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1. Economics

1.1 Basic knowledge of economics: scope and importance of economics
1.2 Concept, meaning and difference of micro and macro economics
1.3 Macroeconomic indicators (GDP, GNP, per-capita income, Investment, consumption,
saving and inflation)
1.4 Fiscal policy: objectives, role and importance
1.5 Monetary policy: objectives, role and importance
1.6 Privatlization, Liberalization, and Globalization
1.7 Concept of economic Growth, Economic Development and Economic Welfare
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Management
2.1 Concept, significance and scope of management
2.2 Principles and functions of management
2.3 Manager: basic qualities, roles and types; managerial ethics
2.4 Managerial skills: decision making, problem solving and communication
2.5 Concept of group dynamics and motivation
2.6 Concept, objective of human resource management
2.7 Leadership and employment relation
2.8  Principles of motivation, participation and quality of work life
2.9 Importance of communication in office
2.10 Record management
2.11 Office management
2.11.1 Concept and importance of office management
2.11.2 Registration, Dispatch, Letter Writing, Tipanni, Circular and Memo
2.11.3 Concept, purpose and importance of filing & indexing
2.11.4 Concept and importance of record management
2.11.5 Concept and importance of MIS/MICS
2.11.6 Importance and use of ICT in office management
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Insurance
1.1 Evolution and development of Insurance
1.2 Introduction, importance, scope and types of insurance
1.3 Principles of Insurance
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1.5
1.6
1.7
1.8
1.9

1.10
1.11
1.12

Micro Insurance

Current status of Nepalese insurance market

Re-insurance: meaning and types

Risks: meaning, types and methods of handling risks

Historical background of insurance in Nepal

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

Role of Insurance Mediator

Role of insurance in Nepalese economy

Process of claim settlement

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

flow
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4. Finance

4.1 Financial Systems: central bank, commercial banks, development banks, insurance sector
and other financial institutions and their roles and responsibilities

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

4.3 Business Finance: concept, scope and importance

4.4  Capital budgeting and cost of capita.

4.5 Concept of portfolio management and portfolio diversification

4.6  Sources of income and expenditures of insurance companies

4.7  Major components of financial statements of insurers
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