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;xfos :t/ tx 5 -k|_ jl/i& ;xfos ;'rgf k|ljlw kbsf] k|zf;g tkm{sf] v"Nnf 

k|ltof]lutfTds k|yd kqsf] lnlvt kl/Iffsf] kf&\oqmd 
 
kq  laifo  k")ff{° ;do  k|Zg ;+Vof 
k|yd  cfwf/e't !fg 100 3 #)^f  15 j^f k|Zgx? dWo] ;d'xdf tf]lsP 

cg";f/ 11 j^f k|Zgsf] pQ/ lbg" kg]{% . 
 
;d'x -s_ af^ 4 j^f dWo] 3 j^f, ;d'x -v_ af^ 4 j^f dWo] 3 j^f,  ;d'x -u_ 
af^ 4 j^f dWo] 3 j^f / ;d'x -#_ af^ 3 j^f dWo] 2 j^f k|Zgsf] pQ/ lbg" 
kg]{% . 
 

k|yd kq M 
 
;d'x ;d'x ;d'x ;d'x ----s_ cfwf/e't !fg s_ cfwf/e't !fg s_ cfwf/e't !fg s_ cfwf/e't !fg          3X 10 =30 
 
1 sDkgL P]g  
2 g]kfn b'/;+rf/ sDkgL lnld^]*sf] k|jGw -kq / lgodfjnL 
3 g]kfn b'/;+rf/ sDkgL lnld^]*sf] cfly{s ljlgod 2061 sf] kl/R%]b 6 sf] 

af]nkq ;DjGwL sfo{ljlw 
4 g]kfn b'/;+rf/ sDkgL lnld^]*sf] sd{rf/L ljlgodfjnL 2061 sf] ljbf  -

kl/R%]b-6_ , cfr/)f tyf cg"zf;g -kl/R%]b -8_, ;hfo / k"g/fj]bg   -
kl/R%]b -10_ 

5 e|i^frf/ lgjf/)f P]gsf] e|i^frf/sf] s;"/ / ;hfo ;DjGwL 
6 cfly{s sfo{ljlw P]gsf] n]vfk/LIf)f tyf a]?h" c;'n km%\of}{̂   
7 b'/;~rf/ lgtL 
 

;d'x ;d'x ;d'x ;d'x ----v_v_v_v_     sfof{no Joj:yfkg sfof{no Joj:yfkg sfof{no Joj:yfkg sfof{no Joj:yfkg     3X 10 =30 
1 Office Procedure and System    

• Concept, objectives, importance, types and procedures of filing. 

• Concept, objectives, importance, types and procedures of indexing. 

• Concept, objectives and importance of records management. 
 
2 Secretarial Service 

• Concept, objectives and importance of secretarial service. 

• Telephone handling 

• Handling of photocopy machine, fax machine and other important  office 
equipments. 

3 Communication 

• Drafting official letters. 

• Memo Writing. 

• Report Writing. 



 

 
;d'x -u_  lx;fj         3X 10 =30 
 
1 Unitary Method 
2 Average 
3 Ratio & Proportion 
4 Profit & Loss, Percentage 
5 Interest (Simple & Compound) 
 

 

;d"x ;d"x ;d"x ;d"x ----#_ #_ #_ #_ ----sfo{ cg"ej_sfo{ cg"ej_sfo{ cg"ej_sfo{ cg"ej_         2X 5 = 10 
 

1. Internet Browsing  
2 Email operation & configration 
3 MIS (Management Information System) 

 
 
gf]̂ M- 1_ k|Zgx?;+u ;DjlGwt lgtL, P]g, lgod / ljlgodfjnLx? kl/Iff ldlt eGbf 3 

dlxgf cl# ;Dd ;+zf]wg eO{ sfod /x]sf] Joj:yf nfu' x"g]% . 
 2_  k|Zgx? g]kfnL jf c+u|]hL b"j} jf s"g} Ps efiffdf dfq klg ;f]Wg ;lsg]% . 
 3_ pDd]bjf/x?n] g]kfnL jf c+u|]hL dWo] s"g} Ps efiffdf pQ/ n]Vg" kg]{% . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



g]kfn ^]lnsd 
-g]kfn b'/;~rf/ sDkgL lnld ]̂*_ 

;xfos :t/ tx % al/i7 ;xfos ;"rgf k|lalw tx % -k|_ kbsf] låtLo kqsf] lk|ltof]lutfTds lnlvt k/LIffsf] kf7\oqmd 
kq ljifo k'0ff{Í ;do k|Zg ;+Vof 
låtLo ;]jf ;DjGwL !)) # 306f !% j6f k|Zgx? dWo] ;d"xdf tf]lsP cg';f/ 

!! j6f k|Zgx?sf] pQ/ lbg' kg]{5 . 

;d"x -s_ af6 $ j6f dWo] # j6f, ;d"x -v_ af6 $ j6f dWo] # j6f, ;d"x -u_ af6 $ j6f dWo] # j6f / ;d"x -3_ af6 # j6f 
dWo] @ j6f k|Zgsf] pQ/ lbg' kg]{ 5 . 

låtLo kq 
;d"x -s_ # x !) = #) 

1. Computer Basics(Operating System, Hardware and Networking) 
a. General Components of Computers e.g. CPU, Monitor, Keyboard, Mouse, 

Printers, Hard disk, Floppy drive, CD drive etc. 
b. Basic Commands e.g. Dir, Copy, Move, Attrib etc. 
c. Basic Concept of Networking (Topology, TCP/IP, Cables, Routers, 
Switches) 

;d"x -v_ # x !) = #) 

2. Document and Spreadsheet 
a. MS Word 

i. Creating and editing document 
ii. Formatting Text 
iii. Working with List and Tables 
iv. Producing a mass mailing document 

b. MS Excel 
i. Creating and working with single/ multiple Workbooks and 

Worksheets 
ii. Creating Formulas 
iii. Working with Charts 
iv. Managing worksheet data 
v. Analyzing data 
vi. Working with functions 

;d"x -u_   x !) = #) 

3. Database and Programming 
a. DBMS and RDBMS 
b. Data Fields and Rows 
c. Creating and Formatting tables 
d. Relating Tables 
e. Organizing relations 
f. Working with Queries 
g. Creating and managing Forms 
h. Creating and managing Reports 
i. Concept of  Programming logic, condition, Loop and Procedure. 

;d"x -3_  @ x % = !) 

4. IT Policy  
a. Basic Concept of IT Policy in Nepal 
b. E-Commerce 
c. Software Piracy 
d. Cyber Crime and its security 



 


