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Part III — Vocational Subjects

OFFICE SECRETARYSHIP — Paper I

(Common for both Vocational Subjects and Vocational Component
under General Stream )

Time Allowed : 24 Hours ] | [ Maximum Marks : 150
TYPEWRITING — ENGLISH
( Practical }
PART - A
Time : 15 Minutes ] [ Marks : 50

Typewrite the following in DOUBLE LINE spacing with a margin of 10 degrees.
Special attention should be paid to accuracy and neatness.

Nationalisation, which is of course
a soclalist policy, has been pursued in
our country by the ruling party in the
centre as its objective has been
establishment of a socialistic pattern of
society in India. For over two decades,
control over the commanding heights of
the economy was considered necessary.
Particularly in a poor country where it Is
extremely difficult to mobilise adequate
resources for development, it was
necessary to reduce inequalities between
different regions and groups. The result

was nationalisation of banking industry

in July, Sixtynine. In that year, fourteen
major banks which held deposits
exceeding fifty crores of rupees and in
Eighties, six more banks which held
‘deposits‘ exceeding two hundred crores of

rupees were nationalised.

‘The main objectives of bank
nationlisation have been removal of
control by a few, provision of adequate
credit for agriculture, small scale
industries and exports, encouragement of
new classes of entrepreneurs and

giving professional bend to the bank

[ Turn over



management. After nationalisation, the
credit policy of the banks has undergone
a major change. Wide ranging systems of
guarantees were required by the banks
before nationalisation for financing trade,
small business, minor industries, small
farming and self-employed sectors. The
banks are now maintaining a closer touch
with State Governments in order to get
the best out of the monetary system for
the good of the public without departing
from sound principles of prudent
financing. In lending against stocks, the
banks are asked to be vigilant and ensure
that allocation for cornering of shares or
goods in short supplies do not arise.
Representation has been given on the
Board of, Directors of the nationalised
banks to small scale industrialists,

workers, farmers and bank employees.

Nationalisation of banks has placed
thousands of crores of rupees at the
disposal of the Government as additional
resources. A substantial part of this can
be used to flnance plan projects. The

Government has made necessary

arrangements to develop the requisite
banking Infrastructure to make credit
easily available for export purSoses. Many
banks have created export cells, small
scale Iindustry advisory panels and
opportunities have been offered to
unemployed technical graduates to get
self-employment.

However, this move is not free from

criticism. Except for political
considerations, there was hardly any
justification when social contr61 of banks
was working satisfactorily. Moreover, the
Reserve Bank of India started securing
enormous control over the banking system
through various measures to serve the
purpose of nationalisation of banks. The
charge that private banks did not show
enough social awareness in making credit
allocation was not sound, as the gap was
filled with the setting up of National Credit
Council. If it is presumed that the
resources are available for the
Government, the private sector will

definitely suffer from the lack of additional
financial resources.
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PART - C
Ansv.ers should be typed and not handwritten :
Answer any ten of the following questions : ' iO x 2 =20

1. Write on the kinds of Typewriters. Which typewriter is used for camp

purposes ?

What is the kind of keyboard followed in now-a-days ?
What are the reasons for jerky movement ?

What are the uses of the base board and metal cover ?
Name the two dogs in your typewriter. |

Name any four Non-character keys.

How is the carriage tension communicated to the carriage ?
Write on the cleaning and oiling of instruments.
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How will you protect the cylinder from damage ? -
10. Write on the Type Heads.

11. What are the uses of the window envelopes ?

12. How do you preserve the stencil paper after use ?
13. Write on the instruments for writing on a stencil.

14. What are the uses of the Drum handle ?

15. Write on the advantages of the Duplicator.




