e & e o1, F annht w1, @Te e a3 IR FA A, T gy e awimE

SYTTARGAh ST URME TT, GTHR YRIRT/AET g, <o) 7 a1 e faaty Avh,
PHATAT HgTaP a1 ) T Uedh! T UaaRdareTsd Uiers) ureasy
T AT (Examination Scheme)

T qIEIHH ASATATS Tablehd qered gumer (Unified Examination System) T STIRHAT g =ROTHT

fasrer Tivuerr
I =) :— faf@ad 9=rem (Written Examination) quITg :— R00
fodfrr =Ror .- A9 q2reror ¥ erAarar (Skill Test & Interview) quITg - ¥O
gqw =10 ;. fafga 9@&r (Written Examination) qUITg :— 00
CE| fowar qUiE | S TRAIEAT JoTrey AEen X 9§ | 99
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. nswers)
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[ T (Subjective):
AT qET FrET T arr 997 | 4% I X W g | R "
facirar . oo | Yo N
(Service related) 1 (Short &Long I YT X q0 s | 30 fAe
Answers)
fefrr =R :— A9 qheer T sr=atar (Skill Test & Interview) qUg -~ YO
farwr qUTE AT JuITedr T
FFE A e (Computer Skill Test) q0 JANTcH® (Practical) 9 e
F=aardm (Interview) 30 Hifge (Oral) -
e
. WEST HEATH TEUAE AT ATARTAE FgH T TS G ANTATIF TRHT FRTAFER

G e X

<.

et Aeff, Wwﬁwm%ﬁwa@ww@wmﬁmhmq&m
gEdrEar wem (Pre-Qualifying Examination) ate SHld AU IHEARE® A Thihd
aerer gumelr (Unified Examination System) &1 STaRHET I g9 I GRIETHT eqril gq
a3 B |
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e & e o1, F annht w1, @Te e a3 IR FA A, T gy e awimE
ARG atheT U=IET JaT, QTHT YRR/ 99E, D) 98 a1 ggrae fgdia aft,
PR TSP a1 Tl WG UGH! T UfaadiiareTsd Uiemd! ureasd

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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e & e o1, F annht w1, @Te e a3 IR FA A, T gy e awimE
ARG atheT U=IET JaT, QTHT YRR/ 99E, D) 98 a1 ggrae fgdia aft,

PHATAT HgTaP a1 ) TE Uedh! JaT UaaRdreTsd UieTs) ureashy

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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e & e o1, F annht w1, @Te e a3 IR FA A, T gy e awimE
ARG atheT U=IET JaT, QTHT YRR/ 99E, D) 98 a1 ggrae fgdia aft,
PR TSP a1 Tl WG UGH! T UfaadiiareTsd Uiemd! ureasd

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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NeFE & gy ., $iY Il s ., @ aaw 9yt IR s R, 3 gy faer IR
ARG atheT U=IET JaT, QTHT YRR/ 99E, D) 98 a1 ggrae fgdia aft,
PR TSP a1 Tl WG UGH! T UfaadiiareTsd Uiemd! ureasd

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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3NN & srawiuE fafies
YR AT, AT TelS (W.), 98-4 I Gal ufaaiRares fafeqa wdenres! ureasa

%‘cﬂ'ﬂtﬁ (Paper Il):
Jdaqr gra=h (Services related)
WUS (A) - 50 3P (8 UY x 5 3P, 1 Y x 103{P)
Section (A) — 50 Marks (8 Questions x 5 Marks, 1 Question x 10 Marks)

Q. SFIRIfGd HTRITYH, =it Saa=ITI TUT &M UMl (Human Resource Management,
Inventory Management and Accounting System)

9.9 SHRIfGd ATRITIAS! URT™ X A8 (Introduction and importance of human resource
management)

Q.2 W FaR®! Hed, UHR I HIH (Importance, types and medium of
communication in organization)

9.3 HRATEY Yg&H D] HTH T HAT (Duties and responsibilities of an Office Assistant)

Q. Tt ARG - uiva, fordt sifierd, /1T R, Wie 31ewr, ©R afdar Raid, @4
YR SH a9 dYJ, HUSRU X ey AR (Inventory management-
Introduction, Inventory record, Requisition form, Purchase order, Store entry report,
Expendable or non-expendable items, Storage and warehouse management)

9.4 WWWﬁWWTWW (Physical verification or report and Auction)

9.5 TG I UIGHTAHT YT oRaT dUT SadTRie Tl WUt (Cash basis and Accrual basis
accounting, and Business accounting system)

9.9 TYRT H=RR, [ e} farara I soie fRuTe el sHer) (Information about journal
voucher, petty cash book and budget Sheet )

1.5 P, faggdia Yo YUMeh X db ROt THa=i T SH®BRT (General information
regarding check, electronic payment system and bank guarantee)

9.2 WW&I’UT, 3T Y Weah! faaruT, argelrd T B'IFEIO@OI (Trial balance, Statement of
Income and Expenditure, Balance sheet & Depreciation)

9.90 A X I Giﬁ-@@ PR G T SHBRT (General information regarding

Income tax and Value added tax-VAT)

WUS (B) - 50 3 (8 UY x 5 3{P, 1 Y x 103(h)
Section (B) — 50 Marks (8 Questions x 5 Marks, 1 Question x 10 Marks)

R. WWTWWW (Industrial Development and Service Related
Laws)

RQ AUED! T S & YfHHT (Role of Industrial sector in Nepali Economy)

3.} HOTEH WWWW (Efforts made for industrialization in Nepal)

2.3 3N ! YR I AUTTHT JaTA-HT g1 3N &5 (Concept of Industrial
zone and Operating industrial zones in Nepal)

¥ 3MEfe & SIaRITYA ST TRITTAT I I£-T TR STHBRT (Information about
the establishment and objectives of Industrial Zone Management Limited)

LY faRw onfdfes & X Sfenfies umH e SR (Information about Special Economic
Zone and Industrial Village)

.5 3R &F aRIUA fafiiee®! Us=ua X gdEe (Memorandum of Association

and Articles of Association of Industrial Zone Management Limited)

Page 1 of 2



3NN & srawiuE fafies
YR AT, AT TelS (W.), 98-4 I Gal ufaaiRares fafeqa wdenres! ureasa

.9 INNMH &7 IR fifiiess! FHIR! Va1 Id afaamaeh, o4y (Industrial Zone
Management Limited Employee Service bylaws, 2054)

e Nfe &7 wgwiud fafessl onffe fafTwmEct, 2082 (Industrial Zone
Management Limited Financial bylaws, 2082)

. I & Tare quT g fafgmratt, 03 (Industrial Zone Operation and
management bylaws, 2071)

.90 3NNMIE TaIE U, 00E B IR IT 3 (Industrial Enterprises Act, 2076-Chapter
2 and 3)

.99 YPER AR U, J0uR &I URwg § X R (Prevention of Corruption Act, 2059 -Chapter
1 and 2)

.93 BT, R063 BT URWE R, 3, & T (Company Act, 2063 - Chapter 2, 3, 6 and 7)
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HY A FE faties

T AT, TIMAA GHE, FEF fociia Aofl, WEIF (TAMET) TIehT GAT FITANTATHS TLreTret

RIERER

-5 I s s L B e 1
gug (%) - KO AF
(& ¥ X L&, 9 I3 X 90 %)

FIATT FTITIA

1.9

1.
9.3

9.¥
.4
1%
q.¢

R

RR

R.3
R.Y¥
LR
&
R.@

FTATAT T HTATAT ST

9.9.9 FAT : IRAT, Gecd, A T ThR

1.9.R FAET FEFFH FA T TEE

9.9.3 HATAT HFAXITITHR] TR T HEA

9.9.¥ BT T FTET © GRFT, FbR T ITIE

9.9.% TISATHE FAAT, AfIpR Faardred 3 ey, w faaree 7 aaqwag
FATAT FTLATIAHT FFIEI YUTATHT ATAITHAT T HEd

STV SHaegTIe © AT IR, @iXE A6, qgdr AT, fa=dr grar, fowar fdreror,
gtz ¥ faamm

AT BTAYUTAT T Fold THIAT ATHTT SR

Gl @l YUl T @Ieieror - qie=rd, I¢9d ¥ faeraar

AR =R, 96 El e, aeie fEdrmE qar ArhT A qeawl S
FX, HER, A Aqdig F TAT AIeh TrI=dl STAHI

T FTIA

TSI eh SFALTAART URAT, Ie9F T HIET : Mo, =, au==g, IR
T Aqcd [ FFEl SATHN

FHAR AALATITH] F [qa=, q@ufd, afa faee, A== ¥ emad, aiaH,
qdd Gladr, qierd T AT fawrd, 1SS qRET, QPR 9T 308 oy w1
ST

TSAH =T T TSAHT ATIRER

YUSATCHSE graehl hRUT, AHT ¥ §ra AT H IUIeE

ANE ST | ATUROM, I¢9T T Hecd

TSI FAT JaTesd! AT T Hed qaT qaT JATg T [Aehra, AT

FrR (TR T+

gue (@) - %o AF
(5 999 X ¥ 3®, 9 Y¥ X 90 )

JYOA A

29
3R
2.3

TSI G : =g ¥ foepr
H I FFAT [ATTESHT TITIAT, T, g9, FASATCHE FXaAAT T FIAET
TATETAT HA@TEH! A, AT, [IaRor 91 asiereTuresl A
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HY A FE faties

T AT, TIMAA GHE, FEF fociia Aofl, WEIF (TAMET) TIehT GAT FITANTATHS TLreTret

¥

ERS
3%

3.9

3.c

ERS

¥.q
¥R
¥.3
¥ ¥
%Y
¥.%
¥ .\9
¥.g
¥.Q

AIAHT A@rs, fagfae aaa &Y ArEdEedl @ie, A 991 faaeer
AT AT AT q9T HrATara T eaaedr

FH ATHA FFAT [ATHESHT FATHATT T TR ATHF [qeRTHT AR

HY AT FFIAT [ATHESHT AR, @&, AR, o dofdT, e, gidasd,
F AT FEAT fdafieedr deana fawra, @Eea gesa (Business
Promotion), sTetfh sga<amas, S iHd T HeaTg

FT AT FFIAT [ATHES RN TFIP HoATAT, FRBRATAT (B T FFIATH] ATHER

AT=h] AT T THEY

F AT FFAT (A T I3 TF WM Teaa dedhidsl GHIad &8s

H AHA FFAT (AU TFIg BIAT AaLT

afted & Hifd, 089

AT A AIfd, 045

e 919 fas |ifd, 04

H ATHAT AT [ATHdS D Jaredda qdT AIHTE, 3041
FH AT FFAT (AT TESHT FHAT TeMEA fafqaHmEedr, 2050
HY ATHAT FEAT [ATHISH AIH TMEA [aTIATl, 04R
HARTH A (IR0 AL [T, 3090

TATATTE HA [TGITHT, 048

feshar zmaear wrdfafa, 3099

¥.Q0 qTST HFRITIH el Hrafafd, 209
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T gaedT a7 MR HF! [fHee

JETE &, WA JUET g, A q€, Weldd Tah! Gl WAAdeH Tt

EGICRE] (Paper Il):
JAqr Ira=h (Services related)

WUS (A) - 50 3P (8 UY x 5 3P, 1 UH x 103[Ph)

Section (A) — 50 Marks (8 Questions x 5 Marks, 1 Question x 10 Marks)

TSP U (Public Administration)

1.1

1.2
1.3

1.4

1.5
1.6

1.7

1.8

1.9

et U] YR, AT I Hed (Concept, Need and Importance
of Public Administration)
HHAR! TRIMID] SR (Concept of Personnel Administration)
=i, e, ﬁgf% dYl UaRITUT (Recruitment, Selection, Appointment and
Posting)
qodl, dgdl, GINCERIGKERSE] ﬁ%‘iﬂ (Transfer, Promotion, Training, Salary and
Fringe Benefits)

TWW (Job Description and Performance Appraisal)
CABINE] eP Uah! B, P I Formart (Functions and Duties of Office
Assistant)

SEEl UifYD! T, Sra=gehar I ﬂ:ﬁT‘ﬁ (Necessity, Challenges and
Uses of Information Technology in Office)
GRE HIRITU: Ylcld U Fre=il I SHBRI (Procurement Management :
General Information on Letter of Credit)
g IR dYT AMUR HHID! ol YUl (Accounting System of Food
Management and Trading Company)

el & YT -rel T 99 ORI (Food Security and Food Related
Organization)

2.1

2.2

2.3

2.4

2.5

2.6

T ﬁ?&‘l’lﬂﬁ S{AYRT, HIT X Q-Ic&l'd'c‘:(ﬁ (Concepts, Beliefs and Principles of
Food Security)

<] Wﬂj\dld;l S{AYRT, AT X ﬁ-lc&lfdsﬁﬁ (Concepts, Beliefs and Principles of
Food Sovereignty)

W1 SHYBR TUT W YT T, o0ty X AGHTGE, 0¢0

(Food Rights and Food Sovereignty Act, 2075 and Regulations, 2080)

GTe] Wasdl qUT URCR T, 048

(Food Hygiene and Quality Act, 2081)

1YY @rey =g dl +Hifd, R0y

(National Food Hygiene Policy, 2075)

3[<RIPY BN fdbTE SV (IFAD), WIE TUT SN TS (FAO), Ty @y HrishH
(WFP) X fd% STUR TS (WTO) Il HTH SIFehRI

(Information on International Fund for Agricultural Development (IFAD), Food
and Agriculture Organization (FAO)World Food Program (WFP) and World
Trade Organization (WTO)
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T gaedT a7 MR HF! [fHee

JETE &, WA JUET g, A q€, Weldd Tah! Gl WAAdeH Tt

WUE (B) — 50 3P (8 UY x 5 3P, 1 UY x 103[PH)

Section (B) — 50 Marks (8 Questions x 5 Marks, 1 Question x 10 Marks)

IR [ (Institutional Knowledge)

3.1

3.2

3.3

34

3.5

3.6

3.7

3.8

W FaRYT TUT ATUR HH e sd! [Awmremd, TRy, 3e24, e U1 I

Wt‘;ﬂa (Development, Introduction, Objectives, Organizational Structure and
Scope of Food Management and Trading Company Limited)

T IR T AR B! A HRIGR T axgese X ST (Products,
traded by Food Management and Trading Company Limited and their
availability)

GTE IR TYT AUR BT AT D] ATTHIRID AlofTeh! SHTaadhd < faRisdn
(Requirements and Characteristics of Business Plan for a food management and
trading company)

WETADT TR I 3N (Need and Justification of
Food Fortification in Nepal)
W] IR TUT IR S [ SaIe GareH HIsT Al HedluBR] HRIHH I
A SHISTa-HT GRBT UG (Public Welfare Programs run by food management
and trading company and their and Their Impact on people’s lives)

WAHT Teq SHdrRd fovmy udaaEslt SHeR!
(Information about the company’s Marketing Strategy and Online Business
Portal)
YA &1 JdlaH, &«Id»gid T TN (Production, Promotion and Marketing of
Indigenous Crops) _
WY AR TYUT AR ST TR TRIGRATe Fobrigs I foa! Yfie
(Stakeholders related to food management and trading company limited and
their roles)

Q'-'-T ﬁTITIEF (Acts and Rules)

4.2

43

4.4

4.5

4.6

QI HARIT IYT ATIR BT i sh! Uawy o= I Hgwraet

(Memorandum of Association and Articles of Association of food management
and trading company)

T TIRIT TUT ATIR ST HHART dT, el X FraeT fafgamad, 206
(Bylaws on Employee Service, Condition and Facilities of Terms and Facilities of
food management and trading company, 2079)

e SUaRT YT ATUR B! @iRe quT 3fdfes Yma fafamraet, 068
(Procurement and Financial Administration Bylaws of food management and
trading company, 2079)

ST T, 083 (URWIE ¢, R, WX &) (Company Act, 2063 (Chapter 1, 2, 5 and 6))
SUHIERTT TREJUT T, 0104 T IUHIIT IR&U TG, 008

(Consumer Protection Act, 2075 and Consumer Protection Regulations, 2076)
YFTER AR ¥, 04 @R=TE 2 IR

(Prevention of Corruption Act, 2059 (Chapter 1 and 2)
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RERCEACIIR ]

AWl qhept AT A8 (ALEH) TG / TR GeTdh TGehT Gell WRIdTcHe TUEMeh] TETHH

EGIERE] (Paper ll):
JAaqr Ira=h (Services related)
WUS (A) - 50 3P (8 UY x 5 3P, 1 UY x 103{P)

Section (A) — 50 Marks (8 Questions x 5 Marks, 1 Question x 10 Marks)

HARYTYA YT ISR (Management and Market)

1.1

1.2

13

1.4

1.5

1.6
1.7

HATEg I FHART (Office and Employee)
111 PRE: tlﬁ_tRT, Hed, BT I UPR (Office: Introduction, importance, functions,
and types)

1.1.2 QT Aid I1eE: URe X UHR (Office Resources: Introduction and types)
113 PHRIaOH JORSG! Agd, YHR I HIEOH (Importance, types, and means of
communication in the office)
114 SRIAT Ye@HDH! HH I Hdd (Duties and responsibilities of an Office
Assistant)
o TR SFRIGd SIaRIUH ¥ HHAR! g fd®N (Human resource
management in public service and career development of employees)
SIS I YaTTe! {FI@ FARTIH! aRkepl X fafd (Methods and procedures of public
relations and grievance handling for service recipients)
ot SgaRITI X Gy gaRIToH : Uiy, fS=t Siftieig, AT R, WRE 36y, ¥R
giRgar RUie, @ YR S a1 o ATAHEE (Inventory management and property
management: introduction, inventory records, requisition forms, purchase orders, store
entry reports, Expendable and non-expendable items)
YUl qUT @1 GRI&UTh] UbR (Internal control system and types of

auditing)

alb\{; Tt STHBRT (Information related to irregularities)

§olR UdRIU (Market Management)

171  TOIR I SOIRIBRUG! URTY (Introduction to Market and Marketing)

1.7.2 SOIR®I @RI SHTdRYD dcde® (Essential elements of a Market)

173 S9R&] TifHRur (Classification of Market)

174  UED JaH UUge BT 35T X H6d (Objectives and importance of customer
relation skills)

175 SR fazayuresT ﬁﬁ[, Elﬁv_fﬂ, Hed ¥ B%QEI (Methods, process, importance and

objectives of market analysis)

WUS (B) - 50 3(® (8 UH x 5 3P, 1 UY x 103(®)

Section (B) — 50 Marks (8 Questions x 5 Marks, 1 Question x 10 Marks)

IR [ (Institutional Knowledge)

2.1
2.2

2.3

24

2.5

TSI+ GRITH! THRON I (Concept and development of public Enterprise)
AuTad! fdHT AdeiHe SR ‘J;L&IW (Role of public Enterprise in Nepal's
economy)

g OB GRS RITTHT, IE-Y, HIdedd! SRS I U@ HRES (Establishment,
objectives, prOJects and major functions of the Da|ry Development Corporation)

g AP RIS SN, URIUT TUT ATHI0T SRIGaRiTah! SaRAw (Inter-relation of
the Dairy Development Corporation with agriculture, livestock, and rural economy)

HV, 7 qUT TRl Frarerd, U] IaT faumT, @ ufafd qur o7 o faumT e
A SHBRT (General information regarding the Ministry of Agriculture, Forest and
Environment; the Department of Livestock Services; the Department of Food
Technology and Quality Control)
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AWl qhept AT A8 (ALEH) TG / TR GeTdh TGehT Gell WRIdTcHe TUEMeh] TETHH
3. AT GHfRId DI (Service Related Laws)

3.1

3.2

3.3

34

3.5

3.6

TR T, 2032

(Corporation Act, 2021)

YFTIR AR T, 048 &I Tiwsq 3 3

(Prevention of Corruption Act, 2059- Chapter 1 and 2)

g O IR, HHART YR faf-adaat, R0&3

(Dairy Development Corporation Employee Administration Regulations, 2063)

g faer TR, e U= e fafommaet, R08&

(Dairy Development Corporat|on Financial Administration Regulations, 2066)

qAP! <ar! Wfiear X <arl SN Ifare e GRvdee (Major features of the
National Civil Code and the Civil Procedure Code)

gSHITE, |TE ¥ ARG UR=T (Introduction to Statute of Limitation, Time Limit, and
Date)
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AWTTEees et ST 8 (T <@T) FFE e GEdhT Gl WA arcds® TEh! eTsha

ﬁ?ﬁ'ﬂqﬁ (Paper ll):
JAaqr Ira=h (Services related)
WUS (A) - 50 3P (8 UY x 5 3P, 1 UY x 103{P)
Section (A) — 50 Marks (8 Questions x 5 Marks, 1 Question x 10 Marks)

GRITY TYT AET
1.1 ST I HHART (Office and Employee)
111 PRE: tlf\’?lﬁ, Hed, PRI IUBR (Office: Introduction, importance, functions, and
types)

1.2

13

1.4

1.5

1.6
1.7

1.1.2 QT Aid I1eF: URe I UHR (Office Resources: Introduction and types)

113 SAGIH JORS! Hed, UHR X HATFH (Importance, types, and means of
communication in the office)

114 A Gg-IEHH! BT I A (Duties and responsibilities of an Office Assistant)

TS HRITHT STRITG STIRITIA I HHART git [dBT (Human resource management

in public service and career development of employees)

SIS I arTe! {FI@ FARTYH! dRepl R fafd (Methods and procedures of public

relations and grievance handling for service recipients)

ot SgaRITI X Gy gaRITeH : Uiy, fS=t Siftieig, AT R, WRE 36y, ¥R

aiigar Rure, @ YR S d1 I JradqH= (Inventory management and property

management: introduction, inventory records, requisition forms, purchase orders, store
entry reports, Expendable and non-expendable items)

3R FAT=0r YuTell quT oar Ulefure! UHR (Internal control system and types of

auditing)

alb\{; Tt STHBRT (Information related to irregularities)

NECIR I (Accounting )

171 Q@R AT Yol : uRad, 35-d, faRIvdT R fa=a & Irae (Accounting and
Accounting System : Introduction, Objectives, characteristics, and Existing Legal
Provisions)

172 YR HRR, T gRa®T, 9 et fhde X soie faes! aeg X v
(Introduction and Use of Journal Voucher, Cash Book, Bank Cash Book, and
Budget Account)

173 OGT YUIeliopT SMYRYd G ¥ AU oal HIUGUS (Fundamental Principles of
Accounting and Nepal Accounting Standards)

174 IR FG~a01 GOt qT okl URI&UI! YRR (Internal control system and types
of auditing)

175 die WIfd gfdded X fa<ia wfaded (Annual Progress Report and Financial
Report)

WUS (B) - 50 3 (8 UY x 5 3P, 1 Y x 103(h)
Section (B) — 50 Marks (8 Questions x 5 Marks, 1 Question x 10 Marks)

JRITTd JH (Institutional Knowledge)

2.1
2.2

2.3

24

Tl GRITH! SGURUN I faH (Concept and development of public Enterprise)
U] SRIGEHT FIAeHe  SRITS] ’J;[&IW (Role of public Enterprise in Nepal's
economy)

g AP IRIMS! RITTHT, IE-Y, HIdedd! SRS I U@ HES (Establishment,
objectives, prOJects and major functions of the Dairy Development Corporation)

[ fapr d=HD! ?ﬁl URIUTeT al UTHT SrfTaATH! SRS (Inter-relation of

the Dairy Development Corporation with agriculture, livestock, and rural economy)
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AWTTEees et ST 8 (T <@T) FFE e GEdhT Gl WA arcds® TEh! eTsha

2.5

$V, I qUT GATGRUl Trarerd, U] AaT faurT, @rer ufafd qur o7 Fawaor faumT s
IR BRI (General information regarding the Ministry of Agriculture, Forest and
Environment; the Department of Livestock Services; the Department of Food Technology
and Quality Control)

T JHEfRId BT (Service Related Laws)

3.1

3.2

3.3

34

3.5

3.6

TRIF T, R032

(Corporation Act, 2021)

YFTER FaR0 ¥, R0u T Ufkedq 333

(Prevention of Corruption Act, 2059- Chapter 1 and 2)

g 9o IR, HHaRY U= fafAgdrae, 063

(Dairy Development Corporation Employee Administration Regulations, 2063)
g faer TR, e U= e fafommaet, R0&&

(Dairy Development Corporat|on Financial Administration Regulations, 2066)

W gt dfgdr ¥ gt Hrfafy dfgdrmer JeLeeC] faRTdTES (Major features of the

National Civil Code and the Civil Procedure Code)
WG, TG I dIN@d! gReg (Introduction to Statute of Limitation, Time Limit, and Date)
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