /
Villupuyom 1,231 4,61 1N 1,940 wEA,

HS'I cuddolove L,O74 2,74\ 231 12,744
Vellove 2,023 1,722 294 w847 ks
Tivuvannamaiod g7\ 2,247 | 182 11,988
Tivuehivappaili 1,488 1,605 358 6,67% Léf

[ turn over .........
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auestion 11] [Mayke . 50
Type the following BUSINESS LETTER iLn pPYoPeY fovym:-

RAMAKRISHNA AGENCIES

(Deatlevys in ElectYical Goods)

TelePhone : 2491223\ P. B. No. 2%\, L?
21 Luz Chuych Rd.,
Mylapove,
Chennai 600 004

Re$. No. 7217 20th MaYeh 2017.

Messys, Sumatht Electyicals,
72 T.P.K. High Road,
Maduyai 625 0032.

Deay Sivs,
We Ethank Yol “erylmieh foY yy. kind LY. Of 1Oth inst.

ajong With Youy ovdey. We e—*e—m%—po-s‘ebean—bo-suppj_\a the /<'-DUJ.

goods Yequived by Yo within a month. We ave suyve that

you Will be satisfied w.;th?( the quality of ouy goods. On
Yeceipt of the goods, Yo may send yYouy payment. ||As IN.p.

wsuol, we Will allow Yo a dJdiscount of 10 pey cent on
the pPYice of the goods i the payment is made Wwithout
deflay. In this connection, we rvequest Youw to cfeay the
pending bills as eaYiy os possible. We expect yy. kind

patvonage in the futuye also.

«<——YXS. $£05

foY RamakYishna Agencies,

(k. RAJENDRAN)
Managey,

198/48—2
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(Special attention must be paid to accuracy and neatness):-

Raja Ram Mohan Roy was
the first of the reformers to raise
his voice against the gross
injustice of prejudices against
women. The crusade led by
Gandhi to

womenfolk in the struggle for

Mahatma involve
freedom brought them to the
forefront in the nation’s life.
Women became gradually more
conscious of their rights. But it
was only after Independence that
women truly came into their own
as equal partners with men. The
government took several steps to
assign equal status to women in
economic, political and social
fields. More avenues were
opened for them to show their
talents and have a sense of
participation in national activities.
Measures were announced to
introduce legislation that
guaranteed equal pay for equal
work to all women working with

men in various spheres.

198/25

The Constitution provides

for equal rights for all,
irrespective of caste, creed,
religion and sex. There is

guarantee for equality between
men and women in every walk of
life. There can be no
discrimination against any citizen
on grounds of sex, but special
provision can be made for
women. There is no bar to
women contesting for any office.
Legislation has been made
offering better opportunities to
women and establishing their
equality for all times to come in
matters of property and
inheritance. Women are playing
an important part in the economic
and social development of the
country. They figure prominently
in all fields of economic activity,
namely, agriculture, commerce,

transport services, etc.
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[N.B.:-- (1) Special attention should be paid to accuracy and neatness of

execution

(2) All abbreviations should be amplified, spelling mistakes corrected
and figures punctuated wherever necessary.

(3) Each question should be typed on a separate sheet of paper on

anyone side of the answer sheet.)

auestion I}

[Marxs :

50

TypPe the following STATEMENT in PropeY f0Ym and Yule Up; -

:;{'YanSPOYt Development in Tamii Nodw -

Caps,

ALL
| i
: 7o,
| \/an,{\ }T&%\gg.%é Htgiﬁ;egs Commevcial commgsc.i.al
1995-96 2,003 | 54,972 || 24,88,442 || 2,83,404| Itvs.
1996-97 2,003| 53,417|  3,09.817 | 28,72,002
bve. [ 1998-99 2,773 | 56,822 | 3.44.244| 32,70,004 K3
tve. | (jqq7-a98 2,682|| 5e.30| 3.68,922| 37.0L812
\999-2000 3,789 | 55,352| 3,99,300| 42,07,9%8 |4
2000-2001 3,865 | 55,397 | 4.21,365| 47.40,7\7
4
Stet, I 200\~ 2002 e 55,488 ; 4,232,306 Sé,zsaqq‘ k
[ turn over .........
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etestion 11 —avfks . 50
TYPe the foltowing BUSINESS LETTER in PYopPeY foym: -
: ALL
Ram EnsLneeYLng WoYks /Caps.

(Peaters in Engineering go0ds)

Telephone: 24712198 P.B.No. 42,

48 Anna Satai,  [q
Chennai 600 002.

Ref.No. 72/17 21st Feb, 2017.

The Modeyn Flynituyre Mavrt,
181 Avinashi Rd,
Coimbatore 641 O18.

Deay SiYs,
We thank Yol very mlte h foy having PYompily

SOYYY ko find that about one half of them +va-=|74be¢.p_i.n a /\\oeve
damaged condition. We Yealise that it Will be due to

impPYyopey handung of the same dUying Eyansit,

We can make a cComplaint to the “Framspert Co. Whiteh—te a

| % In the meantime, we vequest

o to send ue YepPlacements because we have to meet

the Yequivements of ouy customev.s. *et'*'reaf——eﬁem A
Sobtsfactkion, We hope doU Wil taxe immediate action {n
the mattey,

4.5,
FOYRAM . WORKS,

(V.kackuri Rangan)
— Tt Rangan
Managey.

198/49—>
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Typewrite the following in double line spacing, with a left margin of ten degrees.
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Student

University administration should

participation in

be permitted subject to some
improvements in the method of
election of office bearers for
inducing really capable students
to get in. It is also proposed to
seek diversification in the
activities of the students’ unions
so that they could become
worthwhile institutions, imparting
training to students in the art of
management of University
administration, satisfying at the
same time, the students’ urge to
participate in University life. It
would be most unfortunate to
regard students as indisciplined
and, therefore, fit to be shunned
away from responsibility. It is
desirable that some kind of a
Committee on national level,
comprising students, teachers
and eminent educationists be set

up to evolve a suitable machinery

198/26

to implement progressive
educational policies in different
spheres. A three-tier
administrative machinery to
receive, consider and remove
students’ without
It has

been observed that even ordinary

grievances

delay is not sufficient.

problems of the students are not
attended to at proper time and
with proper care.

There is a feeling that the
old concept of a University is not
adequate to meet the needs of
the present day society.
Universities ini  the western
countries are drawing out new
ideas to meet the challenges of
the modern world of science and
technology, of explosion of
knowledge and of subsequent
rapid changes in social life. It is
very necessary in the case of

developing countries like India.
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guestion I] [Maryks | 50

TYPe the following STATEMENT in PYopeY foym and Yule up: -

Solvce - wige lyvigated avyea in Distyicts /QL:PS.
a Diskyictd G.oz;;r;rzgnt Tanks - &Z‘ﬁi ?Mte‘if:
(In Hectares)
stet,| —Cuddatore— 48.654 | 5,243|87,223| 8194 [3
Vellove 1,528 | 4,848 682 | 88,534
Namakkal 13,406 | 2,230| 800 42,440 [6
—~ <« Evode A 46,357 158 75| 83,302
t”-/ Coimbatove ' 65,809 L755| 8,493 we.865
Tivuehivappalli 44,728 4,946 | [ 625 44,054
‘/\ KkAYUY ng,\%i 1,336 | \4,18|| 23,948 / i
Thanjavuy ; t52,746j 8,003 9221 wizo [4
[ turn over .........
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auestion 11] [MaYks: 50

TypPe the following PROFESSIONAL LETTER in pPYopey foYm:-

K. RAJES X\WARAN, M.L., Tel.. 225374#

Advocate, 44 Thennamavyam, St.,
VelloYve 632 OO\

ke

12Eh JaA(n. 2017. kMo.Yc_h

Thivtt. N. K. Mooythy,
58 Gandhi Road,
Velloye £32 OO\
SLY,
Fyom 4Y. LY. dated Bth inst.,, I find that Yot ayve in

a difficu)lt Situation and Yo ayvye PpPleading Youy

inability to FePeY the Loan amt. of Rs. 50,000/- (Rupees

fifty thouwsand only) 4%4»— my client, Thivyw. R. Siva. When

Yol boyvowed the said sum and executed a PpPromissoyy
note in July 2016, Yyou pryomised to Yepay the same with
intevest Within Six months,

Yol have failed and neglected to yvYepay the loan
with intevest wWithin the stipulated peyiod. If Yol fail ko
yepay the floan within 30 days fvyom the date of veceipt
of this lettey, my client Will have no otheYy altevynative

except to seexk Yyemedy thvyough Legal PYocess,

2% 2

(k. Rajes/\wo.van)

198/50—2
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