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FHAR AT PN, ARMRE AT 0, FHT T FAT GRAT B T ATAS GREAT B
AYIARIe ThPT TET a1, T/ A FET /7@ /& /fafae a9qg, S a8, qeds a

A WE TP GAT HGANTATHE TOEATH qSTHH
IIH 97 (Paper 1) :-
AT, ArEANE qaT, TG T FIAAT Frater

(Management, Public Service, Mathematics and Information Technology)

gug (A) - ¥o IF (¥ I X L &F, I WA X 0 &%)
Section (A) - 40 Marks (4 Questions x 5 Marks, 2 Questions x 10 Marks)

1. HEaT FaeHT (Office Management) (20 Marks)

1.1.

1.2.

1.3.

1.4.

1.5.
1.6.
1.7.
1.8.
1.9.

2.1

2.2
2.3

2.4

2.5

2.6

2.7

2.8

3.1

3.2

3.3

Tal, Jar, wElly T TATdER (Registration and Dispatch, Filing and Official
Correspondence)

fCequly T AT, Q'P(W, gedE T Widded <@ (Tippani (Memo) and Orders,
Circulars, Proposals (Agenda) and Report Writing)

FHATAT T HATAT STFEIITH] ATIRIM T HeEed (Concept and Importance of Office

and Office Management)

S GFI®, Uedh Ueae T Ueh qrewe eqaeam= (Public Relations, Know Your
Customer (KYC) and Customer Relationship Management)
RERRIEEESER] AT (Management Information System)

UIEED Hf{lj@ SPITIT (Customer Satisfaction Management)

REIPIE] ATl SJIEAIT (Grievance Management)

ARG TIEITIA (Records Management)

o=t oar. =T T AEcd (Inventory Ledger : Introduction and Importance)

oo} syEEr qur Ay sgaeIs (Economic and Financial Management) (20 Marks)

X Sy T dearee qun adfa=aar = qW@HT (Non-Banking Financial
Institutions and Their Role in the Economy)

AT AT G FFewel S (Overview of Public Enterprises in Nepal)
BT AMAH €T - B, IR, MR T 94T (Economic Status of Nepal:

Agriculture, Industry, Trade and Tourism)

= ATASH AT AT BRI T TS AEE (Current Periodic Plan: General

Information and Priorities)

THN TAS YAl @ A9, E%Q?I, Wecd ¥ fHRm (Government Budget System:
Meaning, Objectives, Importance and Types)

@] ATHTT AT, AT dcd, 35T T Hecd (Basic Concepts of Accounting:
Elements, Objectives and Importance)

AT <T@l JUET qaT dTe] @ fafer Heca, gamar aar [¥=rar (Internal

and External Auditing: Methods, Importance, Similarities and Differences)

fora S T Aife® AT @ SEHR (Fiscal Policy and Monetary Policy: General

Overview)

gug (B) - 30 AF R WA X ¥ IF, I T¥9 X 90 %)
Section (B) - 30 Marks (2 Questions x 5 Marks, 2 Questions x 10 Marks)

RUGE RS FAT IR E I C) (Governance System and Constitution) (15 Marks)

Y T JLDhIT Qﬂ?l'a, qF T Hecd (State and Government: Introduction, Meaning and
Importance)

FUTeTR T Gl TEdqTen, 9RT 9, %, 3, ¥ T U T a@'ﬂjﬁ%‘@ﬁhe Constitution of Nepal:
Preamble, Parts 1-5 and Schedules)

AFaTA T Wﬂjﬁ I (Democracy and Rule of Law)
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FHAR AT PN, ARMRE AT 0, FHT T FAT GRAT B T ATAS GREAT B
AYIARIe ThPT TET a1, T/ A FET /7@ /& /fafae a9qg, S a8, qeds a

3.4
3.5
3.6

4.1
4.2
4.3

4.4
4.5
4.6
4.7
4.8

5.1
5.2
5.3
5.4
5.5
5.6
5.7
5.8
5.9

A WE TP GAT HGANTATHE TOEATH qSTHH
e < T HEe e T (Social Justice and Inclusion)

Aifers T T AET AR (Fundamental Rights and Human Rights)
e | %Qﬂq, 7 T Aea (Federalism: Introduction, Meaning and Importance)

W@ 94T (Public Service) (15 Marks)

resive 4T JaTE (Public Service Delivery)
A& FET9A (Citizen Charter)
YAWTE! TAT JATHGIIH T ATTHR T M (Rights and Responsibilities of Customers

and Service Providers)
?fﬁlﬁﬁ T AT IREI (Right to Information and Transparency)

AR T FaThared (Accountability and Responsibility)
= T EIRE) (Integrity and Ethics)

EINTA YAMHT (Corporate Governance)

ﬁ'g'cﬁ?x MET (E-Governance)

grg (C) - 30 ¥ (R WA X Y )
Section (C) - 30 Marks (6 Questions x 5 Marks)

T (Mathematics) (20 Marks)

m [GRE) (Unitary Method)

EEREHEEE] (Fraction and Decimal)

PIRHIG) (Percentage)

ATPH T Syufy (Sequence & Series)

TR TIT AT TS (Simple ad Compound Interest)
FY T HHAT (Tax and Commission)

ATRT T AT (Profit and Loss)

g T HGEZ (Discount and Depreciation)

AU T AU (Ratio and Proportion)

5.10 gFATeIAT (Probability)

6.1
6.2
6.3
6.4
6.5

6.6

6.7

6.8

Lkl ghafer (Information and Technology) (10 Marks)

PFI ORI, YR T TANT (Computers : Introduction, Types & Applications)
FHFIT TUCAR] FIETH 9T (Overview of a Computer System)
ST T SIaTeda! 9T (Introduction to Data and Database)
AT Acalhe : IEI T TR (Basic Networking: Concept and Types)
?:H('1/5"d(’1d/'{°|'(~g\,|"|d/$Fg,ldd, qoe AT3S Adl AT (Concept of E-mail /
Internet / Extranet / Intranet, World Wide Web (WWW))
e GRAT : U, 9T YA SiteW T YT 9IA8€  (Cyber Security:
Introduction, Common Security Threats and Security Mechanisms)
AR T ;A TS, SolaelMe TS T WEdid Juedl (Office Systems: Word
Processing, Electronic Spreadsheet and Presentation System)

N .
ﬁ'{-%ﬁ%b_e” [ERIRREIDIEL | ?&W ﬂ@'ﬂ?ﬂ (Artificial Intelligence (Al) in Non-Banking

Financial Institutions)
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FHAR AT PN, ARMRE AT 0, FHT T FAT GRAT B T ATAS GREAT B
AT TR epT T JaT, T/ T FITE /AT / &/ fafae a9e, = q, Sees @
A WE TP GAT HGANTATHE TOEATH qSTHH

T ==on: @ wder
WY qq&T dEr AT (Skill Test Examination Scheme)

£Ii§~ e o iaqqa?@ feriep AT qHY
Devan_agarl .Y o w
HFYAT T qAEAT PRIRIRIE? Typing
> ) qo0 ) English Typing .Y AT y e
(Computer Skill Test) (Practical)

Word Processing
and Formatting

Y aF y e

1.  Windows Basic
e Introduction to Graphical User Interface
e Managing Windows
o Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
o Concept of files and folders
e Managing basic hardware

2. Word Processing and Formatting
« 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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FHAR AT PN, ARMRE AT 0, FHT T FAT GRAT B T ATAS GREAT B
AYIARIe ThPT TET a1, T/ A FET /7@ /& /fafae a9qg, S a8, qeds a
A WE TP GAT HGANTATHE TOEATH qSTHH

IS =7 A= Typing Skill Test BT ARE:-

Q. TFAETE Typing Skill Test & AN Q40 weage®l Text gy ¥ @@ ATER I4F &M

T -

9F 58 9id =T (Correct Words/Minute) EIEREEED
Y W1 HH YE T Ui e aaa o &

Y AT |1 ARET FGl T 8.Y WRRT W Y[E We Uid FNe aad 040 9%
©.% a1 |l AT 9l T Q0 WRRl HW Y[F W Wid fee amd .84 ¥H
Q0 a1 |l WeaT el T 9R.% Wl BH YF R Hid [Hee aaa .00 #i®
QR.Y AT & A=aT SET T QY WRRT B E wed Wi Fee amd 9.3% ®
Q% 1 | AT SET T Q8.Y WRET BH E WeE U HHe A q.40 9%
Q6.4 AT AN AT FE T R0 WAl HH G T U e ada 9.4 P
R0 AT A AT FET T RR.Y WRET HH E T U e Amad .00 &
.Y AT | WRET FET T Y WET BHA YF R Wi (e Ad Y R
Y AT A WET A E WeE W FE ada MO ¥F

. English Typing Skill Test®T @M 00 ¥Eaeed!l Text WETg T EHATIR dF YA

R

Y[ W58 9id f8E (Correct Words/Minute) e A%
& WG FHH G Y8 W (e ard o ¥F

& A1 QI WGl 9¢T T R WRRT HH g YT Wid e aad 0.0 ¥H
? AT |I WET Tl T R WET FHH G EE W (e amd 0.8¥ ¥H
QR A AT AT FET T 1% R HH E 9EE Ui e amad 4.00 &
Q% @ M 9=ET 9T T 6 WRRT HH YF ¥R U e ad 1.3% ¥®
1 a1 |l We=T SET T R ARl B YF R Wid R =md q.40 ¥
R A AT AT FET T Y AR HH F 9EE Ui [HAE amad q9.0% &
Y AT AN AT FET T I HET HH YE WEE Ui HAE amad .00 &
0 AT |l WRRT ST T 30 WaT HH F R Wid (A Amd Y HF
30 7 | T 9ET T 33 WRET HA Y[ WeE U A amad MO P

3. SUST a1 TN Typing W fSSUT Text @8 ATIR AT 2129 H! Text 91 M =
g | fgueT Sl a1 TEANT Text AT Sedliad T4 S qdensigee ATeT Text
T Punctuation 2129 AT TIEUAT 9! YTETHT AT MR §9 | qea=nd #+ Formula
TIART T g i e (Correct words/Minute) Fatiersg |
3 (Formula) :

@ weg Yid f=e (Correct words/ Minute) =

(Total Words typed—Wrong Words)
5
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FHAR TG Y
T AT, TR G9E, AN T, TehP T GoAT TGARTTcHs T ITEgsmd

fga o= (Paper 1) :-
AT, TG T ST qHT
(Service, Group and Institution related subject)
gug (A) — ¥O HF (¥ T¥F X ¥ [, R T X 90 AP
Section (A) - 40 Marks (4 Questions x 5 Marks, 2 Questions x 10 Marks)

9T BT T qHISH QL& (Provident Fund and Social Security)

1.1 HHA G99 BV : GRE, 59T, FREA T JHHT (Employees Provident Fund:
Introduction, Objectives, Scope and Role)

1.2 HHA TIT HUHT a9 FG€AT (Current Status of the Employees Provident
Fund)

1.3 Wi GEAT TRl AGEROT AEeHdl T Al QAT E D] qaATT
ATEAT (Social Security System: Concept, Importance and Current Status in Nepal)

14 IR HW GEH T AT WHiSe AT GEn UREd a9 B
(International Labour Organization and International Social Security Association -
ISSA: Introduction and Functions)

15 TadRe wmelt : Ry, YT ATEvasdl, Heed ¥ el [GEEe  sEedr
(Pension System: Introduction, Types, Necessity, Importance and Existing Status
in Nepal)

1.6 Tawe M A9 T Hecd (Health Insurance: Concept and Importance)

1.7 S9rersl i gomelt Tvedt Sy (Overview of Nepal’s Financial System)

1.8 Sfbw a1 IREey &4 AU ada daen SH T 9aaE® (Banking and
Non-Banking Sectors: Concept, Current Status, Challenges and Opportunities)

1.9 ¥ 6R, ISl a9 q9T ST © 9RET T I aae daedr (Money Market,

Capital Market and Insurance: Introduction and Current Status in Nepal)

gUg (B) — 30 ¥ (¥ T X ¥ %, 1 T X 90 %)
Section (B) - 30 Marks (4 Questions x 5 Marks, 1 Question x 10 Marks)

YT AT <T@r (Management and Accounting)
2.1 THIEAMYHSHT AEFdH AFIROT (Contemporary Concepts in Management)
2.2 WA qAT ?Fﬁ_cf T iﬁ% fa@m™ (Recruitment, Selection and Career Development)

2.3 TqcAd] ATURIT T SYAEAITHT AGHT Weca (Concept of Leadership and its
Importance in Management)
2.4 HW FFET HeatsA (Performance Evaluation)

2.5 HIAAT SFFAEANA T HEAEE (Office Management and Procedures)
2.6 ¥IR YUl (Communication Systems)
2.7 <@ aar i faEReE® (Accounting and Financial Statements)

2.8 QBN <@l YUTell T I¥aT f&emar (Double Entry Accounting System and its
Features)
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FHEA Foad PN
T AT, TR G9E, AN T, TehP T GoAT TGARTTcHs T ITEgsmd

2.9 W@l UQeUERl AF ¥ Hedd, ANdRe adl ai@l or@r aden  (Meaning and
Importance of Auditing; Internal and External Audit)
2.10 Wifde FFafT sqaeuTdH (Management of Physical Assets)

2.11 FNie : 9=, Rga T "eed (Budgeting: Introduction, Principles and Importance)

2.12 &% feama M (Bank Reconciliation)

g (C) — 30 qF (¥ T X ¥ qF, 1 T¥T X 90 9
Section (C) - 30 Marks (4 Questions x 5 Marks, 1 Question x 10 Marks)

U qo MIWEE (Acts and Regulations)

3.1 HHATY 9T HW UA, R09% (Employees Provident Fund Act, 2019)

3.2 THETReT # UF, J0Y (Pension Fund Act, 2075)

3.3 ﬁ'g'cﬁ'q FHRER UF, R0 3 (Electronic Transactions Act, 2063)

3.4 ¥WTER [are U9, J04%; diEgE q, WEgE R YT UREgE 3 (Prevention of
Corruption, 2059 : Chapter 1, Chapter 2 and Chapter 3)

35 T YEHAT (WA Arsreiy) Feawer U9, Rosy i uiEgE 9, T 3 (Ant
Money Laundering Act, 2059 : Chapter 1, 2 and 3)

3.6 HEAW AT B @, 2059 (Employees Provident Fund Regulations,
2081)

3.7 HEAR GIF BN, HHATY AT A Hawree, 005 (Employees Provident Fund,
Employee Service, Condition Rules, 2078)
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ARG AT B

TN 94T, TIME GHE, MEAFER (@8 ¥), GeHF g AT FTAINTAcHe® THETTeH qMEaHH

fgda 931 (Paper 11) -
QaT, THE I 1 Gl

(Service, Group and Institution related subject)

IS (A) - R0 IF (¥ T X L oF, ¥ WH X 90 9
Section (A) - 60 Marks (4 Questions x 5 Marks, 4 Questions x 10 Marks)

AN I BIY T YSieW (Citizen Investment Trust and Capital Market)

11

1.2

13

14

1.5

1.6

1.7

1.8

1.9

1.10

1.11

1.12

AN T BT U=, I, HAET T addH FAae

(Citizen Investment Trust: Introduction, Objectives, Scope and Current Status)
AR TR B T HATE GLET T

(Citizen Investment Trust and Social Security System)

AN TIHT BTl GaTee 9 S /A1, F9d I, TRl JTHl T
&7e€ (Programmes/Schemes Operated by Citizen Investment Trust, Saving
Mobilizations, Investment Instruments and Scope of Investment)
ARG RIT BT VA, 0%

(Citizen Investment Trust Act, 2047)

TN TN BT HHA 4T, TG T Gorer Feaedt @fasmEe, 2059

(Citizen Investment Trust By-laws on Services, Conditions and Benefit of Staff, 2081)
AR T HITRT BTAHH/ AT Tl HEeE

(Citizen Investment Trust's Programmes/ Schemes Relating Operating Procedures)
TR EHT TAT ATTHATG! FHATHATTHT b Tl Farer aFerdr ama
WM& (General Concept of Anti-Money Laundering and Combating the Financing
of Terrorism)
AT AT UIell FFaedl AT S

(General Overview of Financial System of Nepal)
YSIaaR q4T AT AT el Sy

(General Overview of Capital Market and Insurance)
AT o6 gerrge, o geamidadl qveredl Sl

(Securities Market: Concept of Share, Debentures, Share Registrar, Securities Broker,
Investor of Securities, Issue Manager, Underwriter)

THTY FIH FEIE QT AR

(Concept of Treasury bills, Bonds and Debentures)
e ST BT TFaedl b

(Concept of Mutual Fund)
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ARG A B
TN 94T, TIME GHE, MEAFER (@8 ¥), GeHF g AT FTAINTAcHe® THETTeH qMEaHH

gug (B) — ¥O AF (¥ W X ¥ &F, R T4 X 90 (%)
Section (B) - 40 Marks (4 Questions x 5 Marks, 2 Questions x 10 Marks)

SIFEIS T @l (Management and Account)

2.1 SUGEIOTHT AGYRON, Rgea 991 b

(Concept, Principles and Functions of Management)
2.2 WME MG STAEAAA : IJoIM, HIAGFAEA Hedih T THE B

(Human Resources Management: Motivation, Performance Appraisal and Teamwork)
2.3 T gFEIET
(Knowledge Management)
2.4 FEREATET qAT AT Qe e
(Concept of Ledger and Accounting System)
25 AR AR, S T e
(Journal Voucher, Bank Cash Book)
2.6 FeqAT qUET
(Trial Balance)
2.7 T A BEE T aEend
(Profit and Loss Account and Balance Sheet)
28 faciim s
(Financial Ratios)
29 fuE Wam
(Account Reconciliation)
2.10 TTETHN e FHEFT FHEHR : F9 @i e adr U, U6, A, T
(General Concept of Accounting Standards: Nepal Accounting Standard and Nepal
Financial Reporting Standards - NFRS)
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frérq e ol R BN

YRS AT, WA T /€T / i/ oty 998, 98 ¥, 9W@as 956

Gl FARTATCHeS TR TTETHA
fgdfa 931 (Paper 1) -
94T, 9 T ST =T
(Service, Group and Institution related subject)

gue (A) — ¥O FF (¥ T X ¥ F, R I X 90 (%)

Section (A) - 40 Marks (4 Questions x 5 Marks, 2 Questions x 10 Marks)
& T et geEr gFeed W9 (Knowledge on Deposit and Credit Guarantee)
1.1 T qRATHT FFIRO, WA a9 Rgeaee
(Deposit Guarantee: Concept, Belief and Principles)
1.2 S GREATHT ATGRON, WA 941 Rgldee
(Credit Guarantee: Concept, Belief and Principles)
1.3 foxig Sifew sgaeam@s (Financial Risk Management)

1.4 T&q T91 FHoll LT BT (Deposit and Credit Guarantee Fund)

14.1

1.4.2

1.4.3

144

1.4.5

1.4.6

& T B GREAT BB TR, ILF,GEACHD LT, BAET T

@@ s@Er (Introduction, Objectives, Organizational structure, Scope
and Current Status of Deposit and Credit Guarantee Fund)

T qam ol LA HIHT HEHA WA T geel UL T G T A
(Strength, Weakness, Opportunity and Threats of Deposit and Credit
Guarantee Fund)

FaT O H AT HUEE FHd GREAT FEFASE (Guarantee
products operated by Deposit and Credit Guarantee Fund)

AATAA & a9 FSll GREAT BT AN (Contributions of Deposit
and Credit Guarantee Fund in Economy)

HETOrET qHEHHN Hred, WH Jar A, qd TeA, A T F
T I qun o GEaEeRl F Fdeq T AHR qGT BITGIHT G

(Office of the auditor general, Public Service Commission, Finance
Ministry and Nepal Rastra Bank and Bank and Financial Institutions:
Functions, Responsibilities & Rights and their relation with Deposit and
Credit Guarantee Fund)

BT FeIrgd  A-qey  dE/E: Asian Credit Supplementation

Institution Confederation (ACSIC), International Association of Deposit
Insurers (IADI)

gug (B) — ¥O AF (R WA X ¥ o(F, 9 ¥4 X Q0 %)

Section (B) - 40 Marks (6 Questions x 5 Marks, 1 Question x 10 Marks)
s e i womelt (Economic and Finanvial System) (20 Marks)

21 i¥® qfg T A @@ (Economic Growth and Economic Development)

2.2 ST FddAHT [F9Mae®  (Characteristics of Nepalese Economy)

23 AUH! Slibe Yo WfeE SEHT (Brief information of Nepalese Banking
System)

2.4 USIENR, HETeNR, ATHT 41 ST qAH daedr
(Capital market, Money Market, Insurance and Current Status in Nepal)

2.5 qEWHE G qraedt dfera S (Brief information of Public Enterprises)

Page 1 of 2



& qar H=t TRAT B
YRS AT, WA T /€T / i/ oty 998, 98 ¥, 9W@as 956
Gl FARTATeHe TR TTETHA

2.6 WU g A, FdeA 9 T A9 A wiftwor FEEE (Functions of Nepal
Rastra Bank, SEBON and Nepal Insurance Authority)

2.7 R A%y Fxiw Geaee: MET qur F9 QWaAT BO,FHEG q9T B, A0S
T BT T IS G HUHT UhA qaT Aed T AIaA T qHEHT
(Institutional and collective and role of Non-Banking Financial Institutions
(DCGF, EPF, CIT and SSF) in economy)

@l Tl (Accounting) (20 Marks)
3.1 <T@ dFaren, REEd, 39T T Hecd

(Accounting: Concept, Principle, Objective and Importance)
3.2 TR <@l YTl T T8t [Heare<e

(Double Entry Book Keeping System and its Characteristics)

3.3 A TE Frame qur AR W (Bank Cash Book and Journal VVoucher)

3.4 AT ¥ ATRT A @9 (Balance Sheet and Profit & Loss Statement)

3.5 feam@ e fB@wor (Reconciliation Statement)

3.6 F=qT TQE (Trial Balance)

3.7 fa=f@ s (Financial Ratio)

3.8 AN FHAAT YU, AT i@l A& qT d8] T@TageToT g¥ael qrarg

WM& (Internal Control System, Internal Audit and External Audit : Brief
information)

3.9 WU <T@ g¥a-dl I SIS (Brief information of Nepal Accounting
Standard)

@UE (C) — R0 ¥F (R TET X 4 4§, § G X 90 %)
Section (C) - 20 Marks (2 Questions x 5 Marks, 1 Question x 10 Marks)
TR HTA (Related Laws)
41 &9 T HAGLEAT FIT UA, 3063 (Deposit & Credit Guarantee Fund Act, 2073)
4.2 9T AL % UF, 045 HI uREgE 3,3,¥,% T & (Nepal Rastra Bank Act, 2058:
Chapter 2,3,4,5 and 8)
4.3 W1 UF, 208 ®T UREyE R (Insurance Act, 2079: Chapter 2)
44 YEER FERU UF, 2048 HI FEX T IS FFEET Fa€dl (Prevention of
Corruption Act, 2059: Corruption and Punishment related provisions)
45 % qur i gear @wed U, 003 # 9R="E & (Bank and Financial
Intuitions Act, 2073: Chapter 8)
4.6 & gRaw FaAEer, 0LY (Deposit Guarantee Regulation, 2075)
4.7 s A FIAEE, 06Y (Credit Guarantee Regulation, 2075)

48 &M 9T B AT Y, WHE qT AdH FIE [@FTATEA, 2003 (Deposit

and Credit Guarantee Fund, Procurement and Financial Administration By Law,
2073)

49 &9 T FS AT BT HHAY FAT 7qd GFadl @aHrEed, 208y (Deposit

and Credit Guarantee Fund, Employee Service, Terms and Conditions By Law,
2074)
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fgda 931 (Paper 11) -
QaT, THE I 1 Gl
(Service, Group and Institution related subject)
gL (A) - ¥O qF (¥ I X % qF, R WA X 90 %)
Section (A) - 40 Marks (4 Questions x 5 Marks, 2 Questions x 10 Marks)

qrawMe® FET (Public Administration)

11

1.2

1.3
14
1.5
1.6

1.7
1.8
1.9
1.10
1.11
1.12
1.13
1.14
1.15

1.16

1.17

e AT yare: A, e, aiaT T ATEgHE® (Public Service Delivery:
Meaning, Bodies, Methods and Means)

FHAA  JIMEART  AFIOT T H (Concept and Functions of Personnel
Administration)

EEID) E‘vﬁE(Recruitment and Selection)

Fgfch @91 €A (Appointment and Posting)

Qe dl dAT dgdT (Transfer and Promotion)

Aferd: AGER, Hedd, [EIRE IS THATE (Training: Concept, Importance, Types and
Impact)

%)W SEE ¥ vy aﬁa'@'(Meeting Management and Decision Recording)
NSERSRI ?jj%r%ﬂ (Salary and Benefits)

Eﬂ%l‘ [EEAR (Career Development)

w1 qEEA HedTg (Job Performance Evaluation)

FHHATY AT, AT X WT&?!T(Employee Conduct, Discipline and Morality)
AEAT Hed HI-IAT (Human Values and Norms )

AN HdeT T ﬂﬁc_or(Civic Duties and Responsibilities)

qqcd, T AT I (Leadership, Morale and Motivation)

HATATHT AR Heca, e T arew (Communication in the Office: Importance,
Types and Means)

MEAR] ATYRUM T TIAHT ATIREE (Concept of Organization and Bases of
Establishment)

F e, HE e T M Hedldhadh! JFgRum T Weed (Concept and

Importance of Job Analysis, Job Description and Job Evaluation)

e (B) — %0 AF (¥ U X ¥ AF, ¥ YA X 90 IF)
Section (B) - 60 Marks (4 Questions x 5 Marks, 4 Questions x 10 Marks)

e g&ET I Wﬂﬁ SqqTT (Social Security and Legal Provision) (30 Marks)

2.1
2.2

BIElEED @'{&T@lf g T qiem (Meaning and Definition of Social Security)

IS YLD I8, Heca a4l ATILIHAT (Objectives, Importance and Need
of Social Security)
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2.3

2.4
2.5

2.6

2.7
2.8

grarfors YLETRT ATYRHT ATGMEE (Basic Concepts of Social Security)
2.3.1 QIS qLe EIEI (Social Safety Net)

2.3.2 ATTHRET AT ATHTSES L& (Right-Based Social Security)

2.3.3 TEYTHATT AT ATHIoIE Y& (Need-Based Social Security)
2.3.4 ANTETHHT AT g L& (Contribution-Based Social Security)

235 TaEqa IS JLET Ui ATIRIT T ATELAHAT (Comprehensive
Social Security System: Concepts and Needs)
ol AT T AT GEANT (Social Insurance and Social Assistance)

WIS ST T i AT AR T T (Concept and Comparison of Social
Insurance and Private Insurance)

AHISE GET BT - U=, TEE, AT, I594, I, SAESACHES  FTAT

(Social Security Fund — Introduction, Vision, Goals, Objectives, Strategy,
Organizational Structure)

HITHT qg W(Main Functions of the Fund)
HIIHT ERLC] ?lfﬁ'cﬁ?@_(Main Challenges of the Fund)

BT STGCAEE (Legal Provisions) (30 Marks)

3.1

3.2

3.3

3.4

3.5

3.6

3.7

TATETIET AT ATHT gL Q‘*f R 0¥ (Contributory Social Security Act,
2074)

JRTETTHT AT QIATSI G (e, R 0y, (Contributory Social Security
Regulation, 2075)

IS GET BIh! (FHHA Jeme ) EfFaamEet, 2 06Y (Social Security Fund
(Employee Administration) Regulations, 2075)

IS GRET AT =T Fwrdiaie, 0Y (Social Security Scheme Operating
Procedures, 2075)

Fafeter ASTRAT @b AWE T I TAAONIRET Wbl cAfheT @i
ARTETTHT AT A1 GREAT AT G HraEry, 08, (Contribution-

based Social Security Scheme Operating Procedures for Foreign Employed Workers
and Self-Employed Persons Abroad, 2079)

FNIEIE SAHT HE T CAASIRAT b1 SAha! AAE AT AT

REEIGEE wr?ﬁ%n‘%r, R0R (Procedure for the Operation of the Social Security Scheme
for Informal Sector Workers and Self-Employed Persons, 2079)

ARG T HHHH] BT qeaedl HEe, 200Y (Procedure for the
Registration of Employers and Workers, 2075)
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fgda 931 (Paper 11) -
QaT, THE I 1 Gl

(Service, Group and Institution related subject)

gug (A) — ¥O HF (¥ I X ¥ &F, R I¥F X 90 (%)
Section (A) - 40 Marks (4 Questions x 5 Marks, 2 Questions x 10 Marks)

AT JUTAT, AT qAT TG AT

(Accounting System, Accounting Standards and Auditing) (25 Marks)

11

1.2

13

14
1.5
1.6
1.7

1.8

1.9

1.10

1.11

1.12

TGN T N YU T ATIRAT A, fga T "eed (Accounting and
Accounting System — Basic Concepts, Principles, and Importance)
T ATE AT TG A, Heged T IFIETT J=el (Accounting Records

and Book-keeping — Meaning, Importance, and Traditional Practices)

SRR <@l Juredt : i, o ¥ fagmaree (Double Entry Accounting System —

Introduction, Meaning, and Features)

T@MITATHT ILITEE (Objectives of Accounting)
TG %Ic}i"llor;l TANTHAEE (Users of Accounting Information)
TR 56 /AR ATEE® (Accounting Cycle / Processes)

TLHTT @l GUTTedlehl {aQIodT, TREAT ATaa T WeHel or@l ¥l A+

(Characteristics of Government Accounting System; Knowledge of Cash-based and
Accrual Accounting Systems)

@l R A AR e YHT T a6, TR A S
T FET BT SR A, HALEL 5. R0% (F% e fFama), 290
- @B WA, R0 (Fee BEE), 03 (WART AFR), IRG (W9R) B
AT GFeleel

(Knowledge of Accounting Records — Types and Preparation Methods of Journal
Voucher, Required Supporting Documents to be Attached; Knowledge on Operation

of Forms: M.L.P.F. No. 209 (Bank Cash Book), 210 (Expenditure Summary Sheet),
208 (Budget Account), 203 (Journal VVoucher), 228 (Ledger))

=T 2rear qomedt qor R orEr guiTell TRl RIOHEES! 7 (Knowledge

of Inventory Record System and Construction Accounting Forms)
YT TLH ] @l MG eTeT, 1003 (Government of Nepal Accounting Directives,
2073)

o= ufcees @waeel g WM (General Knowledge about Financial
Statements)

AT FEANHE & JEEH (e 9) (Nepal Public Sector Accounting
Standard — NASAS 1)
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1.13 ATaRe® FI=0 9o ATdie «@r qae W?fﬁ(lnternal Control and Internal

Audit System)

1.14 #AfFaq <T@r TR E%QT{, Hecd T b (Objectives, Importance, and Types of

Final Audit)

1.15 3!()\113 T abu\l tb_s,&ﬁ?f qEaedr B (Knowledge about Irregularities and

Irregularity Settlements)

fae T i wrt qureit

(Constitution and Economic Operation System) (15 Marks)

2.1

2.2

2.3

2.4

2.5
2.6

TATAD] GG o, Y T TR Teh! AP B YOl A &9 qe

AMfdw FHrAEe AT GFa=dT SHEaEd (The Constitution of Nepal — Economic

Operation System of Federal, Provincial, and Local Levels; Provisions Regarding
Income, Expenditure, and Financial Procedures)

ol OeEfiar 9 T ATEvgEdn, 9Ed B, ATISIT 9w, Adw Hritard
gl SgaedT, AeE (ARl Qo e, |erd, @e a9 THE ), T9Ed

Afehic, 20 qUT A2QE GerdT, Aded! AMEHT STAET (Fiscal Federalism —

Meaning and Necessity; Consolidated Fund; Income and Expenditure Arrangements;
Financial Procedure Provisions; Grants (Fiscal Equalization, Conditional, Special, and
Complementary); Revenue Sharing; Loan and Foreign Aid; Royalty Arrangements)

TWH ToEHT A4, Hged, YHR TAT AT Y362T, H-ATARTT Seie G=1 Tuiedt

(LMBIS) (Meaning, Importance, Types, and Formulation Process of Government
Budget; Line Ministry Budget Information System (LMBIS))
Ushel @Al &I TUeAr (TSA): Feerar aar &=, safdera qon fae e egaean

(Treasury Single Account System (TSA): Withdrawal and Expenditure, Record
Keeping and Reconciliation System)

FoIe HAa 1;ﬁ%n'_qT(Budget Implementation Process)
oo Tefart grafraq Mamees &M, wded, Afger aar Seard

(Functions, Duties, Rights, and Responsibilities of Institutions Related to Fiscal
Federalism)

26.1 W EWMS @l ﬂﬁlﬁ(Public Accounts Committee)
2.6.2 T@TY 91‘010"%? I 97 Tt ATRT (National Natural Resources and Fiscal

Commission)
263 AT A (Ministry of Finance)

2.6.4 WERIEl TQ&a®HH! BT (Office of the Auditor General)
265 Wl I Haed (Office of the Financial Comptroller General)

26.6 HM qA q@ FIAE FEAT (Office of the Treasury and Accounts
Controller)
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gus (B) — %0 ¥ (5 T X ¥ qF, R I X 0 A¥)
Section (B) - 60 Marks (8 Questions x 5 Marks, 2 Questions x 10 Marks)

TSI L& T W egqqEYl (Social Security and Legal Provision) (40 marks)

3.1
3.2

3.3

3.4
3.5

3.6

3.7
3.8

graTfers QTW 7 T i (Meaning and Definition of Social Security)
i QTW E%Q‘J, Hecd dqIT ATATIR AT (Objectives, Importance and
Necessity of Social Security)

o YLATRT AT AU E (Basic Concepts of Social Security)

331 HHINE GLET Sl (Social Safety Net)

332 ATHTCHT AT ATHISIS L& (Right-Based Social Security)

3.3.3 ATEYTHATHT AT FTHISD L& (Need-Based Social Security)
3.3.4 TNIETHT AT QAT YLET (Contribution-Based Social Security)

335 [EEqd AHISE L& TR ATEIRIT T A9l (Comprehensive
Social Security System: Concepts and Needs)

AT AT T TS TeanT (Social Insurance and Social Assistance)

qraTiere ST T e ST saemen T AT (Concept and Comparison of Social
Insurance and Private Insurance)

IS AT BT - G, G, A8, L9, AN, GAEACHE G

(Social Security Fund - Introduction, Vision, Goals, Objectives, Strategy,
Organizational Structure)

HITH] THE HREE (Main Functions of the Fund)
FITHT TG@ HITEE (Main Challenges of the Fund)

Bl SAaUEE (Legal Provisions) (20 marks)

4.1

4.2

4.3

4.4
4.5

4.6

AT LT B! (FHHA Jeme) fafFaamaedt, 2 064 (Social Security Fund
(Employee Administration) Regulations, 2075)

Tl LT T (e yemee) e (Social Security Fund (Financial

Administration) Regulations)

TATETAT AT ArHTT g U9, R00Y (Contributory Social Security Act,
2074)

Tl qLEm UF, R0BY (Social Security Act, 2075)
ARG AT qrHTioies e et R 0% (Contributory Social Security
Regulations, 2075)

qrToiE qIeE ST AT Hraare, 208y (Social Security Scheme Operating
Procedures, 2075)

Page 3 of 4



T AT P
YA 4T, AT GHE, A qE, TETAF a7 A GRE TGP GAT TRIANTATCHE TR TMEIHH

4.7 ANTEHHAr Aradr FafereETr, 06% (Contributor Loan Directives, 2079)

4.8 TSIRETAT T AHGHT GHAFLOT Teaeel FATErE, oYy (Procedure for the
Registration of Employers and Workers, 2075)

4.9 IIESHF GG U, 2 0% 3 TIT qTa( % GLa MAHATIHT, 2 0 ¥ (Public Procurement
Act, 2063 and Public Procurement Regulations, 2064)

4.10 @I U, 209y (Audit Act, 2075)
4.11 geT=TR [Aamor U9, Y042 (Prevention of Corruption Act, 2059)
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