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99% 97 (Paper 1) :-
I, Yot A4 T T

(Management, Public Service and Mathematics)
gUg (A) - Y0 FF (€ T X Y 3§,  T¥A X g0 F)
Section (A) - 50 Marks (6 Questions x 5 Marks, 2 Questions x 10 Marks)

1. DAy sy (Office Procedures) (25 Marks)

1.1. &dl, 9am), BIRfeg X TIAGER (Registration and Dispatch, Filing and Official
Correspondence)

1.2. fewuft qur HT%QT, tfﬁ'cﬁ, U9 X Ufdded oad (Tippani (Memo) and Orders,
Circulars, Proposals (Agenda) and Report Writing)

1.3. W, e Ufga™ I U6 GHv STa=ITgT (Public Relations, Know Your
Customer and Customer Relationship Management)

14. WWW (Management Information System)

1.5. W‘v’lv_gﬁ’mﬂtl:[ (Customer Satisfaction Management)

1.6. W@WW (Grievance Management)

1.7. YR FTRITT (Records Management)

1.8. S3H®! ATYRUN, Hed, UHR I fAvfg aa= (Meeting: Concept, Importance, Types
and Minute Writing)

2. AUTAST JAGe O, AP w1 ¥ e URMEAT (Public Enterprises,
Economic status and Financial Administration of Nepal) (25Marks)
2.1 SUTHRT el TRIT Tt JTHRT SFBRT (General Information about Public
Enterprises of Nepal)
22 Aurad! e SR X e famr $iY, wied, I, a1y, IR, ATdmrTd,
IR, ASATR], fAUTUreh! AT Jra=it =T SHBRT (Economic status of Nepal

and General information about contribution of Agriculture, Tourism, Industry,
Commerce, Trade, Transportation, Communication, Employment and Remittance in
Economic Development)

23 ooy O R arq Safies ioiT Wawft I TSR ST I, d6T, 352,
UG dUT U@ dT (General information about Development planning and
current periodic plan: Long term vision, goal, objective, strategy and priorities)

24 AUTADH! PRI dolc JUME! TR~ AT SHBRI (General information about
government budgeting system of Nepal)

25 O X AW 37, I X HEd (Meaning, objective and importance of
Accounting and Auditing)

26 WHwH® WRE Y @Re I @9 @ie, e Xyeud Y aiaus) g 9mr
SM®RI (General information about Public procurement and procurement

method-Direct Purchase, Sealed Quotation and Tender)
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gug (B) -9 AT (9 W X 9 ()
Section (B) - 25 Marks (5 Questions x 5 Marks)

3. faum™, A USfd ¥ Grdsiie A4T (Constitution, Governance System and Public
Service)

3.1

3.2
3.3
34
3.5
3.6
3.7

3.8
3.9

TUTD! WA : TRATEAT, YT § GRI W T X WB?? (Constitution of Nepal :
Preamble, Part 1-5 and Schedules)

TSI AT T THTARNGRT (Social Justice and Inclusion)

Tifere g% T AT AHABR (Fundamental Rights and Human Rights)
WW, &Rf'»znga (Federalism: Introduction, Meaning and Importance)
HIdSe ¥aT aTg (Public Service Delivery)

EIIFCACEINE] (Citizen Charter)

QIS TUT YAE—h D! YDHR I SR (Rights and Responsibilities of Customers
and Service Providers)

W TP YT URGRIT (Right to Information and Transparency)

RN YRATH (Corporate Governance)

3.10 ﬁag?ﬂamm:r (E-Governance)
3.11 hHYcR: U=, THR I TR (Computers: Introduction, Types & Applications)
3.12 TSER JR&M R 3WRTY (Cyber Security and Crime)

gug (C) - Y IF (Y T X 8 A%
Section (C) - 25 Marks (5 Questions x 5 Marks)

4. o (Mathematics)

4.1
4.2
4.3
4.4
4.5
4.6
4.7
4.8

m g (Unitary Method)

o 3 gRHaa (Fraction and Decimal)

IR (Percentage)

3 (Average)

HIYRT JUT T 1T TSl (Simple and Compound Interest)
P I BIHTA (Tax and Commission)

AT X A (Profit and Loss)

g BW (Discount and Depreciation)
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fadia ==or: i aderr
WY qq&T gdEr AT (Skill Test Examination Scheme)

forrr g | wher wret | feeeg fefe C Lt
Devanagall | 3wy | u e
Pl @qqﬁw q0 Al e English Typing | 3.4 3 | ¥ fame
(Computer Skill Test) (Practical)

Word Processing , o
and Formatting LA <

1.  Windows Basic
o Introduction to Graphical User Interface
e Managing Windows
« 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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IS = S Typing Skill Test T ARE:-

Q. TFAETE Typing Skill Test &1 AN Q40 ¥eagedl Text gy ¥ T8@ ATER 3F W&

T -

Y@ W58 9id f4E (Correct Words/Minute) e A
Y a1 HH F TR U [E add o IFH

Y AT [T AR AT T 8.Y WRRT HH YF e Ui [NE add 0.40 ¥&
©.Y AT | HET FE T {0 WAl HH g ¥R Ui e ada 0.% ¥®
Q0 A | AT LT T {R.Y WET HH {E WeE U e amad .00 ¥
Q.4 A1 | 9RT S9ET T Y T BA YF R Wi (e amd 9.3% 9F
Q% 1 | AT SET T Q8.Y WRET BH E WeE U HHe arad q.40 9%
6.4 AT AN AT FE T R0 WA HH G T U e ada 9.4 P
R0 A1 |l WRET SET T RR.Y AT BH YF R WA e ada .00 #FH
IR.Y AT T AET ET T Y, WRET BH F WeE Wi FeE amd Y R
Y AT W W AET F we Wi Fee aaa .40 IF

. English Typing Skill Test®! @M 200 YETeedl Text g1y T BEATIR 3F YT

A -

g weg id fA9E (Correct Words/Minute) qr3+ dF
& WG FHH G W8 W (e ard o ¥F

& A | WET 9ET T & WEl A YG ¥ER Wi (A amd 040 IF
R A1 A T AG T R WRRT BH g e Wi e s 0.0% ¥F
QR o1 A AT A T Y WRET BH G 98 Wi e = e .00 %%
Q% A AT 97ET FET T 16 ARl HH F 9EE Ui e amad 9.3% ®
1 a1 & 9=a1 9ET T R WRRT BH YF e Wi Fee aa q.40 ¥H
R9Q A |1 AT FET T Y AR HH E WEE Ui S amad .Y F
Y A AT AT FET T 0 R HH F 9EE Ui e amad .00 &
30 1 | AT 9ET T 30 WRRT HA Y[ WEE U HHe amad Y R
30 a1 |l WRRT SET T 33 WRT FBH F R i (e A .40 FF

3. FUST a1 TEAN Typing AT fGSUT Text e #ATIR AT <18T DT Text T WeE =%
TRAg | [RETHT AUST a1 9N Text AT Jedidd T TR TOendieee ATF T Text
W Punctuation TT2T RIGT IEUAT <TGH! STEEHT T KT & | dea=nd =+ Formula

ART T ¥g Ui e (Correct words/Minute) Fatersg |
93 _(Formula) :

=

@ ¥e8 Yid fe (Correct words/ Minute) =

(Total Words typed—Wrong Words)

5
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