FHAR AT PN, ARMRE AT 0, FHT T FAT GRAT B T ATAS GREAT B
AYIARIe ThPT TET a1, T/ A FET /7@ /& /fafae a9qg, S a8, qeds a
q AE ITH GAT HAANTATHE TOEATRT TETHA

e AT _(Examination Scheme)
T qIEIHH ASATATS Tablehd qered gumer (Unified Examination System) T STIRHAT g =ROTHT

EEIERRITLCIRE S

IR W) — fafad wfer (Written Examination) quTs - 300
fedfra =R=or - &9 wéveror T er=rarar (Skill Test & Interview) qUTs -~ ¥0
T =0 ;. fatga g (Written Examination) quig .~ 00
Lkl Cip qUits | SIS TOET JoTTetr TS X A | 99T
LTI,  ATaAb
E%T (Man:geament (Subjective):

999 | public Service, qo0 | ¥oO BIE T AHI ST | AR AT XA SE | X
Mathematics an’d (Short &Long ¥ 9T X qo % | 30 B
Information Answers)

Technology)
flm% FAwerT (Subjective):
e 7 797 X 5

fgirar | (Service, Group and qo00 | ¥O et X AT e ° AAF R Wﬁa
Institution related (Short &Long T T X 0 7 | °
subject) Answers)

fefrr =R :— A9 qheer T sr=tar (Skill Test & Interview) qUg -~ YO
farwr qUTE AT JuITedr T
FFE AT e (Computer Skill Test) qo0 JANTCH® (Practical) 9y e
F=aaTdm (Interview) 30 Hifge (Oral) -
e .

Q. TS FRATHT TP AT HTANTATE e I TEisa LT ANARIF TRBT TETTFRR
fechr Aol EiER a1 A I=E a1 S q@ AT A AE TR G TaanTarens e a8
gEdar gdEr (Pre-Qualifying Examination) ate Al AU IHEARE® AT Thihd
et gumelr (Unified Examination System) @1 STIRHAT =T+ g4 J9 YRIETHT eqril ga
a3 G |

. W IfeAfad TEIET JOed! AR FHART QT B, ANRE T DN, FMAT T&T BT GRETT
PY T FRAMAE GRAT PGB FANAAF THPT T {91, TEA/ AT TAOOET /€T
s/ fafay 99, Ao qE, TeE a1 W GRE TShl GAT FqANTATCHE qRIEMRT AT TIH
o /fawaer fauaeasq g@e/uge (Common) ¥ #9aTd g9@ | oY fEda 9Eer dar, a9e
T T gEAT fauy w1/ e dET wE BRE g, |

3. YW AR fatga qRrem Wit gar | 3 67 Ifeatgd g Gedr/ Heewar @i g ®0HT

T3S YAIAATE THEAAT gg | X fedr qasl Ja1, 9 ¥ Ied ey fauger fafad

TRIET FEAT/ (et I &d ooVl Ao (&7 gTgs JodTaane gqe |

fefae TeTetepT JIAT AT AT el ¥ R0 39 g7 |

feafad TRT&ITeRT AT ATT TSl AT S T q9Tel ¥ 3 39 g9, |

TRIETHT G FIAGET, %?&%’WWW/F&WWWW|

?ﬂ'ﬁr?ﬂTEr GIART ERHI ‘;I('qch YUg ] ?’lTﬁT %%Eligg dd(‘il(’dd’lﬁ(‘\ 8"1%9,'1 | d""l‘icll(ﬂ '7|('¢|0b YUgh]

qaww@ﬁmwwﬁﬁmmn

S. I UETHRH ATSAT ATl o/ FﬂWﬂﬂ'ﬂ% FRT ANGUHT ATAT I qTSAHHHAT
THT A, T, o, Fafore o Aifqees ToET At WeaT 3 WiEAT wS (FAMET TTHT AT
I TS EATSUHT a1 99 T FATIT HE) FTIH Tehldls I8 TMGHTA] TH T8 T4 |

§. O =ROE THETETE GAE TUH SETARATE W B RO whverar afetad e |

0. ITETHH @ M : 05%/0%/N

G M X X

Page 1 of 5




FHAR AT PN, ARMRE AT 0, FHT T FAT GRAT B T ATAS GREAT B
AYIARIe ThPT TET a1, T/ A FET /7@ /& /fafae a9qg, S a8, qeds a

A WE TP GAT HGANTATHE TOEATH qSTHH
IIH 97 (Paper 1) :-
AT, ArEANE qaT, TG T FIAAT Frater

(Management, Public Service, Mathematics and Information Technology)

gug (A) - ¥o IF (¥ I X L &F, I WA X 0 &%)
Section (A) - 40 Marks (4 Questions x 5 Marks, 2 Questions x 10 Marks)

1. HEaT FaeHT (Office Management) (20 Marks)

1.1.

1.2.

1.3.

1.4.

1.5.
1.6.
1.7.
1.8.
1.9.

2.1

2.2
2.3

2.4

2.5

2.6

2.7

2.8

3.1

3.2

3.3

Tal, Jar, wElly T TATdER (Registration and Dispatch, Filing and Official
Correspondence)

fCequly T AT, Q'P(W, gedE T Widded <@ (Tippani (Memo) and Orders,
Circulars, Proposals (Agenda) and Report Writing)

FHATAT T HATAT STFEIITH] ATIRIM T HeEed (Concept and Importance of Office

and Office Management)

S GFI®, Uedh Ueae T Ueh qrewe eqaeam= (Public Relations, Know Your
Customer (KYC) and Customer Relationship Management)
RERRIEEESER] AT (Management Information System)

UIEED Hf{lj@ SPITIT (Customer Satisfaction Management)

REIPIE] ATl SJIEAIT (Grievance Management)

ARG TIEITIA (Records Management)

o=t oar. =T T AEcd (Inventory Ledger : Introduction and Importance)

oo} syEEr qur Ay sgaeIs (Economic and Financial Management) (20 Marks)

X Sy T dearee qun adfa=aar = qW@HT (Non-Banking Financial
Institutions and Their Role in the Economy)

AT AT G FFewel S (Overview of Public Enterprises in Nepal)
BT AMAH €T - B, IR, MR T 94T (Economic Status of Nepal:

Agriculture, Industry, Trade and Tourism)

= ATASH AT AT BRI T TS AEE (Current Periodic Plan: General

Information and Priorities)

THN TAS YAl @ A9, E%Q?I, Wecd ¥ fHRm (Government Budget System:
Meaning, Objectives, Importance and Types)

@] ATHTT AT, AT dcd, 35T T Hecd (Basic Concepts of Accounting:
Elements, Objectives and Importance)

AT <T@l JUET qaT dTe] @ fafer Heca, gamar aar [¥=rar (Internal

and External Auditing: Methods, Importance, Similarities and Differences)

fora S T Aife® AT @ SEHR (Fiscal Policy and Monetary Policy: General

Overview)

gug (B) - 30 AF R WA X ¥ IF, I T¥9 X 90 %)
Section (B) - 30 Marks (2 Questions x 5 Marks, 2 Questions x 10 Marks)

RUGE RS FAT IR E I C) (Governance System and Constitution) (15 Marks)

Y T JLDhIT Qﬂ?l'a, qF T Hecd (State and Government: Introduction, Meaning and
Importance)

FUTeTR T Gl TEdqTen, 9RT 9, %, 3, ¥ T U T a@'ﬂjﬁ%‘@ﬁhe Constitution of Nepal:
Preamble, Parts 1-5 and Schedules)

AFaTA T Wﬂjﬁ I (Democracy and Rule of Law)
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FHAR AT PN, ARMRE AT 0, FHT T FAT GRAT B T ATAS GREAT B
AYIARIe ThPT TET a1, T/ A FET /7@ /& /fafae a9qg, S a8, qeds a

3.4
3.5
3.6

4.1
4.2
4.3

4.4
4.5
4.6
4.7
4.8

5.1
5.2
5.3
5.4
5.5
5.6
5.7
5.8
5.9

A WE TP GAT HGANTATHE TOEATH qSTHH
e < T HEe e T (Social Justice and Inclusion)

Aifers T T AET AR (Fundamental Rights and Human Rights)
e | %Qﬂq, 7 T Aea (Federalism: Introduction, Meaning and Importance)

W@ 94T (Public Service) (15 Marks)

resive 4T JaTE (Public Service Delivery)
A& FET9A (Citizen Charter)
YAWTE! TAT JATHGIIH T ATTHR T M (Rights and Responsibilities of Customers

and Service Providers)
?fﬁlﬁﬁ T AT IREI (Right to Information and Transparency)

AR T FaThared (Accountability and Responsibility)
= T EIRE) (Integrity and Ethics)

EINTA YAMHT (Corporate Governance)

ﬁ'g'cﬁ?x MET (E-Governance)

grg (C) - 30 ¥ (R WA X Y )
Section (C) - 30 Marks (6 Questions x 5 Marks)

T (Mathematics) (20 Marks)

m [GRE) (Unitary Method)

EEREHEEE] (Fraction and Decimal)

PIRHIG) (Percentage)

ATPH T Syufy (Sequence & Series)

TR TIT AT TS (Simple ad Compound Interest)
FY T HHAT (Tax and Commission)

ATRT T AT (Profit and Loss)

g T HGEZ (Discount and Depreciation)

AU T AU (Ratio and Proportion)

5.10 gFATeIAT (Probability)

6.1
6.2
6.3
6.4
6.5

6.6

6.7

6.8

Lkl ghafer (Information and Technology) (10 Marks)

PFI ORI, YR T TANT (Computers : Introduction, Types & Applications)
FHFIT TUCAR] FIETH 9T (Overview of a Computer System)
ST T SIaTeda! 9T (Introduction to Data and Database)
AT Acalhe : IEI T TR (Basic Networking: Concept and Types)
?:H('1/5"d(’1d/'{°|'(~g\,|"|d/$Fg,ldd, qoe AT3S Adl AT (Concept of E-mail /
Internet / Extranet / Intranet, World Wide Web (WWW))
e GRAT : U, 9T YA SiteW T YT 9IA8€  (Cyber Security:
Introduction, Common Security Threats and Security Mechanisms)
AR T ;A TS, SolaelMe TS T WEdid Juedl (Office Systems: Word
Processing, Electronic Spreadsheet and Presentation System)

N .
ﬁ'{-%ﬁ%b_e” [ERIRREIDIEL | ?&W ﬂ@'ﬂ?ﬂ (Artificial Intelligence (Al) in Non-Banking

Financial Institutions)
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FHAR AT PN, ARMRE AT 0, FHT T FAT GRAT B T ATAS GREAT B
AT TR epT T JaT, T/ T FITE /AT / &/ fafae a9e, = q, Sees @
A WE TP GAT HGANTATHE TOEATH qSTHH

T ==on: @ wder
WY qq&T dEr AT (Skill Test Examination Scheme)

£Ii§~ e o iaqqa?@ feriep AT qHY
Devan_agarl .Y o w
HFYAT T qAEAT PRIRIRIE? Typing
> ) qo0 ) English Typing .Y AT y e
(Computer Skill Test) (Practical)

Word Processing
and Formatting

Y aF y e

1.  Windows Basic
e Introduction to Graphical User Interface
e Managing Windows
o Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
o Concept of files and folders
e Managing basic hardware

2. Word Processing and Formatting
« Creating, saving and opening documents
o Text formatting (font, size, color, underline, italic, bold etc) and paragraph
formatting ( alignment, indentation, spacing)
« Inserting header, footer, indentation, spacing)
o Page Formatting (margin, page size, orientation), previewing and printing of
documents
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FHAR AT PN, ARMRE AT 0, FHT T FAT GRAT B T ATAS GREAT B
AYIARIe ThPT TET a1, T/ A FET /7@ /& /fafae a9qg, S a8, qeds a
A WE TP GAT HGANTATHE TOEATH qSTHH

IS =7 A= Typing Skill Test BT ARE:-

Q. TFAETE Typing Skill Test & AN Q40 weage®l Text gy ¥ @@ ATER I4F &M

T -

9F 58 9id =T (Correct Words/Minute) EIEREEED
Y W1 HH YE T Ui e aaa o &

Y AT |1 ARET FGl T 8.Y WRRT W Y[E We Uid FNe aad 040 9%
©.% a1 |l AT 9l T Q0 WRRl HW Y[F W Wid fee amd .84 ¥H
Q0 a1 |l WeaT el T 9R.% Wl BH YF R Hid [Hee aaa .00 #i®
QR.Y AT & A=aT SET T QY WRRT B E wed Wi Fee amd 9.3% ®
Q% 1 | AT SET T Q8.Y WRET BH E WeE U HHe A q.40 9%
Q6.4 AT AN AT FE T R0 WAl HH G T U e ada 9.4 P
R0 AT A AT FET T RR.Y WRET HH E T U e Amad .00 &
.Y AT | WRET FET T Y WET BHA YF R Wi (e Ad Y R
Y AT A WET A E WeE W FE ada MO ¥F

. English Typing Skill Test®T @M 00 ¥Eaeed!l Text WETg T EHATIR dF YA

R

Y[ W58 9id f8E (Correct Words/Minute) e A%
& WG FHH G Y8 W (e ard o ¥F

& A1 QI WGl 9¢T T R WRRT HH g YT Wid e aad 0.0 ¥H
? AT |I WET Tl T R WET FHH G EE W (e amd 0.8¥ ¥H
QR A AT AT FET T 1% R HH E 9EE Ui e amad 4.00 &
Q% @ M 9=ET 9T T 6 WRRT HH YF ¥R U e ad 1.3% ¥®
1 a1 |l We=T SET T R ARl B YF R Wid R =md q.40 ¥
R A AT AT FET T Y AR HH F 9EE Ui [HAE amad q9.0% &
Y AT AN AT FET T I HET HH YE WEE Ui HAE amad .00 &
0 AT |l WRRT ST T 30 WaT HH F R Wid (A Amd Y HF
30 7 | T 9ET T 33 WRET HA Y[ WeE U A amad MO P

3. SUST a1 TN Typing W fSSUT Text @8 ATIR AT 2129 H! Text 91 M =
g | fgueT Sl a1 TEANT Text AT Sedliad T4 S qdensigee ATeT Text
T Punctuation 2129 AT TIEUAT 9! YTETHT AT MR §9 | qea=nd #+ Formula
TIART T g i e (Correct words/Minute) Fatiersg |
3 (Formula) :

@ weg Yid f=e (Correct words/ Minute) =

(Total Words typed—Wrong Words)
5
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FHAR TG Y
T AT, TR G9E, AN T, TehP T GoAT TGARTTcHs T ITEgsmd

fga o= (Paper 1) :-
AT, TG T ST qHT
(Service, Group and Institution related subject)
gug (A) — ¥O HF (¥ T¥F X ¥ [, R T X 90 AP
Section (A) - 40 Marks (4 Questions x 5 Marks, 2 Questions x 10 Marks)

9T BT T qHISH QL& (Provident Fund and Social Security)

1.1 HHA G99 BV : GRE, 59T, FREA T JHHT (Employees Provident Fund:
Introduction, Objectives, Scope and Role)

1.2 HHA TIT HUHT a9 FG€AT (Current Status of the Employees Provident
Fund)

1.3 Wi GEAT TRl AGEROT AEeHdl T Al QAT E D] qaATT
ATEAT (Social Security System: Concept, Importance and Current Status in Nepal)

14 IR HW GEH T AT WHiSe AT GEn UREd a9 B
(International Labour Organization and International Social Security Association -
ISSA: Introduction and Functions)

15 TadRe wmelt : Ry, YT ATEvasdl, Heed ¥ el [GEEe  sEedr
(Pension System: Introduction, Types, Necessity, Importance and Existing Status
in Nepal)

1.6 Tawe M A9 T Hecd (Health Insurance: Concept and Importance)

1.7 S9rersl i gomelt Tvedt Sy (Overview of Nepal’s Financial System)

1.8 Sfbw a1 IREey &4 AU ada daen SH T 9aaE® (Banking and
Non-Banking Sectors: Concept, Current Status, Challenges and Opportunities)

1.9 ¥ 6R, ISl a9 q9T ST © 9RET T I aae daedr (Money Market,

Capital Market and Insurance: Introduction and Current Status in Nepal)

gUg (B) — 30 ¥ (¥ T X ¥ %, 1 T X 90 %)
Section (B) - 30 Marks (4 Questions x 5 Marks, 1 Question x 10 Marks)

YT AT <T@r (Management and Accounting)
2.1 THIEAMYHSHT AEFdH AFIROT (Contemporary Concepts in Management)
2.2 WA qAT ?Fﬁ_cf T iﬁ% fa@m™ (Recruitment, Selection and Career Development)

2.3 TqcAd] ATURIT T SYAEAITHT AGHT Weca (Concept of Leadership and its
Importance in Management)
2.4 HW FFET HeatsA (Performance Evaluation)

2.5 HIAAT SFFAEANA T HEAEE (Office Management and Procedures)
2.6 ¥IR YUl (Communication Systems)
2.7 <@ aar i faEReE® (Accounting and Financial Statements)

2.8 QBN <@l YUTell T I¥aT f&emar (Double Entry Accounting System and its
Features)
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FHEA Foad PN
T AT, TR G9E, AN T, TehP T GoAT TGARTTcHs T ITEgsmd

2.9 W@l UQeUERl AF ¥ Hedd, ANdRe adl ai@l or@r aden  (Meaning and
Importance of Auditing; Internal and External Audit)
2.10 Wifde FFafT sqaeuTdH (Management of Physical Assets)

2.11 FNie : 9=, Rga T "eed (Budgeting: Introduction, Principles and Importance)

2.12 &% feama M (Bank Reconciliation)

g (C) — 30 qF (¥ T X ¥ qF, 1 T¥T X 90 9
Section (C) - 30 Marks (4 Questions x 5 Marks, 1 Question x 10 Marks)

U qo MIWEE (Acts and Regulations)

3.1 HHATY 9T HW UA, R09% (Employees Provident Fund Act, 2019)

3.2 THETReT # UF, J0Y (Pension Fund Act, 2075)

3.3 ﬁ'g'cﬁ'q FHRER UF, R0 3 (Electronic Transactions Act, 2063)

3.4 ¥WTER [are U9, J04%; diEgE q, WEgE R YT UREgE 3 (Prevention of
Corruption, 2059 : Chapter 1, Chapter 2 and Chapter 3)

35 T YEHAT (WA Arsreiy) Feawer U9, Rosy i uiEgE 9, T 3 (Ant
Money Laundering Act, 2059 : Chapter 1, 2 and 3)

3.6 HEAW AT B @, 2059 (Employees Provident Fund Regulations,
2081)

3.7 HEAR GIF BN, HHATY AT A Hawree, 005 (Employees Provident Fund,
Employee Service, Condition Rules, 2078)
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