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TSAFHHP! TGN — T TSTHHB! ATIRHAT [FTFATTAREFT FRIAT A& fagd 3

IR RO —  (oAfEd qere quITs :— 00
facfr =Ror - (%) FFHE AW e quITy - 90
(@) sF=qarar quTs - 30

e Aer (Examination Scheme)

9. 9gH =) : fqtga 9=A&m (Written Examination) qUIT - 00
RE| fow quity | S | TOET gemer T XAy | 999
] P
JIH | AAT A, A T FEEA9d | 400 ¥0 9 L qeAxy 93 | q =T
FaeT R geIx 90 97 | ¥y fAde
. E?mTé T, fad T q00 | wo fereraTer QR FIAIX UAF | R "I
FHEIeId FIIAEE ¥ g9ix q09F | 30 fHAc
R. fadlr =R @ FvgeR Ao qdverwr T st Uty - ¥o
(Computer Skill Test & Interview)
faw qUITE TOET JUITAr o
FFEAT AT L&A 0 TARTCHE % e
g=aarar (Interview) 30 | g1 a=arar (Board Interview) -
A
Q. IT IIETHHB! ANHATATS TIH7 =R (fafaa a=ren) ¥ G == (=qardi) T g5 AR a9 Tieedr

Ko

“0

q0.

19.

AES

e
fefere TeTeaTepT AT TS FOTell AT SIS A2ar qUTAT ¥ IS g9 g TG |

go¥ ¥ fgdra g fafed 98er ggreg e |

fafad aerer T Fifae JeEeT ¥ A3ER JATaeTd FeEted 99/ faueEr f6SU oER g |
F&Ta Fgadieasd (Multiple Choice) Tede%sl Tod IR GUAT Yeieh Tad 3A¥ a19d 0
gieqere orF el KD | O IAR AGCHT Fq aq o5 fEgT ST T A3 FEw a4 A S |
TN TEAHBIcaE & TXETHT GTerdier IR ofeaT ioil a1 @ex (Capital letter) A,B,C,D #T
dETIE | T weR (Small letter) a,b,c,d FEEHT AT 7T FHT A THT TU qo JAITHT

?g ~> |
TEABIaE JIEE g ULILTHT F Teheehl HTeshere? (Calculator) TaRT 9 T8+ S |

FASoTa J9RE®® EFHT UST ATHT Y9F a7 TId Tl g5 a7 g5 AT oal 917 (Two or more
parts of a single question) aT TSl Y= d=Id 5 T aal [cHviies (Short notes) et Ak
5 |

faeomTa god g o/ favaeR GE ARt/ @ve / ThTg /IR AN GETgE SRR e |
afeerrdier e SRT/ QU / THhlg /FTHT TIAH! IO Alel AN/ GUS /Ul /TR A THTHT
AT, |

T IIGAHH AT A=TehT T/ Faoerept fawaaeqr S G 21 JAfaUas! 90 arafd reashar
WH FAA, U, ¥, fafqaw qar difqee a<rarer fhiq ww=1 3 dfedr smmte ("eaT U a1
eTgd W5 TATSUHT AT qT TR FATIH 5) FAH Tehdls I9 TMSHAAT bl Hh 7, |
TqH TRUTH] TIETETE BAE AURT JFEAREATS AT (5ol TR FIETHT AiFTard TRIEA |
IETHH AN AT -
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JIH IT— AT AW, AAQMEA T AGL9H
gUg-cb . GrHTY |1

General Awareness 50x1=50

1.1 faeges O HeTeel, e, g4, STeqre], 9=y, dwringd fqdr var, a9 3, 99q s@dT,
SR |

1.2 favger sfqem: wamATRE, @EifTe i, BrgHT Toamiiea, qHRET Waear U, 96
FFR AT FId, TIH T [T [aeagg q97 ARG @aar FUTH, T2, FRT T IRUTHES

1.3 SUTereRT Siierss, Ufqetiaes, ArATiTe, Wfdes, Aiehiaed ¥ ATAIdE Faear TE=T AT

1.4 SUTAHT YATAT TG THES, SIS, ATNTHTS, F&hid, &1 T Alfecd

1.5 HYhIee HY ¥ & 4039 (SAARC, BIMSTEC)

1.6 ey faepra, aTamaer, YOO, ST, STeIR0T, qATSANTE, STeary aad T, Afae fafagar, geiy
TIE ¥ TAAET

1.7 TGS A STATHT T T TAaeearavdl A1l

1.8 QT T A=RINGT Hecdd! HATAIIF Tl qaT FAMTH TATaiaes

1.9 ARl FaUTT TRl QT ATHRR]

1.10 |rESAE AR g, fotaa qar faaam e

1.11 <rHreer giv=ra, gaafq, faera, fefaw qor &=

1.12 ErTehT fagreaes ¥ a1 Feedl STeRTadies, dTHT Heaea il e

1.13 Introduction and applications of computer, word processing, electronic spreadsheets,
presentation system, power point, internet, intranet, Data base management system and its

uses.
gUEg @:- AAYMEA T AL
(Economics & Management)
(RO =9
Economics

2.1 Basic knowledge of economics: scope and importance of economics

2.2 Concept, meaning and difference of micro and macro economics

2.3 Macroeconomic indicators (GDP, GNP, per-capita income, Investment,
consumption, saving and inflation)

2.4 Fiscal policy: objectives, role and importance

2.5 Monetary policy: objectives, role and importance

2.6 Privatlization, Liberalization, and Globalization

2.7 Concept of economic Growth, Economic Development and Economic Welfare

Management

3.1 Concept, significance and scope of management

3.2 Principles and functions of management

3.3 Manager: basic qualities, roles and types; managerial ethics

3.4 Managerial skills: decision making, problem solving and communication
3.5 Concept of group dynamics and motivation

3.6 Concept, objective of human resource management
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3.7
3.8
3.9

Leadership and employment relation
Principles of motivation, participation and quality of work life
Importance of communication in office

3.10 Record management
3.11 Office management

3.11.1 Concept and importance of office management

3.11.2 Registration, Dispatch, Letter Writing, Tipanni, Circular and Memo
3.11.3 Concept, purpose and importance of filing & indexing

3.11.4 Concept and importance of record management

3.11.5 Concept and importance of MIS/MICS

3.11.6 Importance and use of ICT in office management

T 97/ [aUH qrEAFHAATE a1 oe FFTTER 9978 |itads |

qUe THE | W TR A farea g
A 9 Yo YO FIAX q AF= YO .
FeAX =
. - ) 3 Y TF= 4
5 q gex 0= 90
FIAX =
; - ) 3 Y F= 9%
q 999x q03g= 90
Jeax = 30
AT 900 YO J9FX 9 AF= YO A %= s

R JeIX q0F= RO

% %k %
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fgia o :- S, @ T A S

(Insurance, Account and Finance Related)

guS: F (10 )

Insurance

1.1 Evolution and development of Insurance

1.2 Introduction, importance, scope and types of insurance

1.3 Principles of Insurance

1.4 Micro Insurance

1.5 Current status of Nepalese insurance market

1.6 Re-insurance: meaning and types

1.7 Risks: meaning, types and methods of handling risks

1.8 Historical background of insurance in Nepal

1.9 Introduction, functions, roles and responsibilities of Rastriya Beema Company
Limited and Nepal Insurance Authority

1.10 Role of Insurance Mediator

1.11 Role of insurance in Nepalese economy

1.12 Process of claim settlement

Related Legislations

2.1 Wfted dAT HFAT [AfadS®!l Ja=ada qar Hasmaer

2.2 STHT GITIehRurene ST T Femas HaRTer, 06y

2.3 T UA, R0}

2.4 AT fEHATEL, R0%Q

2.5 HFAT UA, 3053

2.6 HAFN ATl Gledr, 09% H AN L (FR T A I TFI=d] <)
2.7 FHfq Qg MaRT UH, R0%¥

2.8 FarER MaRT TF, j04R

gves. § (10 D)

Accounting

3.1 Accounting: concept, objectives and importance
3.2 Principles of accounting
3.3 Ledger accounts: importance, posting, balancing and closing
3.4  Difference between journal and ledger
3.5 Trial balance: concept, method & importance
3.6 Depreciation
3.7 Bank reconciliation: meaning and techniques of reconciliation
3.8 Financial statement: concept, objective and importance, major components of
financial statement of insurer
3.9 Auditing and its importance, internal control and internal audit
3.10 Profit and loss, Balance Sheet
RBCL/Page 4



4. Finance

4.1

4.2

4.3
4.4
4.5
4.6
4.7

Financial Systems: central bank, commercial banks, development banks, insurance

e AT Fwl fafes
TEMEA 94T, TE ¥, TEhF @ ISl AT TIAANTATCHE &Rl TEAHA

3.11 Cash flow statement: meaning, purpose, importance and interpreting the statement of
cash flow

sector and other financial institutions and their roles and responsibilities

Financial Market

4.2.1 Money market: concept, importance and functions
4.2.2 Capital Market: concept, importance and functions

Business Finance: concept, scope and importance

Capital budgeting and cost of capita.
Concept of portfolio management and portfolio diversification

Sources of income and expenditures of insurance companies

Major components of financial statements of insurers

oYY

T 97/ [aUH qEAHAATE A7 GFd [FFTTER 9978 Fitads |

quE THG HFAR T
Bl I ASA YWY AT I ARG T4
A q 30 ¥ JAX 4 Ag= R0 q Y9AX q03F=R0
R R0 R Y9HIX ¥ ¥{F=q0 q g% qorg=q0
B 3 Bed 3 IIAX Y AF= 9% 9 geIxq0eF=90
¥ M 3 TeIX L AE= 94 q 9exq0Ag=90
STHT 4R 99X 4 AF= <O

¥ gIAX QOAT= ¥ O
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fahT =R () FPgex AT 7089 (Computer Skill Test)

UTEIHHP! FeqA- TSl AATAE IRTHT S(Heh SIATHT AU ATAETReE qHET THTLTTH
AT FoAT T 9w gfafad 1 aikfaa ¥ =aas 76, W9 T gRIT AUHAh g AqRerddr Ehl
B | TG TR ATAATETHT FHART BAIE T&T ATIRIT FFIER A T AT TP Afh BT
T JUAH AUBA GAT FTANTATCHE THeATH fgdrd =ROHAT FFqey 49 9Reqor JaneHs
TRTET FHTAT TRTERT & |

fererar qUITE | IRIETT JOTTetr farrorareq ofre Bk SRR
Devanagari Typing | % a3 | ¥ fAqe
FEEY 1T qRIET0T 90 ERIRISES English Typing Y AT | ¥ WA
Computer Skill Test Practical Windows basic and
(Comp ) ( ) | A
Word processing

Contents

1. Windows basic
e Introduction to Graphical User Interface
e Starting and shutting down Windows
e Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
e Concept of files and folders
e Searching files and folders

2. Word processing
e Creating, saving and opening documents
e Typing in Devanagari and English
e Text formatting (font, size, color, underline, italic, bold, etc) and paragraph
formatting (alignment, indentation, spacing)
e Inserting header, footer, page number
e Page setting (margin, page size, orientation), previewing and printing of documents

*k*k
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9. Typing Skill Test & ANT 940 TeRETHI TIAT Text G546 T T ATAR % I

UEGERS

g = i A (Correct Words/Minute) e b
Y W %H 908 9reE 9iq fAee arad 2k
Y AT |1 9=T Fel T 0y AR FHH g ek gfq (A smaa 0.0 o3
9.y 9T 1 AT g6l ¥ 90 Wl FH g 958 id AR arad 0.80 g
Q0 AT AT 9_T Fel T 9.4 AT FHH G T8 9iq fHe araq 9.00 I3
QR4 AT AT 9T FEl T 94 9T FH g 958 id fAde arad q.34 o3
Q¥ AT I AT oGl T 98U WRRT HH g e iq (A eI .40 3
Q.Y a7 &1 9T el T 09I FHH G 958 Yid fAde arad q.94 o3
0 AT A1 9waT F@l T RR.Y Rl FH g TR i e S .00 #F
QY AT FFRT FEl T Y TRT FH F 9 9iq fHe amd M AF
Y AT AT 96T 9F 9eE i e arad 40 IF

2. English Typing Skill Test @0 @RT 200 sTeEesdr TSl Text fG578 ¥ T AR % I

;-

¢ Y= ia fme (Correct Words/Minute) S HE
% W2l FH g e Yl e omad 0 g
& a1 T 9T 96l ¥ R Rl FH g R 9id fAee ama 040 g
R AT &I 9wl del ¥ 9% Wl FH g ek idq fAve amaa 0.90 33
R AT &1 9=T F&l T Q% AT HH g s gfq foae araq 9.00 I3
Q¥ a1 I AT 96l ¥ 95 AT FH F R Uid fHAe ada 9.34 9%
15 a1 |1 9=<T a6l ¥ 39 9T FH g 958 Uid fAve amad 9.40 u3
Y AT &1 9T gl ¥ ¥ AT FH g R 9iq fHee ada q.94 73
¥ 97 G ¢l ¥ 9 ARl FH g ek gfd (A saq .00 I3
9 9T HH=T ¢l ¥ 30 9=l H g e Yiq A arad R AF
30 a7 91 AT el 9F e 9iq e aad .40 uF

e AT Fwl fafes

TUMEA 4T, € ¥, GEAF @ TGl GAT TAAMTATCHS IETRT TETHH

FUSH a1 AN Typing Skill Teste At fHewm:

~

3. oS ar TEART Typing @1 fegU#r Text @M% g WM agq Tl Text I e =%
Ties | faguar s a1 TaanRr Text W1 Sedf@d TOE FHITH qaardiesd smRar Text @1
Punctuation 21T ST JTETHT TEehT TeEHT TUET TRT G | aeqe=nd e Formula ¥amT
T 9@ oTe= gfq fa=e (Correct words/minute) ferTie=s; |
Formula:

18 ere2 9fd fAeie (Correct words/minute

)_ (Total Words Typed—Wrong Words)
5

*k*k
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