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WQW, Financial Action Task Force on Money Laundering (FATF), International Criminal
Police Organization (INTERPOL)

9 Y. SIFEIIT 9dT ; Bureaucratic theory (Max weber), Scientific Management Principles (F.W. Taylor),
Principles of Administrative Management (Henri Fayol), Hierarchy of Needs (Abraham Maslow),
Theory Xand Y (Douglas McGregor), Human Relation Theory (Elton Mayo), Contingency Management
(Fred Fiedler), Classical Management Theory, Modern Management Theory, Matrix management,
POSDCORB (Luther Gulick), ISO (International Standard), Gantt chart, Critical Path Method (CPM),
PERT Chart, SWOT Analysis, Collective Bargaining, Cost Benefit Analysis, Net present Value, Internal
Rate of Return, Economies of Scale.

guls g -Aptitude Test — 15 Marks
(3 questions from each unit)

1 Verbal reasoning such as series, analogy, classification, coding-decoding, insert the missing
character, common property, matrices, direction, and distance sense test, ranking order, assertion
and reason, induction, deduction, course of action, etc.

2 Non-verbal reasoning such as series, analogy, classification, Venn Diagrams, matrices, construction
of squares and triangles, and figure formation and analysis, dot situation, water images, mirror
images, embedded figures, etc.

3 Quantitative aptitude such as arithmetical reasoning/operation, percentage, fraction, decimal,
ration, average, loss, profit, date/calendar, time, and work, etc.

General mental ability, logical reasoning, and analytical ability.

5 Data interpretation- Charts, graphs, tables, data sufficiency.
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2. English proficiency-15 marks (5 questions from each unit)
2.1 Comprehension: questions will be asked on the passage given. The questions will try to

accommodate the following areas: Fact finding, Inferential, core theme, true/false
identification, issues raised, and language based.

2.2 Vocabulary: Questions will be asked to assess their grasp on the English language vocabulary.
The questions will be of the following nature, -Meaning of the words
(literal/figurative/contextual), single word for expressions, Synonyms/antonyms, Derivatives
and Homonyms/ homophones.

2.3 Syntactic ability: Questions will be asked to assess the syntactic ability of the candidates. The
guestions will be based on the following categories: Agreement, tense, parallel structures,
clauses, modifier, conditionals, phrasal expressions, shifts (tense, number, person),
transformations, varieties, prepositions/conjunctions, and parts of speech.

Note: this above English Language Competence Test syllabus is devised for assessing the

proficiency of the English language of candidates. With the view to assess the candidates’

language competence, the syllabus aims:
e To test the understanding of their language though reading comprehension,
e To map the range of their vocabulary,
e To examine their syntactic ability.

The nature and standard of questions in English Language Competence Test will be such that and
educated class XII level person will be able to answer them without any specialized study.
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Regulatory Application-SUTRA, Revenue Management Information System-RMIS,
Computerized Government Accounting System-CGAS, Treasury Single Account —TSA, Public
Assets Management System - PAMS)

qreiee @9 a9 i SaEmiea (Public Expenditure and Financial Accountability — PEFA)
T IRAHEEH! BN

WETHFHTCAE @d G (MTEF) gva=dl S

TF, T T T TEHT AMAH A, Toaeh! AfSHiS T AT WH{as |rd qdr faa Aammes!
A,

ot gEar=aRy e FFerel sgaer

T BT ¥ 9T FIT TEeee qadEE (A9, TS99 T T d8),

FH! G, ThE T ATTE H (AT F, Ted Adig H, 970K, T oW F, d=age,
TG HTT AT BT A AT FEa=ell B,

AEWNE GRE Tl BT FaeAee-@RE AT, 7 XS, AN ATHA T [Eome, arera,
Rietardl ST, Wit @ie, Gt qreir, TEaR ahEnr qar wie caaedr qEEE e
PITle e,

T arafet oA qur aasRy, wfera, el e, foem, famer T wda aeiR aeaed
IR &,

3T GETAATRT ATASHEEAT ST w17 (Impressed Fund), T3 19 (Designated
Fund), a1 T&7 HIodid (Reimbursement and Replenishment) GFe+8l Taeme®
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TSI <ATeh AT ATANT, TRTHAT FS9T
T ATHT AWMEE qF ol q8 WIE Yo (erdl, Tarae a9g)
AUFHT TREEH! WAANAHS THEH TETHH

YHUT @ FFa-dl BTl gaed

AT Ya9Teh! AT HEEe U9 200y T 9T THRH! Alfds wrEt aar =i
IA@IE U

s+ @ig U,

atfer U= e =g U

qF AAT, A AHAT q°7 AT TeaAed, Aeel@l Haead Had, 929 ofel FHaad
FATAT, BT @l Ha-AF BT,

gis g

@l T e e
G ATIRIT AT RGTae®, TG T97 WEHTET <@l YoITedl, YRIFWeE @rg= ¥ @Tarr wiesT,
Grdr = (Charts of Account)
THR <@l YOIl THI <@l IUITeiah! A T SUaedie®, ThN <@l T Smadide «dn
EIEEAREEn)
YL TGN T HAT, BRASE (AR AR, o5 W fame, goie B, @i
wtears), Yyl T a9 RaEd! e, e B T e wReEE),
AqTeT Qraw=e &3 T@rE e (Nepal Public Sector Accounting Standard - NPSAS)
oy i T @ ieadT il Lor, Aol i@l T STaedd,
fSredt, eRidl arreaTh, @, gae el ¥ o W e,
EIESICAEDEC UEAREIErL )
TGN TAEATHT Rgde®, 9@l TUHAT YIS, <@l THeuTehT Y, ATdRe <@l qerT, s
AT AFTH <T@l T, HAHAS <@l THE, SGHAT AT <r@rd e, fafer &sme <rmr
THEAT, FH TGN THE, T THATHT SIS AT AT,
HET@l TUHAFHH] B, Hded T AGHR TaH @l THEAT Fiaqd T 96 Hadic
AT @A A (Nepal Auditing Standard — NAS)
THI <l T (Public Sector Auditing Standard) 2T af=rar T wfeaT
@l THET UA, 0% AT HUH] IR E
@A T
T B T UBFAEE T T HgcH HACIR! TARE R
AT <T@ Al h! ATl T qHET |




G Mo <

19.

TSI <ATeh AT ATANT, TRTHAT FS9T
T ATHT AWMEE qF ol q8 WIE Yo (erdl, Tarae a9g)
AUFHT TREEH! WAANAHS THEH TETHH

U T
E2EIREAS e R E R RRICE

SIS <T@l ATIRON T @] GaAd HgTd, SAEH® ddihl 49T, & a7 B,

T FFATd e T T 16 (Accounting Efforts and their Ratification)

AT FEIT T gTieaehl =iteeor, R weafy ¥ =i, =] weafy T i, siifaes T wiifaes
F¥fi(Tangible and Intangible Assets), HA® a1 Fdidiedd T¥IRi(Factious assets), WX W= 4T
A FHRT (wasting and liquid assets), @rEieTeld &Tca (Long term Liabilities), T#aTed qTica
(Contingent Liabilities),

ATRT A T ATI-29TT 1@l (Receipt and Payment Account/ Income and Expenditure Accounts)
T (depreciation) T AR, HRI T AT (Method) TaH SHIST (Reserve) &I,

EES ¥ f@@re (Bank Reconciliation Statement)

ANTAHT <@l (Cost Accounting)-SRTA @RI AT, ANTAHT qcde®, TAH ARG T ATTE
AT, SETHI NI (Contract costing), TEHAWTA @A (process costing), ST AN (job costing),
FHMAE ARG qa7 URad=eiiel @t (absorption costing and variable costing)

SIEEI @l (Management Accounting): SIEEITAT @l Iodrd ¥ fasrer-ard, fergan, &,
T2 T FUEE,

I HEE THIIed U, R0L 3 AT HUSHT HEcAIUl SqTEAEE

. A (RSl qer W8di) S g e Aueed a9l qR eidy Haen wweedr

AT
T TET WS AP qUT Ay d geare - The Institute of Chartered Accountants of Nepal

(ICAN), INTOSAI (The International Organization of Supreme Audit Institutions), ASOSAI (Asian
Organization of Supreme Audit Institutions)



YEIT b AT ATANT, STHAT Fa9T
T AT AWM S qh ol q8 WITE YaT (AL, <@l T or@l THE 99
ATFT TEEEH] WAANATCHE THEAD TETHA

Afraw a8
%) FATGAT ATARG HFIE FFo Q9 T — Ui Q0 A

TS TQEmeht AT (Practical Examination Scheme)
PG EARELREES

1. Nepali and English typing
2. Word processing
° Creating, saving and opening documents

° Typing in Devanagari and English

Copying, Moving, Deleting and Formatting Text

Paragraph formatting (alighment, indentation, spacing etc.)
Creating lists with Bullets and Numbering

Creating and Manipulating Tables

Borders and Shading

Creating Newspaper Style Documents Using Column

Security Techniques of Document

Inserting header, footer, page number, Graphics, Pictures, Symbols
Page setting, previewing and printing of documents.

Mail merge

3. Presentation System

Introduction to presentation application

Creating, Opening & Saving Slides

Formatting Slides, Slide design, Inserting header & footer.

Slide Show

Animation

Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.

4. Electronic Spreadsheet
° Organization of Electronic Spreadsheet applications (Cells, Rows, Columns,
Worksheet, Workbook and Workspace)
° Creating, Opening and Saving Workbook
. Editing, Copying, Moving, Deleting Cell Contents
Formatting Cells (Font, Border, Pattern, Alignment, Number, Protection, Margins
and text wrap)

° Formatting Rows, Column and Sheets
° Using Formula with Relative and Absolute Cell Reference
° Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc.)
. Sorting and Filtering Data
° Inserting Header and Footer
° Page Setting, Previewing and Printing
5. Windows basic, Email and Internet
° Introduction to Graphical User Interface
° Use & Update of Antivirus
° Concept of virus, worm, spam etc.
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YEIT b AT ATANT, STHAT Fa9T
T YA AWEE qh Ft q8 JIET AT (FEE, ol T ol G 99E)
ATFT TEEEH] WAANATCHE THEAD TETHA

° Starting and shutting down Windows
° Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
Concept of file, folder, menu, toolbar

° Searching files and folders
° Internet browsing & searching the content in the web
° Creating Email ID, Using email and mail client tools
° Basic Network troubleshooting (checking network & internet connectivity)
TARTCH ol Frarg 9 GRS HTUREE
*.4. BRI a3 T
q. aTET T HEAAT QL0 YeEe® SUHT .4 y e
Nepali text [<2=&5 | Traditional Nepali
Unicode &1 JART T 94 |
2. aTET T HFIAT 00 IETEE WU 2.4 Y e
TS text ez |
2. Word processing:
a. copy and paste.
b. inserts table, picture, and shape kS
C. page set up q0
Y. Presentation system q foee
4. Electronic spreadsheet 9
&. Windows basic, email and internet q
SET q0 R0
fire

Q. TEANT erefy wdEn et TRy aAiH 9g Rees-

¢ = giq fae qreA AE
Y=RT W 9g ¥R Wid e 0 ¥F
U ST ET AT ST T 0. W A 918 X1 Fid e 0.40 ¥F
9y AT FT AwaT g4l ¥ QOH=T FH g ek 9fq faee araq 0.94 ¥F
Q0 a1 &1 =T FEl ¥ 9.4 AT FH g 0k gfq fHAe Saa .00 ¥
QR4 AT |7 AT el T Y H=T FH F 9 Uiq He arad q.]4 F
¥ a7 AT AT FET T Q0. HT FH F TR Ui e A .40 ¥F
Q9.4 a1 FIWRT gel ¥ R0 9T FH F TR Uid e arda .94 ¥
0 91 |1 AT del T [R.Y Al FH g 9=k 9iq fHae amad .00 &
QY AT FT AT TGl T Y 9T FH 940G e Uiq - arad Y HE
Y AT & 91T 9T g e’ 9iq fAee araa Y0 HF

R. English Typing Skill Test &I AT 00 TEEEH TIaT Text [agg T @ JATAR b IIH TS -
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YEIT b AT ATANT, STHAT Fa9T
T YA AWEE qh Ft q8 JIET AT (FEE, ol T ol G 99E)
ATFT TEEEH] WAANATCHE THEAD TETHA

Y@ T gfa fAe (Correct Words/Minute) qSH %
& WVaT %A F R 9iq fHee aad 0 ¥%F

% 9T |7 9waT ¢l T & Rl HH g e i A+ aad 0.40 ¥&
R AT |1 AT del T 93 Al %H g ek 9iq fHde ava 0.94 ¥
R a7 91 9= @Gl ¥ QY 9T FH g ek ufq (A sraq .00 &
Y AT AT T=T FEl T 95 9T FH g U Yiq e aad 9.4 &P
Y5 @ & W= @Gl ¥ 39 Wl B g 9Te8 Hid AR arad q.40 P
9 a1 &1 AT Fel T ¥ 9wl HH 4G ek Ui fHAee arad .9 ek
¥ A1 &I 9T oGl T 8 AT FHH F e i e aId .00 &
9 3T |1 9T oGl ¥ 30 9eaT %A g M8 Ui e =mad Y HP
30 97 91 WwaT FQIg ek gfq fAee smaa 40 ¥H

3. IS AT FUAT Typing AT fGSUHT Text TS MR AT 13T TR Text T S8 aF TRAS; |
faguepr SAUSH a7 TTATRT Text AT IJeAt@d T THINTH TUETdEES ATHAT Text AT Punctuation
TET AR GTEUAT RN 9TeFHT TUAT ARA ST | Jeav=na A+ Formula TaTT 4T 95 9Te3
gfa fa=e (Correct words/minute) et |

Formula:

91 ¥Te= ¥id fAWe (Correct words/minute) =  (Total words typed — Wrong words)
5
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ST ATeh AT ATANT, TRTHAT G
T AT AAETE qh Pl a8 WEs a1 (JET JE, o, e d9E)
ATFT TREEH! WA ATCHS THETH TMETHH

TR T R TQEEIE Grle WOl SHEAREes i Rig aiied
QT (Group Test)ﬁ?ﬂﬁ

HR® GAR (Group Discussion)
T FAGHS! AR A THAT 90 qUiiE T 30 [ wafaa! gig 97 Aaidied aMed gawa (Leaderless
Group Discussion)‘cblf TUAT FqqaT A g | fegusr v ar Topic T e TR Ak quatm
A gAha e YoAb  GEHGAR SAh T e (Individual Presentation) VY e | A€
THATHT AATSAHT RN T8 ATARF G BT |

ATANTHT ATLT,/qeeT  — g
RRIIEES —ee
Te/fas (9 <) — 9T
THe® FABTH [RET THA T = Topic

R AT — it BT, qesh geier, AWl WEal Topics @l 4 U Topic WA fEg+g |
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