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1.11 @frz gfFar a1 fafaes
11.1 Method of Purchases — Sealed Tender — Quotation — Direct Purchases

1.2 Importance of fixed Assets in organization
3 Concept of inventory management 1.8. General procedure of procurement.
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1.11.4 Work environment and culture
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21 eaETTE SrETEr qieera, Srar g, aare qEn fagr 7 e

2.2 Accounting : Basic Concepts; Accounting Cycle; Journal; Cash Book; Rectification of
Errors; Ledger; Profit and Loss Account; Balance Sheet: Cash Flow; Statement on
Changes in Equity
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2.5 TroTE YU (F, TN, A AqqiE FT q91 ATAEF) T AAE

2.6 Government Budget : meaning, features and component of budget, process of budget
formulation and budget cycle, history of budget in Nepal
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9. Management
4.9. Concepts, functions, and emerging trends
9.3. OB: concepts, trends, leadership, motivation, communication, group dynamics, decision
making

4.3, Human Resource Management: Acquisition, Development, Utilization, Maintenance, and
Separation /r\
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9.% . Public Service delivery: Meaning, importance and methods/ mediums of public service
delivery

Money and Banking

<.9. Money: meaning, types, functions and value of money

%.%. Concept of Inflation and Deflation

<.3. Financial Market: Money market and Capital market

<.%.Meaning of banking and types of bank: Commercial Bank and Central Bank, Functions of
Nepal Rastra Bank and commercial banks with reference to Nepal

General Knowledge on Nepalese Economy and Finance
3.9. Economic growth and development: basic concepts
3.%. Economic Indicators

3.3. Aspects of economic development: agriculture, industry, trade, tourism, foreign employment,
human resource

it FFET (0 9F)

4.1 Sets, Percentage, Unitary Method

4.2 Profit and Loss, Commission, Tax and Bonus

4.3 Simple Interest & Compound Interest

4.4 Ratio and Proportion, Simple Algebraic Equation
4.5 Statistics (Mean, Median, Mode), Probability

4.6 Mensuration
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FrEY WY wEr YANTHE GET JroTAr
(Computer Skill Test Practical Examination Scheme)
fawa quity | qdrET gl fasaasg fids E qHY
Devanagari Typing AR y fre
o @9 Tt || ST English Typing Y Y y frde
(Computer Skill Test) (Practical) Windows basid and « ay
: Y fre
Word processing ]
Contents
Windows basic
. Introduction to Graphical User Interface

Word processing

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

Creating, saving and opening documents
° Typing in Devanagari and English
v 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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