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o; kf7\os|d of]hgfnfO{ lgDgfg';f/ b'O{ r/0fdf ljefhg ul/Psf] 5  M 

k|yd r/0f M– lnlvt k/LIff           k"0ff{Í M @)) 

låtLo r/0f M– ;"rgf k|ljlw ;Lk k/LIf0f / cGtjf{tf{  k"0ff{Í M %) 

 

k/LIff of]hgf (Examination Scheme) 
 

k|yd r/0f M lnlvt k/LIff (Written Examination)  

kq ljifo k"0ff{Í ptL0ff{Í k/LIff k|0ffnL k|Zg ;ª\Vof × cÍ ;do 

k|yd 
;fdfGo 1fg / 

;fdflhs cWoog 
!)) $) 

j:t'ut 

ax'j}slNks 
@% k|Zg x @ cÍ 

! 306f 

#) ldg]6 ljifoutM 

5f]6f] pQ/ 
!) k|Zg x % cÍ 

låtLo ;]jf ;DaGwL !)) $) 
ljifout: 

5f]6f] / nfdf] pQ/ 

!@ k|Zg x % cÍ 

$ k|Zg x !) cÍ 

@ 306f 

#) ldg]6 

 

låtLo r/0f: ;"rgf k|ljlw ;Lk k/LIf0f / cGtjf{tf{  

qm=;= ljifo k"0ff{Í k/LIff k|0ffnL ;do 

! ;"rgf k|ljlw ;Lk k/LIf0f  @) k|of]ufTds  @% ldg]6 

@ cGtjf{tf{ (Interview) #) df}lvs   

 

b|i6Jo M  

1. of] kf7\oqmdsf] of]hgfnfO{ k|yd r/0f / låtLo r/0f u/L b'O{ efudf ljefhg ul/Psf] 5 .  

2. lnlvt k/LIffsf] k|Zgkqsf] dfWod efiff kf7\oqmdsf] ljifoj:t' h'g efiffdf lbOPsf] 5 ;f]xL efiffsf] 

cfwf/df g]kfnL jf c+u|]hL dWo] s'g} Ps dfq efiff x'g]5 . t/ ljifoj:t'nfO{ :ki6 ug'{kg]{ cj:yfdf b'j} 

efiff ;d]t k|of]u ug{ ;lsg] 5 .  

3. lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g]5 .  

4. k|yd kq / låtLo kqsf] lnlvt k/LIff 5'§f5'§} x'g]5 .     

5. j:t'ut ax'j}slNks (Multiple Choice) k|Zgx?sf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) 

k|ltzt cÍ s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cÍ lbOg] 5}g / cÍ s§f klg ul/g] 5}g . 

6. j:t'ut ax'j}slNks x'g] k/LIffdf k/LIffyL{n] pQ/ n]Vbf c+u|]hL 7"nf] cIf/x? (Capital letters): A, B, 

C, D df n]Vg'kg]{5 . ;fgf] cIf/x? (Small letters): a, b, c, d n]v]sf] jf cGo s'g} ;ª\s]t u/]sf] eP 

;a} pQ/k'l:tsf /2 x'g]5 .  

7. ax'j}slNks k|Zg x'g] k/LIffdf s'g} k|sf/sf] SofNs'n]6/ (Calculator) k|of]u ug{ kfOg] 5}g . 

8. k/LIffdf k/LIffyL{n] df]afOn jf o:t} k|sf/sf ljB'tLo pks/0f k/LIff xndf n}hfg kfOg] 5}g .  

9. ljifout k|Zgsf] xsdf tf]lsPsf] c+ssf] Pp6f nfdf] k|Zg jf Pp6} k|Zgsf b'O{ jf b'O{ eGbf a9L efu 

(Two or more parts of a single question) jf Pp6f k|Zg cGtu{t b'O{ jf a9L l6Kk0fLx? (Short 

notes) ;f]Wg ;lsg] 5 .  

10. ljifout k|Zg x'g]sf xsdf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx? x'g]5g\ . kl/IffyL{n] k|To]s 

v08sf k|Zgsf] pQ/ ;f]xL v08sf] pQ/k'l:tsfdf n]Vg'kg]{5 . 

11. k/LIffdf ;f]lwg] k|Zg;+Vof, cÍ / cÍef/ oyf;Dej ;DalGwt kq÷ljifodf lbOP cg';f/ x'g]5 . 

12. o; kf7\oqmd of]hgf cGtu{tsf kq÷ljifosf ljifoj:t''df h];'s} n]lvPsf] eP tfklg kf7\oqmddf k/]sf 

sfg"g, P]g, lgod tyf gLltx? k/LIffsf] ldlt eGbf # dlxgf cufl8 -;+zf]wg ePsf jf ;+zf]wg eO{ 

x6fO{Psf jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; kf7\oqmddf k/]sf] ;Demg''' kb{5 . 

13. k|yd r/0fsf] k/LIffaf6 5gf}6 ePsf pDd]bjf/x?nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt u/fOg]5 . 

14. kf7\oqmd :jLs[t ldlt M – @)&(÷!@÷!^  
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k|yd kq M ;fdfGo 1fg / ;fdflhs cWoog 

v08 -s_ 

;fdfGo 1fg -^) cÍ _ 

j:t'ut ax'j}slNks !% k|Zg × @ cÍ 

ljifoutM 5f]6f] pQ/ ^ k|Zg × % cÍ 
 

1. g]kfnsf] ef}uf]lns, P]ltxfl;s, /fhgLlts, k|zf;lgs cj:yf ;DaGwL ;fdfGo hfgsf/L  

2. cfly{s, ;fdflhs, ;flxlTos, ;f+:s[lts, v]ns'bsf] cj:yf ;DaGwL ;fdfGo hfgsf/L  

3. ;+o'St /fi6«;ª\3 (UNO) tyf blIf0f PlzofnL If]qLo ;xof]u ;ª\u7g (SAARC) ;DaGwL 

;fdfGo hfgsf/L  

4. k|fs[lts ;Dkbf, hnjfo', xfjfkfgL tyf jftfj/0fLo k|efj ;DaGwL ;fdfGo hfgsf/L  

5. ;"rgf k|ljlw / lj1fgsf dxTjk"0f{ pknlAw ;DaGwL ;fdfGo hfgsf/L  

6. /fli6«o / cGt/f{li6«o dxTjsf ;d;fdlos ultljlwx¿  

7. hg:jf:Yo, /f]u, vfB / kf]if0f ;DaGwL hfgsf/L 

8. ul0ft ;DaGwL ;fdfGo hfgsf/L -leGg, bzdnj, k|ltzt, cg'kft, P]lss lgod, gfkmf 

gf]S;fg, s/, sldzg, ;fwf/0f Aofh_  

 

v08 -v_ 

;fdflhs cWoog -$) cÍ _ 

j:t'ut ax'j}slNks !) k|Zg × @ cÍ 

ljifoutM 5f]6f] pQ/ $ k|Zg × % cÍ 
 

9. g]kfnsf] jt{dfg ;+ljwfg ;DaGwL hfgsf/L 

10. g]kfnsf] ;fdflhs cj:yfsf] ;fdfGo hfgsf/L  

11. ;bfrf/ k|j4{g, e|i6frf/ lgjf/0f ;DaGwL sfg'gL Joj:yf 

12. ;fj{hlgs a8fkq: dxTj / cfjZostf 

13. rfn' cfjlws of]hgf / ;/sf/L ah]6 k|0ffnL ;DaGwL hfgsf/L  

14. dxTjk"0f{ JolStTj tyf ljrf/sx¿ ;DaGwL hfgsf/L  

15. g]kfnsf] ;~rf/, cfd ;~rf/ / kqsfl/tfaf/] hfgsf/L  

16. g]kfnsf] zf;g k|0ffnL, ;ª\3, k|b]z / :yfgLo ;/sf/ ;DaGwL hfgsf/L  

 

gd'gf k|Zg 

!= ;fj{hlgs ;]jf k|jfxdf ;fj{hlgs a8fkqsf] dxTj pNn]v ug'{xf]; . -%_ 

@= g]kfnsf] jt{dfg ;+ljwfgsf ljz]iftfx?sf] jf/]df pNn]v ug'{xf];\ . -%_ 
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låtLo kq M ;]jf ;DaGwL 

v08 -s_ -%) cÍ _ 

ljifoutM 5f]6f] pQ/ ^ k|Zg × % cÍ 

ljifoutM nfdf] pQ/ @ k|Zg × !) cÍ 

1. sfof{no ;~rfng  

1.1 kqJojxf/, lr7Lkqsf k|sf/ / k|of]u  

1.2 btf{, rnfgL, clen]v Joj:yfkg / kmfOlnª 

1.3 hg;Dks{ Pj+ ;~rf/ Joj:yf 

1.4 sfof{no Joj:yfkgdf sDKo'6/ k|0ffnLsf] cfjZostf / dxTj  

1.5 bf]xf]/f] n]vf k|0ffnL, ;/sf/L n]vf k|0ffnL / n]vfk/LIf0f  

1.6 jt{dfg lhG;L ;|]:tf / ;fj{hlgs vl/b ;DaGwL hfgsf/L  

1.7 ;fj{hlgs ;]jf k|jfxsf] cy{, dxTj / k|s[of  

1.8 ;]jfu|fxL u'gf;f] Joj:yfkg 

1.9 ;fj{hlgs a8fkq / ;'zf;g 

1.10 ;"rgfsf] xs tyf uf]kgLotfsf] xs ;DaGwL hfgsf/L  

1.11 ;xfos :t/sf sd{rf/Lsf sfo{ / u'0f 

 

v08 -v_ -%) cÍ_ 
ljifoutM 5f]6f] pQ/ ^ k|Zg × % cÍ 

ljifoutM nfdf] pQ/ @ k|Zg × !) cÍ 

 

2. cfd;~rf/ / kqsfl/tf ;DaGwL gLltut tyf sfg'gL Joj:yf  
2.1 g]kfnL kqsfl/tfsf] ljsf;s|d 

2.2 g]kfnsf] ;+ljwfgdf cfd;~rf/ ;DaGwL Joj:yf 

2.3 kqsf/ cfrf/;+lxtf / ;f] cGtu{tsf lgb]{lzsfx¿ 

2.4 cfd;~rf/ dfWodsf] clen]v / cg'udg 

2.5 kqklqsf ljt/0f ;Dk/LIf0f (ABC) ;DaGwL hfgsf/L 

2.6 k|]; sfplG;n P]g, @)$* / k|]; sfplG;n -sfo{ Joj:yf_ lgodfjnL, @)$( 

2.7 k|]; sfplG;n sd{rf/L ljlgodfjnL, @)&( 

2.8 k|]; sfplG;n cfly{s k|zf;g ljlgodfjnL, @)%& 

2.9 5fkfvfgf / k|sfzg ;DaGwL P]g, @)$* / lgodfjnL, @)$(  

2.10 e|i6frf/ lgjf/0f P]g, @)%( 

2.11 ;"rgfsf] xs ;DaGwL P]g, @)^$  

2.12 uf]kgLotfsf] xs ;DaGwL P]g, @)&% 
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gd'gf k|Zg 

!= ;fj{hlgs ;]jf k|jfxsf] k|ls|of / dxTjaf/] n]Vg'xf];\ . -# + @ = %_ 
@= g]kfnsf] kqsf/ cfrf/;+lxtfsf] kl/ro lbFb} kqsf/ cfrf/;+lxtf kfngfsf] jt{dfg 

cj:yfaf/] Ps ljZn]if0f tof/ ug'{xf];\ . -% + % = !)_ 
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;"rgf k|ljlw l;k k/LIf0f 

k|of]ufTds k/LIff of]hgf (Practical Examination Scheme) 

ljifo  k"0ff{ª\s ljifoj:t' zLif{s cª\s ;do 

;"rgf k|ljlw l;k 

k/LIf0f (IT Skill 

Test) 

@) 

Devanagari (Nepali) Typing % cª\s & ldg]6 

English Typing % cª\s ^ ldg]6 

Windows basics, Word Processing & 

Electronic spreadsheet    
!) cª\s !@ 

hDdf @) cª\s @% ldg]6 

 

Contents 

1. Windows basic, Email and internet  

 Introduction to Graphical User Interface  

 Use & Update of Antivirus  

 Concept of virus, worm, spam etc.  

 Starting and shutting down Windows  

 Basic Windows elements- Desktop, Taskbar, My Computer, Recycle Bin, etc.  

 Concept of file, folders, menu, toolbar 

 Searching files and folders 

 Internet browsing & searching he content in the web 

 Creating Email ID, Using email and mail client tools.  

 Basic Network troubleshooting (checking network & internet connectivity)  
 

2. Word  processing  

 Creating, saving and opening documents 

 Typing in Devanarari  and English  

 Copying, Moving, Deleting an d Formatting Text  

 Paragraph formatting (alignment, indentation, spacing etc.)  

 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. Electronic Spreadsheet  

 Organization of Electronic Spreadsheet applications ( cells, Rows, Columns, 

Worksheet, Workbook and Workspace)  

 Creating, Opening and saving Work Book 

 Editing, Copying, Moving, Deleting Cell Contents 

 Formatting Cells ( Font, Border, Pattern, Alignment, Number, Protection, 

Margins and text wrap) 

 Formatting Rows, Column and Sheets 
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 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.    

---- 
cª\u|]hL jf b]jgfu/L Typing Skill Test sf] nflu lgb]{zg 

 

1.  b]jgfu/L Typing Skill Test sf] nflu #%) zAbx¿sf] Pp6f Text lbOg]5 / b]xfofg';f/ cª\s k|bfg ul/g]5 M–  

 z'4 zAb k|ltldg]6 -Correct Words/Minute_ kfpg] cª\s 

 % eGbf sd z'4 zAb k|ltldg]6 afkt ) cª\s 
 % jf ;f]eGbf a9L / &=% eGbf sd z'4 zAb k|ltldg]6 afkt )=%) cª\s 
 &=% jf ;f]eGbf a9L / !) eGbf sd z'4 zAb k|ltldg]6 afkt )=&% cª\s 
 !) jf ;f]eGbf a9L / !@=% eGbf sd z'4 zAb k|ltldg]6 afkt !=)) cª\s 
 !@=% jf ;f]eGbf a9L / !% eGbf sd z'4 zAb k|ltldg]6 afkt !=@% cª\s 
 !% jf ;f]eGbf a9L / !&=% eGbf sd z'4 zAb k|ltldg]6 afkt !=%) cª\s 
 !&=% jf ;f]eGbf a9L / @) eGbf sd z'4 zAb k|ltldg]6 afkt !=&% cª\s 
 @) jf ;f]eGbf a9L / @@=% eGbf sd z'4 zAb k|ltldg]6 afkt @=)) cª\s 
 @@=% jf ;f]eGbf a9L / @% eGbf sd z'4 zAb k|ltldg]6 afkt @=@% cª\s 
 @% jf ;f]eGbf a9L / z'4 @&=% eGbf sd z'4 zAb k|ltldg]6 afkt @=%) cª\s 
 @&=% jf ;f]eGbf a9L / z'4 #) eGbf sd z'4 zAb k|ltldg]6 afkt @=&% cª\s 
 #) jf ;f]eGbf a9L / z'4 #@=% eGbf sd z'4 zAb k|ltldg]6 afkt #=)) cª\s 
 #@=% jf ;f]eGbf a9L / z'4 #% eGbf sd z'4 zAb k|ltldg]6 afkt #=@% cª\s 
 #% jf ;f]eGbf a9L / z'4 #&=% eGbf sd z'4 zAb k|ltldg]6 afkt #=%) cª\s 
 #&=% jf ;f]eGbf a9L / z'4 $) eGbf sd z'4 zAb k|ltldg]6 afkt #=&% cª\s 
 $) jf ;f]eGbf a9L / z'4 $@=% eGbf sd z'4 zAb k|ltldg]6 afkt $=)) cª\s 
 $@=% jf ;f]eGbf a9L / z'4 $% eGbf sd z'4 zAb k|ltldg]6 afkt $=@% cª\s 
 $% jf ;f]eGbf a9L / z'4 $&=% eGbf sd z'4 zAb k|ltldg]6 afkt $=%) cª\s 
 $&=% jf ;f]eGbf a9L / z'4 %) eGbf sd z'4 zAb k|ltldg]6 afkt $=&% cª\s 
 %) jf ;f]eGbf a9L z'4 zAb k|ltldg]6 afkt %=)) cª\s 

 

2.  English Typing Skill Test sf] nflu #%) zAbx¿sf] Pp6f Text lbOg]5 / b]xfofg';f/ cª\s k|bfg ul/g]5 M–  

 z'4 zAb k|ltldg]6 -Correct Words/Minute_ kfpg] cª\s 

 ^ eGbf sd z'4 zAb k|ltldg]6 afkt ) cª\s 
 ^ jf ;f]eGbf a9L / ( eGbf sd z'4 zAb k|ltldg]6 afkt )=%) cª\s 
 ( jf ;f]eGbf a9L / !@ eGbf sd z'4 zAb k|ltldg]6 afkt )=&% cª\s 
 !@ jf ;f]eGbf a9L / !% eGbf sd z'4 zAb k|ltldg]6 afkt !=)) cª\s 
 !% jf ;f]eGbf a9L / !* eGbf sd z'4 zAb k|ltldg]6 afkt !=@% cª\s 
 !* jf ;f]eGbf a9L / @! eGbf sd z'4 zAb k|ltldg]6 afkt !=%) cª\s 
 @! jf ;f]eGbf a9L / @$ eGbf sd z'4 zAb k|ltldg]6 afkt !=&% cª\s 
 @$ jf ;f]eGbf a9L / @& eGbf sd z'4 zAb k|ltldg]6 afkt @=)) cª\s 
 @& jf ;f]eGbf a9L / #) eGbf sd z'4 zAb k|ltldg]6 afkt @=@% cª\s 
 #) jf ;f]eGbf a9L / ## eGbf sd z'4 zAb k|ltldg]6 afkt @=%) cª\s 
 ## jf ;f]eGbf a9L / #^ eGbf sd z'4 zAb k|ltldg]6 afkt @=&% cª\s 
 #^ jf ;f]eGbf a9L / #( eGbf sd z'4 zAb k|ltldg]6 afkt #=)) cª\s 
 #( jf ;f]eGbf a9L / $@ eGbf sd z'4 zAb k|ltldg]6 afkt #=@% cª\s 
 $@ jf ;f]eGbf a9L / $% eGbf sd z'4 zAb k|ltldg]6 afkt #=%) cª\s 
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 $% jf ;f]eGbf a9L / $* eGbf sd z'4 zAb k|ltldg]6 afkt #=&% cª\s 
 $* jf ;f]eGbf a9L / %! eGbf sd z'4 zAb k|ltldg]6 afkt $=)) cª\s 
 %! jf ;f]eGbf a9L / %$ eGbf sd z'4 zAb k|ltldg]6 afkt $=@% cª\s 
 %$ jf ;f]eGbf a9L / %& eGbf sd z'4 zAb k|ltldg]6 afkt $=%) cª\s 
 %& jf ;f]eGbf a9L / ^) eGbf sd z'4 zAb k|ltldg]6 afkt $=&% cª\s 
 ^) jf ;f] eGbf a9L z'4 zAb k|ltldg]6 afkt %=)) cª\s 

 

3. cª\u|]hL jf b]jgfu/L Typing df lbOPsf] Text nfO{ cfwf/ dfgL 6fOk u/]sf] Text ;Fu le8fO r]s ul/g]5 . 

lbOPsf] cª\u|]hL jf b]jgfu/L Text df plNnlvt :yfgadf]lhd k/LIffyL{x¿n] cfkm\gf] Text df 

Punctuation 6fOk gu/]sf] kfOPdf To;nfO{ zAbdf u0fgf ul/g] 5}g . tTkZrft lgDg Formula k|of]u 
u/L z'4 zAb k|ltldg]6 (Correct words/minute) lgsflng]5 M  

  

 Formula: 

 z'4 zAb k|ltldg]6 (Correct words/minute) =
(Total words typed − Wrong words)

5
 

 

;"rgf k|ljlw l;k k/LIf0f 

k|of]ufTds k/LIff of]hgf (Practical Examination Scheme)   
1. tn lbOPsf] b]jgfu/L Text nfO{ cfwf/ dfgL 6fOk ug'{xf];\  .  % cª\s   - & ldg]6_  

-sDtLdf 350 zAbx¿ ePsf] b]jgfu/L Text lbOg]5 . _  
 

2. tn lbOPsf] c+u|]hL Text nfO{ cfwf/ dfgL 6fOk ug'{xf];\  .  % cª\s   - ^ ldg]6_  

-sDtLdf 350 zAbx¿ ePsf] b]jgfu/L Text lbOg]5 . _  

-k|Zg g+= #, $, % / ^ sf nflu hDdf !@ ldg]6_  

 

3. Perform the following in Word Processing :  [1.54= 6 cª\s]  

A) Copy and paste the English text typed in question no. 2  in a new document.  

B)  Insert a table with 3 columns and 5 rows below the text.  

C)  Insert a picture.  

D)  Apply Page Border and save it.  
 

4. Prepare the worksheet as below and insert suitable formula to calculate average salary. 

[ 1.52= 3 cª\s] 

S. No. Name Post Salary 

1 X A  42,000.00  

2 Y  B  28,500.00 

3 X C  26,500.00 

Average Salary   

 

5. Perform the following :  [ 1 cª\s]  
Set www.presscouncilnepal.gov.np as home page in your internet Brower.  

 
b|i6Jo M  

 Word Processing,  Electronic Spreadsheet/ Windows basic, Email and Internet 
cGtu{tsf feature x¿ ;dfj]z ePsf !@ ldg]6df ;lsg] k|Zgx¿ ;f]lwg]5 .  

http://www.presscouncilnepal.gov.np/

