afted straw ST FaaAr fafiee T aftea Srmr wwar fafaes

TYMEA J4T, TIMEA, AGT T 4.0 9, MEhEER (@8 ¥) TGH AT TTAINTdeds® Tatrer
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G 40X«
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facrr Aoy, @fteR a1 9@ W a1 AN qE AT A AWe B GgAr Gt fafad gy
gadraar gdem (Pre-Qualifying Examination) aTe SATE AU IFHEARE® W1 Tahlhd
aerer gumelr (Unified Examination System) &1 STIRHAT FoTdq g4 I GRIETHT FedRIl gq
a3 B |
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afted straw ST FaaAr fafiee T aftea Srmr wwar fafaes
T AT, TIMEA, q@r ¥ (0.0 THE, eTaa&R (@ ¥) T8 AT FGaINTarcHeE THeTe!
qeAHH
IIH 97 (Paper 1) -
AT, T T oA ety
(Management, Mathematics and Information Technology)
GUE (A) — 40 F (& WA X ¥ &F, I WA X 90 9
Section (A) - 50 Marks (6 Questions x 5 Marks, 2 Questions x 10 Marks)
T (Management)

1.1. HEAT T HAT TFedd=Hh] ATGRIT T Heged (Concept and Importance of
Office and Office Management)
1.2. fRg =3 (Office Layout)

1.3. =@l T I (Registration and Dispatch)

1.4. TTElely TAT ARCr@ egaedm+ (Filing and Record Management)

1.5, feoauly, sreer, 9fkg= T Giddgs </@= (Tippani, Order, Circular and Report
Writing)

1.6. HIAIIAT g =R (Office Communication)

1.7. =8 =@a€am= (Inventory Management)

1.8. AN =<9 (Citizen Charter)

1.9. 9resi=e ¥ar 9are (Public Service Delivery)

1.10. M FaE STAEATIT: S+, Meh Ui, Wesh Jar T Wedh a=qie
SPIEIIS  (Customer Relation Management: Public Relations, Customer

Identification, Customer Service and Customer Satisfaction Management)
1.11. {ﬁT&ﬁ I (Grievance Management)

1.12. /= MY sga€am99 (Human Resource Management)
1.13. UM T FHE HH (Motivation and Group Work)

1.14. IR 9| (Marketing Management)

1.15. 3T <g9&89- (Knowledge Management)

1.16. IARETICA T WAThatedr (Responsibility and Accountability)
1.17. §=ER T Afdsar (Virtue and Ethics)

1.18. FEIWIT FImE (Corporate Governance)

1.19. ﬁ'ﬂ‘cﬁﬁ rE (E-Governance/Digital Governance)

1.20. A9TETHT A eI T famer Weca (Public Enterprises in Nepal and their
Importance)

gug (B) — 30 ¥ (kR WH X ¥ #Y)
Section (B) - 30 Marks (6 Questions x 5 Marks)
T (Mathematics)

2.1 Ufe® = (Unitary Method)

2.2 Wiaerd (Percentage)

2.3 JUId T AT (Ratio and Proportion)

2.4 YT 34T T Fokadi =4t (Simple Interest and Compound Interest)
2.5 ATHT T A& (Profit and Loss)
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afted straw ST FaaAr fafiee T aftea Srmr wwar fafaes

T AT, TIMEA, q@r ¥ (0.0 THE, eTaa&R (@ ¥) T8 AT FGaINTarcHeE THeTe!

2.6
2.7
2.8
2.9

qITHH

X T HHYE (Tax and Commission)
75T faf\a (Currency Exchange)

EREZIIES T (Sequence and Series)
AR (Area)

2.10 o [egsd, AfedsT T qq (Average: Mean, Median and Mode)
2.11 T¥EIAr (Probability)
2.12 UT® T A (Graph and Chart)

gug (C) — R0 F (¥ A x ¥ %)
Section (C) - 20 Marks (4 Questions x 5 Marks)

T 9t (Information Technology)

3.1

3.2
3.3
3.4
3.5

3.6
3.7

3.8

HFEIIX JOTTedT, ERNSS IECIER ELS{SA A fewrga (Computer System, Input Device,
Output Device)

FFIeT AT RFew (Computer Operating Systems)

EE 9T T Utelioh e d¥edax (Hardware and Application Software)

ZeeIe, sch',IQd, I{okt;,h\ki T T-HA (Internet, Intranet, Extranet and E-mail)

AR TATHS ; 9, Q?@H T EdETe (Office Package: Word, Excel and

PowerPoint)

STaTad HHsH+e {Eed (Database Management System-DBMS)

ST ST GO Wit T B Aifgshdrb! W (Use of Information Technology
and Artificial Intelligence in Insurance Sector)

YT TP [l STaEATI T &AAT ITARTHT <ATUHT UCadhaxehl AT I

S (General Information on Applications Introduced by Government of Nepal
in the Field of Financial Sector)
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afted straw ST FaaAr fafiee T aftea Srmr wwar fafaes
T AT, TIMEA, q@r ¥ (0.0 THE, eTaa&R (@ ¥) T8 AT FGaINTarcHeE THeTe!

qITHH

i s e gdE

AT q&&r ad&Er e (Skill Test Examination Scheme)

forrr g | wher et | feeeg fefe qF T
Devan_agarl Y a9 w fre
HFYAT T qAEAT TARTCHS Typing
> ) q0 ) English Typing .M ¥ y faee
(Computer Skill Test) (Practical) :
Word Processing W e v firre
and Formatting

1. Windows Basic

e Introduction to Graphical User Interface

e Managing Windows

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

e Managing basic hardware

Word Processing and Formatting

o 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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afted straw ST FaaAr fafiee T aftea Srmr wwar fafaes
TYMEA J4T, TIMEA, AGT T 4.0 9, MEhEER (@8 ¥) TGH AT TTAINTdeds® Tatrer
qTSTHH

ST a7 A Typing SKill Test &7 @ifil:-

. @R Typing Skill Test H1 @M Q40 weaea! Text [ieig ¥ @@ AR &% Y&H
-

Y@ 958 Wid FHE (Correct Words/Minute) EIEREEED
Y =31 HH g e Wid FHe aaa O uH

Y AT |l WRET FG T 8.Y WRRT W Y[E We Uid fee aad 0.40 ¥h
©.% a1 AN HaT 9l T Q0 WRRl HW YF W Wid fee amd 0.84 ¥h
Q0 A | AT FET T (.Y WET HH {E T U e amad 9.00 ¥®
Q.4 A1 | 9RT 9ET T Y T BA YF R Wi (e amd 9.3% 9P
Q% 1 M AT 9ET T 8.4 WRET HH E TEE U Hee amad q.40 ¥
Q8.4 AT AN AT FE T R0 WA HH G ¥R U e ada .Y P
R0 AT | WET FEN T RR.Y WRET HHA E T U e Amad .00 &
.Y AT | WRET FET T Y WET BHA YF R W (e Ad Y R
Y AT A WET A F WeE W FAE ada .40 #F

3. English Typing Skill Test & @M 200 ¥eaewa! Text FEHg T TWHATAR #F Ya

MR-

Y W58 Wid e (Correct Words/Minute) e a9
& WG FHH G W8 U (e ard o ¥F

§ A1 A AeRT Al T & A7l BA YF R Y (A ada 0.40 ¥&
Q AT |1 WET A&l T R HET HH @ W8 Wd A amad 0.9% ¥F
QR A1 AN AR ST T 94U WET HA E TR Wi e Amd 9.00 &
Q% A AT 9ET FET T 16 Rl HH F 9EE i e amad 9.3% 9®
1 a1 |l 9= ST T R ARl B F R Wid e =md q.40 ¥
39 A A AT FEN T RY WRRT HH F e Wi [e add .Y P
Y AT AN AT FET T 0 AR HH F 9EE Ui S amad .00 &
0 AT |l WRET ST T 30 WAl HH F e Wid (A Amd Y HF
30 a1 |l WeRT el T 33 WaT HBH F W Wi (A A .40 dF

3. SUST a1 TEANT Typing AT fESUaT Text e #ATIR AT 22T Wb Text T M= o
TRAg | Rgue FUSH o1 TN Text AT Fealidd €A SHIGH qOendigee AT Text
W Punctuation 22T TRIXGHT IEUAT <TGH! STEEHT T TRT & | dea=d =+ Formula
WINT T [ 9id e (Correct words/Minute) et s |
93 _(Formula) :

=

@ ¥e8 Yid e (Correct words/ Minute) =

(Total Words typed—Wrong Words)
5
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e AT FHAT fataes

TIMET AT, TIMAT THE, TEAFER (A8 ¥) T AT HAANTATCHS THEATRT TETHH

g 9= (Paper 1) -
QaT, THE I 1 Gl

(Service, Group and Institution related subject)
gUS (A) — ¥O ¥ (¥ T¥T X L I, R WA X0 %)

Section (A) - 40 Marks (4 Questions x 5 Marks, 2 Questions x 10 Marks)

AT (Insurance)

11

1.2
13
14

1.5

1.6
1.7

1.8

1.9

R afEm, Fww T e
(Introduction, Development and Importance of Insurance)

e HRE (Types of Insurance)

AT ATITHAT Rrgr=a (Basic Principles of Insurance)

AT AT TIHETHIHT HH, FHaed qaT ATTHR

(Functions, Duties, and Powers of the Nepal Insurance Authority)

AT AT FHFAT DT B TAqT Heied

(Functions and Duties of Rastriya Beema Company Limited)

AT AfeRar q9r AT el (Insurance Agents and Insurance Brokers)

AT SHa9 SHaEAIAH] Hecdqy el AUSNRICS, ST, ThMl UHhal, THE

T AmEe HeATgT  (Key Aspects of Insurance Business Management:
Underwriting, Claim, Payment Process, Reinsurance and Actuary Valuation)
AUAHT FH AHT TR ot

(Current Situation of the Insurance Market in Nepal)

TATCTHT AT FHFIAEe qd1 AT AFTAAT AT &TAD] AHBT

(Insurance Institutions in Nepal and Role of the Insurance Sector in the National
Economy)

gug (B) — 30 AT (¥ I99 X ¥ &F, { TH X 0 N9

Section (B) - 30 Marks (4 Questions x 5 Marks, 1 Question x 10 Marks)

ST T a9 (Organization and Management)

2.1

2.2
2.3

2.4
2.5
2.6
2.7
2.8

YIS IRATT, I, T T AT (Organization: Definition, Objectives, Types
and Structure)

YIS aEas T & (Organization Change and Development)

TgFEAI:; 9T, Rga T #™ (Management: Definition, Principles and
Functions)

T AFIR T Rgreaee (Motivation: Concept and Theories)

AR YUl IR T IUHTEE (Communication System: Types and Tools)
FIGAE, ATTHT T A9 (Supervision, Monitoring and Control)

TSATHE STFeR T H H%‘cfiﬁ (Organizational Behaviour and Work Culture)
SIIEIIT AT JUTell (Management Information Systems)
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e AT FHAT fataes

TIMET AT, TIMAT THE, TEAFER (A8 ¥) T AT HAANTATCHS THEATRT TETHH

gug (C) — 30 AF (¥ I X L AF, 9 T X 90 %)

Section (C) - 30 Marks (4 Questions x 5 Marks, 1 Question x 10 Marks)

Ffagr T F1T (Constitution and Law)

3.1

3.2
3.3
3.4

3.5

3.6
3.7
3.8

AT g, 003 W 9,3,¥ T AAEERe (Constitution of Nepal, 2072:
Part 1, 3, 4 and Schedules)

T U9, 1068 (Insurance Act, 2079)

= faEmEett, 2059 (Insurance regulation, 2081)

HHDHHT TEINTT GITHT T4l (e, 3059 (Directives on the Institutional
Governance of Insurers, 2081)

T =T o1 o, BT gead T [FaAEeT (Memorandum of Association and
Acrticles of Association of Rastriya Beema Company Limited)

qreeiFe® g UA, R0&3 (Public Procurement Act, 2063)

qraiee @ikg FaHAmEe, R0 Y (Public Procurement Regulation, 2064)

FIAr UF, R063 - 9R=gE 3,3, © T & (Company Act, 2063: Chapters - 2, 3,
7&38)
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AR Shaw AT FHAT fafaes
TIMET AT, TIMAT THE, TEAFER (T8 ¥) T GoAT HAANTATCHS THETRT TETHH

fgda 931 (Paper 11) -
QaT, THE I 1 Gl
(Service, Group and Institution related subject)
S (A) — ¥O HF (¥ YT X X qF, R T X 90 9
Section (A) - 40 Marks (4 Questions x 5 Marks, 2 Questions x 10 Marks)

AT (Insurance)
1.1 =t 9=, Fee T Hee

(Introduction, Development and Importance of Insurance)

1.2 et R (Types of Insurance)
1.3 dwrer ATITHAT Rrgr=a (Basic Principles of Insurance)
1.4 UIA AT WHETHTHT HH, FHaed qaT ATHR
(Functions, Duties, and Powers of the Nepal Insurance Authority)
15 Rz S i wval g &M aar wded

(Functions and Duties of Rastriya Jeewan Beema Company Limited)
1.6 T sf¥sal aar S gemer (Insurance Agents and Insurance Brokers)

1.7 ¥ HIE SHAEAIAHT Heca Ul UET ATSNRICS, IME, HTHIA URAT, TFEHr T
TSI HeATgT (Key Aspects of Insurance Business Management: Underwriting,

Claim, Payment Process, Reinsurance and Actuary Valuation)
1.8 ¥UIAR! FqHA AT AT AT
(Current Situation of the Insurance Market in Nepal)

1.9 SIS AT HEAAEE qAT AT AATAH ST &b qHDT

(Insurance Institutions in Nepal and Role of the Insurance Sector in the National

Economy)

gug (B) — 30 AF (¥ WA X U AF, 1 T X 90 ¥
Section (B) - 30 Marks (4 Questions x 5 Marks, 1 Question x 10 Marks)

ST T s99€49= (Organization and Management)

2.1 TS URETT, I, FHR T A (Organization: Definition, Objectives, Types

and Structure)
2.2 YASATCHS® UEad T @™ (Organization Change and Development)

2.3 ST Ui, Rrgrea T ®1d (Management: Definition, Principles and Functions)

2.4 IR FFUON ¥ Rgrage (Motivation: Concept and Theories)

2.5 FER YUl IR T IUHWEE (Communication System: Types and Tools)
2.6 {H@%&TUT AHT T [RREELI (Supervision, Monitoring and Control)

2.7 ¥EATCHE SRR T 1 & (Organizational Behaviour and Work Culture)
2.8 TIIEIUT A0 el (Management Information Systems)
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AR Shaw AT FHAT fafaes

TIMET AT, TIMAT THE, TEAFER (T8 ¥) T GoAT HAANTATCHS THETRT TETHH

gug (C) — 30 FF (¥ T X ¥ &F, 9 T X 0 %)
Section (C) - 30 Marks (4 Questions x 5 Marks, 1 Question x 10 Marks)

Ffagr T F1T (Constitution and Law)

3.1

3.2
3.3
3.4

3.5

3.6

3.7

3.8

TATerh! FlEg™, J09R ;9 Q,3,¥ T AqEEee (Constitution of Nepal, 2072: Part
1, 3, 4 and Schedules)

T U9, 1068 (Insurance Act, 2079)

= fHamEett, 2059 (Insurance regulation, 2081)

AHFH! TEINT AT Gea=dl MaRieT, 059 (Directives on the Institutional
Governance of Insurers, 2081)

A Sia AT w1, 1 gaeaae, 3050 T HEsmEet, 3050 (Memorandum of

Association, 2080 and Articles of Association, 2080 of Rastriya Jeewan Beema
Company Limited)

AT SET A B for B FHE e, | A gdr geeedr e,
R0TR (Rastriya Jeewan Beema Company Limited Employee Bylaw, 2082

FHI U9, J063 - UR=gR <,3, © T & (Company Act, 2063: Chapters - 2, 3, 7 &
8)

YA @ FIEEet, R0&Y (Travel Expenses Regulation, 2064)
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e Staw ST FHAr fatiee
TIMEA qaT, 9l X 9. 99, TeAEHER (@8 ¥) g Gl FTANTacds TOare i

fgda 931 (Paper 11) -
QaT, THE I 1 Gl
(Service, Group and Institution related subject)
gug (A) — 30 HF (¥ I X ¥ &F, 9 T4 X 90 A9
Section (A) - 30 Marks (4 Questions x 5 Marks, 1 Question x 10 Marks)
AT (Insurance)
1.1 el aiEw, As™ T "eea

(Introduction, Development and Importance of Insurance)

1.2 &t R (Types of Insurance)
1.3 dwrewr AT Rrgr=a (Basic Principles of Insurance)
1.4 U AT WETHTHT HH, Haed qaT ATHR

(Functions, Duties, and Powers of the Nepal Insurance Authority)
15 Rz S fw wva g W aar wded

(Functions and Duties of Rastriya Jeewan Beema Company Limited)
1.6 &rar sf¥sal aar S gemer (Insurance Agents and Insurance Brokers)

1.7 ¥ HIEE SHAEAINH] Heca Ul UET AUSNRICS, IME, HTHIA URAT, TS T

AHAET HeATgT (Key Aspects of Insurance Business Management: Underwriting,
Claim, Payment Process, Reinsurance and Actuary Valuation)

1.8 ¥UIAR! FqHA AT AR g
(Current Situation of the Insurance Market in Nepal)

1.9 SIS AT HEAAEE qAT AT AATAH ST &b qHDT

(Insurance Institutions in Nepal and Role of the Insurance Sector in the National
Economy)

g (B) — ¥O AF (¥ T X L &F, R WA X 0 %)
Section (B) - 40 Marks (4 Questions x 5 Marks, 2 Questions x 10 Marks)
TGN T A@IAET (Account and Audit)
2.1 <T@l T <@l YOTell ; 9, Ie9d T [@emae® (Accounting and Accounting System:
Introduction, Objectives and Features)
2.2 <@l TR qRE, I29F T THI (Introduction, Objectives and Types of Auditing)
2.3 Nepal Financial Reporting Standards (NFRS)/ Nepal Accounting Standards (NAS)-T

AT AFGIT (General Concepts)
2.4 TGl YERAT AN eI, HRIEAR AMa@T (RRT <@l YUTell), e qiae,

S T e, e TET (Accounting Process- Documentation, Recording of

Transaction (Double Entry Book Keeping System), Journal Entry, Bank
Reconciliation, Trial Balance)

2.5 <@l AlCH YHR T F=A137 qHAT (Types of Accounting Error and Ratification)

Page 1 of 2



e Staw ST FHAr fatiee

TIMEA qaT, 9l X 9. 99, TeAEHER (@8 ¥) g Gl FTANTacds TOare i

2.6

2.7
2.8
2.9

o o o [anN o o (o) o
%ri%rq AU Alddld, A%l Adladld (edld, Hla Adle 44V, gladc] HIRAdd dq4U]

(Financial Statements: Balance Sheet, Profit & Loss Account, Cash Flow Statements,
Statement of Change of Equity)

a9 T 34@313 lhesieflc', (Irregularities and Settlement of Irregularities)

BTAHE: ATURON, YR T T fafer (Depreciation: Concept, Types and Methods)
AT T, Fa=A0 G <T@l T : AT @l GO T gl i@l T
(Internal Check, Control & Auditing : Internal Audit & External Audit)

2.10 “OTTHT YIfeld <@l qU&vTeT AM&e® (Prevailing Nepal Standard in Auditing)

gug (C) — 30 AF (¥ I X ¥ &F, 9 T4 X 0 A9
Section (C) - 30 Marks (4 Questions x 5 Marks, 1 Question x 10 Marks)

Fie T HIA (Constitution and Law)

3.1

3.2
3.3
3.4

3.5

3.6

3.7
3.8
3.9

ATeh! FiEgH, 0% ;9T 9,3,¥ T AqEEee (Constitution of Nepal, 2072: Part
1, 3, 4 and Schedules)

T UA, 2002 (Insurance Act, 2079)

=T MEHmEe, 059 (Insurance regulation, 2081)

AHDH! FEINT GUET geardl fHafeen, 2059 (Directives on the Institutional
Governance of Insurers, 2081)

T S A FFaR for. BT gerrgaE, 3050 T HEEEed, 050 (Memorandum of
Association, 2080 and Articles of Association, 2080 of Rastriya Jeewan Beema
Company Limited)

T Stad i IO o, B BHAd A, qd q°qr giAaar geeedt A,
R0ZGR (Rastriya Jeewan Beema Company Limited Employee Bylaw, 2082

FIAI U, 3063 -UR=gg 3,3, T & (Company Act, 2063: Chapters - 2, 3, 7 & 8)
AIET VA, 2045 (Income Tax Act, 2058)

[+ @E UA, R0%3 (Public Procurement Act, 2063)

3.10 ¥ ARElg HT I, HT @ER0 qEer, F FE grerdr sgaedr (Value Added

Tax : Introduction, Return Filing, and Tax Deduction Provisions)

3.11 or@r 99& U9, R00Y% (Audit Act, 2075)
3.12 FFI AIH (WA Ag-eiy) Mamer UA, R0&Y (Money Laundering Prevention

Act, 2064)
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