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kf7\oqmdsf] ?k/]vfM— o; kf7\oqmdsf] cfwf/df lgDgfg';f/sf r/0fdf k/LIff lnOg] 5 M 

k|yd r/0f M— lnlvt k/LIff      k"0ff{Í M— @)) 

låtLo r/0f M—  -s_ sDKo'6/ ;Lk k/LIf0f     k"0ff{Í M— !)  

  -v_ cGtjf{tf{         k"0ff{Í M— #)   

k/LIff of]hgf (Examination Scheme) 

!= k|yd r/0f M lnlvt k/LIff (Written Examination)     k"0ff{Ë M– @)) 

kq ljifo k"0ff{Í pQL0ff{Í k/LIff k|0ffnL k|Zg ;+Vof×cÍ ;do 

k|yd ;fdfGo 1fg, cy{zf:q / Joj:yfkg !)) $) 

j:t'ut ax'a}slNks  

MCQ) 
%) k|Zg× ! cÍ $%ldg]6 

ljifout  
^ k|Zg× % cÍ 

@ k|Zg× !) cÍ 

! 306f  

$% ldg]6 

låtLo  
aLdf, n]vf, ljQ /  

;DalGwt sfg"gx? 
!)) $) 

ljifout  !@ k|Zg× %cÍ 

$ k|Zg× !)cÍ 

@ 306f  

#) ldg]6 

@= låtLo r/0f M sDKo'6/ ;Lk k/LIf0f / cGtjf{tf{                                          k"0ff{Ë M– $) 

                         (Computer Skill Test & Interview) 

ljifo k"0ff{Í k/LIff k|0ffnL ;do 

sDKo'6/ ;Lk k/LIf0f  !) k|of]ufTds !% ldg]6 

cGtjf{tf{ (Interview) #) Aff]8{ cGtjf{tf{ (Board Interview) – 

 

b|i6Jo M 

!= of] kf7\oqmdsf] of]hgfnfO{ k|yd r/0f -lnlvt k/LIff_ / låtLo r/0f -cGtjf{tf{_ u/L b'O{ efudf ljefhg ul/Psf] 

5 .  

@= lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g ;Sg]5 .  

#= k|yd / låtLo kqsf] lnlvt k/LIff 5'§f5'§} x'g]5 .  

$= lnlvt k/LIffdf ;f]lwg] k|Zg;+Vof / cÍef/ oyf;Dej ;DalGwt kq÷ljifodf lbO{P cg';f/ x'g]5 .  

%= j:t'ut ax'j}slNks (Multiple Choice) k|Zgx?sf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) 

k|ltzt cÍ s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cÍ lbOg] 5}g / cÍ s§f klg ul/g] 5}g .  

^= j:t'ut ax'j}slNks x'g] k/LIffdf k/LIffyL{n] pQ/ n]Vbf c+u|]hL 7"nf] cIf/ (Capital letter) A,B,C,D df 

n]Vg'kg]{5 . ;fgf] cIf/ (Small letter) a,b,c,d n]v]sf] jf cGo s'g} ;ª\s]t u/]sf] eP ;a} pQ/k'l:tsf 

/2 x'g]5 .  

&= ax'j}slNks k|Zgx? x'g] k/LIffdf s'g} k|sf/sf] SofNs'n]6/ (Calculator) k|of]u ug{ kfOg] 5}g .  

*= ljifout k|Zgx?sf] xsdf Pp6f nfdf] k|Zg jf Pp6} k|Zgsf b'O{ jf b'O{ eGbf a9L efu (Two or more 

parts of a single question) jf Pp6f k|Zg cGtu{t b'O{ jf a9L l6Kk0fLx? (Short notes) ;f]Wg ;lsg]   

5 .  

(= ljifout k|Zg x'g] kq÷ljifosf k|To]s efu÷v08÷PsfO÷k|Zgsf nflu 5'§f5'§} pQ/k'l:tsfx? x'g]5g\ . 

kl/IffyL{n] k|To]s efu÷v08÷PsfO÷k|Zgsf k|Zgsf] pQ/ ;f]xL efu÷v08÷PsfO{÷k|Zgsf] pQ/k'l:tsfdf 

n]Vg'kg]{5 .  

!)= o; kf7\oqmd of]hgf cGtu{tsf kq÷ljifosf ljifoj:t'df h'g ;'s} s'/f n]lvPsf] eP tfklg kf7\oqmddf 

k/]sf sfg"g, P]g, lgod, ljlgod tyf gLltx? k/LIffsf] ldlt eGbf # dlxgf cufl8 -;+zf]wg ePsf jf 

;+zf]wg eO{ x6fO{Psf jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; kf7\qmddf k/]sf] ;Demg' kb{5 .  

!!=  k|yd r/0fsf] k/LIffaf6 5gf}6 ePsf pDd]bjf/x?nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt u/fOg]5 .  

!@=  kf7\oqmd nfu" ldlt M– 
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k|yd kqM— ;fdfGo 1fg, cy{zf:q / Joj:yfkg 

v08–s M ;fdfGo 1fg  

 

1. ;fdfGo 1fg           50×1=50 

1.1 ljZjsf] e'uf]nM dxfb]z, dxf;fu/, w|'j, cIff+z, b]zfGt/, cGt/fli6«o ltyL /]vf, ;do b'/L, kj{t >[+vnf, 

d?e"ld, e'sDk, Hjfnfd'vL, gbL, lxdgbL, tfn, lxdtfn, hnjfo', Jofkfl/s jfo', dg;'g ;DaGwL 

hfgsf/L .  

1.2 ljZjsf] Oltxf;M DofUgfsf6f{, cf}Bf]lus qmflGt, k|mfG;sf] /fHoqmflGt, cd]l/sL :jtGqtf ;+u|fd, ?;L 

cS6f]a/ qmflGt, k|yd / låtLo ljZjo'4 tyf ef/tLo :jtGqtf ;+u|fd, 36gf, sf/0f / kl/0ffdfx?  

1.3 g]kfnsf] ef}uf]lns, P]ltxfl;s, ;fdflhs, cfly{s, ;f+:s[lts / /fhg}lts cj:yf ;DjGwL hfgsf/L 

1.4 g]kfndf k|rlnt k|d'v wd{x?, hfthflt, efiffefifL, ;+:s[lt, snf / ;flxTo  

1.5 ;+o'Qm/fi6« ;+3 / If]qLo ;+u7g (SAARC, BIMSTEC)  
1.6 lbuf] ljsf;, jftfj/0f, k|b'if0f, hg;+Vof, Zfx/Ls/0f, aF;fO{;/fO{, hnjfo' kl/jt{g, h}ljs ljljwtf, b'n{e 

kz'kG5L / jg:kltx?  

1.7 lj1fgsf dfgj hLjgdf k/]sf k|ToIf k|efjx?;DaGwL hfgsf/L  

1.8 /fli6«o / cGt{/fli6«o dxTjsf ;d;fdlos 36gf tyf gjLgtd ultljlwx?  

1.9 g]kfnsf] ;+ljwfg ;DaGwL ;fdfGo hfgsf/L  

1.10 ;fj{hlgs ;+:yfgsf] kl/ro, lsl;d tyf ljBdfg ca:yf  

1.11 aLdfsf] kl/ro, pTklt, ljsf;, lsl;d tyf If]q 

1.12 aLdfsf] l;4fGtx? / aLdf;DaGwL zAbfjnLx?, aLdf dWo:ystf{sf] e"ldsf 

1.13 Introduction and applications of computer, word processing, electronic spreadsheets, 

presentation system, power point, internet, intranet, Data base management system and its 

uses.  
 
 

v908 v M– cy{zf:q / Joj:yfkg  

(Economics & Management)  

-%) cÍ_ 

2. 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 Privatl ization, Liberalization, and Globalization   

2.7 Concept of economic Growth, Economic Development and Economic Welfare  

 

3. 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  

3.7 Leadership and employment relation 

3.8 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  

 

  o; kq÷ljifosf] kf7\oqmdaf6 oyf;Dej lgDgfg';f/ k|Zgx? ;f]lwg]5 .   

v08 OsfO{ cÍef/ j:t'ut k|Zg ljifout k|Zg 

A ! %) %) k|Zg× ! cÍ= %) - 

B 

@ @% - 
# k|Zg× % cÍ= !% 
! k|Zg× !)cÍ= !) 

# @% - 
# k|Zg× % cÍ= !% 
! k|Zg× !)cÍ= !) 

hDdf  !)) %) k|Zg× ! cÍ= %) 
^ k|Zg× % cÍ= #) 
@ k|Zg× !)cÍ= @) 

 

*** 
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låtLo kq M– aLdf, n]vf / ljQ ;DaGwL  

(Insurance, Account and Finance Related) 

 

v08M s -%) cÍ_ 

1. 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  

 

2. Related Legislations 

2.1 /fli6«o aLdf sDkgL lnld6]8sf] k|aGwkq tyf lgodfjnL  
2.2 aLdf k|flws/0faf6 hfl/ ul/Psf] ;'zf;g lgb]{lzsf, @)&%  
2.3 aLdf P]g, @)&(  
2.4 aLdf lgodfjnL, @)$(  
2.5 sDkgL P]g, @)^#  
2.6 d'n'sL b]jfgL ;+lxtf, @)&$ sf] efu % -s/f/ tyf cGo bfloTj ;DaGwL Joj:yf_ 
2.7 ;Dklt z'lås/0f lgjf/0f P]g, @)^$  
2.8 e|i6frf/ lgjf/0f P]g, @)%(  

 

v08M v -%) cÍ_ 

3. 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 

 

o; kq÷ljifosf] kf7\oqmdaf6 oyf ;Dej lgDgfg';f/ k|Zgx? ;f]lwg]5 .  

v08 OsfO{ cÍef/ 
ljifout 

5f]6f] pQ/ cfpg] k|Zg nfdf] pQ/ cfpg] k|Zg 

A 
! #) $ k|Zg× % cÍ= @) ! k|Zg× !)cÍ=@)  

@ @) @ k|Zg× % cÍ= !) ! k|Zg× !)cÍ=!)  

B 
# @% # k|Zg× % cÍ= !%  ! k|Zg×!)cÍ=!)  

$ @% # k|Zg× % cÍ= !%  ! k|Zg×!)cÍ=!) 

  hDdf  !@ k|Zg× % cÍ= ^)  $ k|Zg× !)cÍ= $)  
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låtLo r/0fM -s_ sDKo'6/ ;Lk k/LIf0f (Computer Skill Test) 
 

kf7\oqmdsf] p2]ZoM– cfhsf] j}1flgs o'udf b}lgs hLjgdf cfOkg]{ Jofjxfl/s ;d:of ;dfwfgsf 

nflu ;"rgf / ;+rf/ k|ljlw;Fu kl/lrt / Go"gtd 1fg, ;Lk / wf/0ff ePsf]JolQm x'g ckl/xfo{tf /x]sf] 

5 . t;y{ ;femf oftfoftdf sd{rf/L 5gf}6 ubf{ cfwf/e"t sDKo"6/ 1fg / ;Lk ePsf] JolQm 5gf}6 

ug'{ pko'Qm ePsf]n] v'nf k|ltof]lutfTds k/LIffsf] låtLo r/0fdf sDKo"6/ ;Lk kl/If0f k|of]ufTds 

k/LIff ;dfj]z ul/Psf] xf] .  

ljifo k"0ff{Í k/LIff k|0ffnL ljifoj:t' zLif{s cÍ ;do 

sDKo'6/ ;Lk k/LIf0f 
(Computer Skill Test) 

!) 
k|of]ufTds 

(Practical) 

Devanagari Typing @=% cÍ % ldg]6 

English Typing @=% cÍ % ldg]6 

Windows basic and 

Word processing 
% cÍ % ldg]6 

 

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  

 

*** 
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c+u|]hL jf b]jgfu/L Typing Skill Testsf] nflu lgb]{zgM 

 

!=  b]jgfu/L Typing Skill Test sf] nflu !%) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s k|bfg 

ul/g]5M– 

z'4 zAb k|lt ldg]6 (Correct Words/Minute) kfpg] c+s 

% eGbf sd z'4 zAb k|lt ldg]6 afkt ) cÍ 

% jf ;f] eGbf a9L / &=% eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) cÍ 

&=% jf ;f] eGbf a9L / !) eGbf sd z'4 zAb k|lt ldg]6 afkt )=&) cÍ 

!) jf ;f] eGbf a9L / !@=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) cÍ 

!@=% jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% cÍ 

!% jf ;f] eGbf a9L / !&=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) cÍ 

!&=% jf ;f] eGbf a9L / @) eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% cÍ 

@) jf ;f] eGbf a9L / @@=% eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) cÍ 

@@=% jf ;f]eGbf a9L / @% eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% cÍ 

@% jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) cÍ 

 

@=  English Typing Skill Test sf] nflu @)) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s k|bfg 

ul/g]5M– 

z'4 zAb k|lt ldg]6 (Correct Words/Minute) kfpg] c+s 

^ eGbf sd z'4 zAb k|lt ldg]6 afkt ) cÍ 

^ jf ;f] eGbf a9L / ( eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) cÍ 

( jf ;f] eGbf a9L / !@ eGbf sd z'4 zAb k|lt ldg]6 afkt )=&) cÍ 

!@ jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) cÍ 

!% jf ;f] eGbf a9L / !* eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% cÍ 

!* jf ;f] eGbf a9L / @! eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) cÍ 

@! jf ;f] eGbf a9L / @$ eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% cÍ 

@$ jf ;f]eGbf a9L / @& eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) cÍ 

@& jf ;f]eGbf a9L / #) eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% cÍ 

#) jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) cÍ 

 

#= c+u|]hL jf b]jgfu/L Typing df lbOPsf] Text nfO{ cfwf/ dfgL 6fOk u/]sf] Text ;Fu le8fO{ r]s 

ul/g]5 . lbOPsf] c+u|]hL jf b]jgfu/L Text df pNn]lvt :yfg adf]lhd k/LIffyL{x?n] cfkm\gf] Text df 

Punctuation 6fOk gu/]sf] kfOPdf To;sf] zAbdf u0fgf ul/g] 5}g . tTkZrft lgDg Formula k|of]u 

u/L z'4 zAb k|lt ldg]6 (Correct words/minute) lgsflng]5 . 

Formula: 

z'4 zAb k|lt ldg]6 (Correct words/minute)= 
(Total Words Typed−Wrong Words)

5
 

 

*** 


