ey dHT FHAT fatads
TEMEA 94T, TE X, GEAF & ISl GAT TAANTATCHE TRl TEARA

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

T8 AT (Examination Scheme)

9. qIH =10 : fafga qlEm (Written Examination) QU :- 00
k| fewr quity | SN | GRS qorer T deTxAg | 99T
| N"T\AZ@S)*'“““’ 4o rAx § 77 | wufre
YIH | IIETA FAE, YT T SFaEHA | 400 %0 e
faarTe R FEAx 90 97 | ¥y fHee
. ST, o, foa T q00 | vo fersrarer R JIIAX YFF | R HUEl
THEgd FATES ¥ gex 0% | 30 fAue
R. ol == : FPHR AW Q& T At quitE - ¥O
(Computer Skill Test & Interview)
fererr qUITE & oI e
FFA AT AT 0 ERINI RS 1« fe
g=aarar (Interview) 30 | g€ wr=qardr (Board Interview) -
A ¢
Q. IT IIETHHB! ANATATS G947 =R (fafga a=ren) ¥ G == (or=qard) T g5 AR a9 TR

X

«0

q0.

19.

AES

3 |
fefaa aéremmept ATe® ST qATAT AT ST FTAT AT ¥ ST T BT TG

g ¥ e aer fafad 9<rem gErsg e |

fafad aere T g JeEeT 7 AFER JATaeTd FeEted 99/ faueEr f6SU oER g |
g Fgasiedsd (Multiple Choice) Tede%sl Told IR [GUAT Yeieh Tad IA¥ a19d 0
YITeTT o5 el RAD | A IO ATCTH] qF aqd A7 a5 G T AF bEl U TR B |
FETT TgAFiedeh & TETHT Tediel IR el dUsil a1 «ew (Capital letter) A,B,C,D =1
dETIg | T weR (Small letter) a,b,c,d FEHT AT A7 FHT A TH TT qo JAITHT
€ & |

TEAHTAE JIEE g ULILTHT F Teheehl RTeshere? (Calculator) TaRT 9 T8+ S |

fAToTd GeEREl EHET TS ATHT Y9H AT USd WITeRl 33 o g% 9=aT &dl AW (Two or more
parts of a single question) T TSl Y= d=WId Iz A aal [cHviies (Short notes) et Al
g |

faeomTa god g o/ favaeR GE ARt/ @ve / ThTg /IR AN GETgE SRR e |
afeerTdiel Yo WRT/ @0 /TS /FTHT TeAH] IR Alel AN/ GUE / Uehls /TR IATAETHTHT
AT, |

T IR ATSTAT Aeaiicdent 9/ fauaresT faueeeqan S & 37 JfaUs! 90 qraiT qrgash e
WH FAA, U, ¥, fafqaw qar difqee a<rarer fhiq ww=1 3 dfedr smmte ("eaT U a1
T W% BATSUHT AT IT TR FTIH %) FIAH TEHhdls T TGHAAT bl THh I8, |
TIH TRUTHT TRIETETE Tl ARl JFHGARESATs AT (g FROTHT TRIETHT JTEafed TRIgH, |
TETFHA AT 4l -
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JIH IT— GET AW, AAAMEA T L9
gUg-cb . GrHTY |1

HHA A 50x1=50

11

1.2

1.3
14
1.5
1.6

1.7
1.8
1.9
1.10
1.11
1.12
1.13

fareaepl SRl HeTeel, WeTaRR, d, fefier, JeM=qy, dw=ried [qdr v@r, I89d g, 99q s@dr,
qETH, qHF, SAraEdl, qel, feudel, d, fewd, Saad, A arg, Aa9d g
ST |

foroaepr siqer: RTTHRET, AR R, BIFET TSART, AHNET TAAar GUH, G
FFR AT FIId, TIH T [T [aeagg q97 ARG @aar JUTH, T2, FRIT T IRUTHES
TATeTeRT STTereR, Tfetiaes, ATATNTE, wfde, Aihiad T ATAdE Aaem TE=T AT
TATTHT JAfad IHE gHes, ST, ATErrdl, I6(d, war ¥ diec

FHTE & 7 4 wTeT (SAARC, BIMSTEC)

feiT foreprr, ATTaROT, GEUOT, STHGEAT, TR0, TAEGARTE, SAeAarg qiead, Stk fafaerdr, gers
qIE ¥ AT

fa=ITeT WHa STEaHT T Godel THEe sl ST

AftTT ¥ FARRIMNCT Aecdsd! GHATHIE AT qIT TAHad Taraiaes

TR FITTT FFIedl GTHT ST

qrasTier GEATehl qie=ry, fopfaw qar fawm sraen

ATt afv=ra, ot T, fefaw qar e

AT fagT=aee ¥ AHEHERAT TRTEEs, AT Heaeqadhais] qiae

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

GeUS G (- AU T FTA
(Economics & Management)
(10 %)

Economics

2.1
2.2
2.3

2.4
2.5
2.6
2.7

Basic knowledge of economics: scope and importance of economics

Concept, meaning and difference of micro and macro economics

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

Fiscal policy: objectives, role and importance

Monetary policy: objectives, role and importance

Privatl ization, Liberalization, and Globalization

Concept of economic Growth, Economic Development and Economic Welfare

Management

3.1
3.2
3.3
3.4
3.5
3.6
3.7
3.8

Concept, significance and scope of management
Principles and functions of management
Manager: basic qualities, roles and types; managerial ethics
Managerial skills: decision making, problem solving and communication
Concept of group dynamics and motivation
Concept, objective of human resource management
Leadership and employment relation
Principles of motivation, participation and quality of work life
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3.9 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/ [aah qrEawHAdaTe JAEFd HHTER 9eqes qiae, |
U TE | R TR T farerTa g
A 9 40 40 geIx q AqF= 4O -
JIAX Y AF=
. o ] 3 4 = Y
B 9 9% Q0§= 90
TAX Y AF=
3 2 i E L =94
9 9% Q03g= 90
JIAX = 30
STET q00 Y0 JAX q FF= YO - %=
R 99X qQOoAF= R0

%k %k *k
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factr o - S, wET T faa g

(Insurance, Account and Finance Related)

guS: F (10 )

Insurance

11
1.2
1.3
14
1.5
1.6
1.7
1.8
1.9

1.10
1.11
1.12

Evolution and development of Insurance

Introduction, importance, scope and types of insurance
Principles of Insurance

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

2.1
2.2
2.3
2.4
2.5
2.6

AT AT FFIAT [AfAdgs! gaeadd qan AT
AT ITTIeRIuTaTe S TRURT Gmad aferedr, 306y
AT UH, 0%

AT FATE, 30%%

FHAT UA, J0%3

HAH! FATAT Higdl, 00 B ANT Y (FRR JAT AT A qred| qaedT)

2.7 FFAq qfEFRT MaRT UA, 30%%
2.8 FER [HaR U9, 0%
gue. @ (10 %)
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

oYY

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

quE THG HFAR ki
"I IR AL I AT IR ASA I
A q 30 ¥ JAX 4 Ag= R0 q Y9AX q03F=R0
] R0 R qeAx ¥ AqF=q0 q 99Ax qorg=90
B 3 M 3 I L AF= Y q 9exq0Ag=90
¥ MY 3 I L AF= Y q 9exq0qg=90
STHT 93 g9 4 ;AF= %0 ¥ JIAX 0F= ¥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 F=AT T F=AR A& T aikfera ¥ =Faq 949, 9 T gROT JUHAh g1 ATRETHdT Tahl
B | qGT AT ATIATTHT FHART FATE TaT ATIRAT FFIER 79 ¥ AT qUHT Afh TS

T SUIh 9URA @Al HAANTATHSE TRl G =ROAT e T IR JINTcHS

TRTET AT TRTHT &r |
ferrr qUITS | TETETT JOTTelr EEPEEINIEE] EE] T
Devanagari Typing | % a5 | ¥ fAqe
HFY T I gereqo 90 TANTCHSE English Typing Y AT | ¥ WA
(Computer Skill Test) (Practical) Windows basic and
Word processing i 4 e

Contents

1. Windows basic

Introduction to Graphical User Interface

Starting and shutting down Windows

Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
Concept of files and folders

Searching files and folders

2. Word processing

Creating, saving and opening documents

Typing in Devanagari and English

Text formatting (font, size, color, underline, italic, bold, etc) and paragraph
formatting (alignment, indentation, spacing)

Inserting header, footer, page number

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 9T Fel T 0 R FH g 9 9iq fHee A 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
QU AT FT AT oGl ¥ Q0.0 AT A U e’ i fHee A .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 R 9iq fHe aaa M AF
Y A H T g6l 9 e i fHRe 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 HF=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
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FUSH a1 AR Typing Skill Teste ait e

~

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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