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अधधकृतस्तर, तह ६ (प्रशासन सेवा, प्रशासन / लेखा समूह) 

सहायक लेखा अधधकृत पदको  खुला तथा आन्तररक  प्रधतयोगीतात्मक  धलधखत  परीक्षाको  पाठ्यक्रम 
 

kf7\oqmd of]hgfnfO{ lgDgfg';f/sf 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— cGtjf{tf{         k"0ff{Í M— #) 

 k/LIff of]hgf (Examination Scheme) 

!= k|yd r/0f M lnlvt k/LIff (Written Examination)                                       k"0ff{Ë M– @)) 

kq ljifo k"0ff{Í pQL0ff{Í k/LIff k|0ffnL k|Zg;+VofXcÍ ;do 

k|yd 

;fdfGo 1fg, 

af}l¢s k/LIf0f / 

English tyf 
;+:yfut 1fg 

!)) $) 

j:t'ut 

ax'j}slNks 

k|Zg(MCQ) 

%) k|Zg x  ! cÍ Ö %) $% ldg]6 

ljifout !) k|Zg x  % cÍ Ö %) 
! 306f 

#) ldg]6 

låtLo ;]jf ;DaGwL !)) $) ljifout  !) k|Zg x  !) cÍ Ö !)) # 306f 

@= låtLo r/0f M  

ljifo k"0ff{Í k/LIff k|0ffnL ;do 

cGtjf{tf{ #) 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] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'a} x'g]5 .  

3. dfly pNn]lvt ;a} kbx?sf] nflu k|yd kq Pp6} jf ;+o'Qm x'g]5 . t/ låtLo kq ;DalGwt ;]jf÷;d"x 

cg'?k km/s km/s x'g]5 . 

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

5. lnlvt k/LIffdf ;f]lwg] k|Zg ;+Vof / cÍ ef/ oyf;Dej ;DalGwt kq÷ljifodf lbO{P cg';f/ x''g]5 . 

6. 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 . 

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

n]Vg'kg]{5 . ;fgf] cIf/ (Small letter) 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 .  

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

9. ljifout k|Zgdf k|To]s kq÷ljifosf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx? x'g]5g\ . kl/IffyL{n] k|To]s 

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

10. o; kf7\oqmd of]hgf cGtu{tsf kq÷ljifosf ljifo j:t''df h];'s} n]lvPsf] ePtfklg kf7\oqmddf k/]sf 

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

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

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

12. kf7\oqmd nfu' ldlt M– @)&*.)$.)! 
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अधधकृतस्तर, तह ६ (प्रशासन सेवा, प्रशासन / लेखा समूह) 

सहायक प्रशासकीय अधधकृत / सहायक व्यापार  अधधकृत / सहायक प्रशासकीय अधधकृत(कानुन)/ सहायक लेखा अधधकृत 

पदको खुला तथा आन्तररक  प्रधतयोगीतात्मक धलधखत  परीक्षाको पाठ्यक्रम 

 

k|yd kq -;+o'Qm kq_ M  

;fdfGo 1fg, af}l¢s k/LIf0f / English tyf ;+:yfut 1fg 

 

v08 -s_ –  ;fdfGo 1fg, af}l¢s k/LIf0f / English -%)ÜcÍ_ 

 

1. ;fdfGo 1fg -@%cÍ_ 

 

1.1 e"uf]n / jftfj/0f -%cÍ_ 

1.1.1 ljZjsf] e'uf]nM dxfb]z, dxf;fu/, cIff+z, b]zfGt/, cGt/f{li6«o ltly /]vf, ;do, 

b"/L, kj{t>[+vnf, d?e"ld, gbL, lxdgbL, tfn 

1.1.2 Gf]kfnsf] e"uf]nM w/ftlno :j?k, lsl;d, ljz]iftf, hnjfo', xfjfkfgL, hghLjg, 

k|d'v k|fs[lts ;|f]t / ;fwgx? 

1.1.3 lbuf] ljsf;, h}ljs ljljwtf, hnjfo' kl/jt{g, jftfj/0f, hg;f+lVosL, zx/Ls/0f, 

j;fO{;/fO{ / /fli6«o ;Dkbfx? ;DaGwL ljifox?  

 

1.2 Oltxf; -%cÍ_ 

1.2.1 ljZjsf] Oltxf;M ljZjsf dxTjk"0f{ P]ltxfl;s 36gfx?, cf}Bf]lus j|mflGt, k|mfG;sf] 

/fHoj|mflGt, cd]l/sL :jtGqtf ;ª\u|fd, ?;L j|mflGt, k|yd / låtLo ljZjo'4 tyf 

ef/tLo :jtGqtf ;ª\u|fdsf 36gf, sf/0f / kl/0ffdx?   

1.2.2 Gf]kfnsf] O{ltxf; M g]kfnsf] k|flrg tyf dWosfnsf] /fhgLlts, cfly{s Pj+ 

;fdflhs cj:yf / cfw'lgs g]kfnsf] Oltxf; / dxTjk"0f{ 36gfx? 

 

1.3 g]kfnsf] ;fdflhs cj:yf / zf;gk4lt -%cÍ_ 

1.3.1 g]kfnL ;dfhsf k|rlnt wd{,k|yf, k/Dk/f, ;fdflhs d"No / dfGotf, hfthflt, 

efiff, ;flxTo, snf, ;+:s[lt, 

1.3.2 zf;gk4lt / zf;g – ;+j}wflgs ljsf;s|d, g]kfnsf] ;+ljwfg, /fhg}lts Joj:yf, 

g]kfnsf] k|zf;lgs Joj:yfsf] ljsf;qmd, g]kfnsf] ;3Lo, k|fb]lzs / :yfgLo 

;+/rgf tyf zf;g k|0ffnL ;DaGwL hfgsf/L 

  

1.4 cfly{s kIfx? -%cÍ_ 

1.4.1 rfn' cfjlws of]hgfsf k|d'v nIo,p2]Zo,bL3{sflng ;f]r,/0fgLlt,;+rf/ ;DjGwL 

ljifox?  tyf k|d'v kl/df0ffTds ;"rsx?  

1.4.2 cfly{s kl/;"rsx¿ -cfly{s j[l4, s'n /fli6«o÷u|fx:y pTkfbg, k|lt JolQm cfo, 

Jofkf/ 3f6f, ljk|]if0f, j}b]lzs nufgL, j}b]lzs ;xof]u_ 

1.4.3 g]kfndf s[lif, pBf]u, Jofkf/, ko{6g, oftfoft, ;+rf/, lzIff, :jf:Yo, phf{ tyf 

ljB'tsf] cj:yf 

1.4.4 j}s tyf ljQLo ;+:Yffx? ,ltgsf sf/f]jf/ tyf g]kfnsf] cfly{s ljsf;df ltgsf] 

of]ubfg  

1.4.5 cGt/f{li6«o ;xof]u, a}b]lzs Jofkf/, a}b]lzs nufgL tyf k|ljlw x:tfGt/0f  
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1.5 cGt/f{li6«o ;DaGw / ;d;fdlos ultljlwx? -%cÍ_ 

1.5.1 ;+o'Qm /fi6« ;+3 (UNO) / o;sf Ph]G;Lx¿, ljZj Jofkf/ ;+u7g (WTO),  

o'/f]lkog o'lgog (EU) / cGt/f{li6«o b'/;+rf/ o'lgog (ITU) : :yfkgf, p2]Zo, 

ltgsf ultljlwx? / g]kfnsf] ;DjGw 

1.5.2 ;fs{, BIMIST-EC sf] :yfkgf, p2]Zo, k|d'v c+ux? / ultljlwx?  

1.5.3 ljZj a}+s, PlzofnL ljsf; a}+s, PlzofnL k"jf{wf/ nufgL a}+s (AIIB) h:tf 

;xof]u lgof]ux?sf] :yfkgf, p2]Zo / g]kfn;+usf] ;DjGw   

1.5.4 /fli6«o / cGt/f{li6«o dxTjsf ;d;fdlos 36gf tyf gjLgtd ultljlwx?  

 

2. ;fdfGo af}lås k/LIf0f (General Mental Ability Test) -!% cÍ_ 

2.1 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, logical reasoning and analytical ability.                                          

(5 × 1 = 5 Marks)  

2.2 Non-verbal reasoning such as series, analogy, classification, Venn diagrams, 

matrices, construction of squares and triangles, and figure formation and 

analysis, water images, mirror images, embedded figures.  (5 × 1 = 5 Marks)  

2.3 Quantitative aptitude such as arithmetical reasoning/operation, percentage, 

fraction, decimal, ratio, average, loss, profit, date/calendar, time and work, 

data interpretation - charts, graphs, tables, data sufficiency.     

(5 × 1 = 5 Marks) 
 

3. English Language Competence Test (10 Marks) 

3.1  Comprehension:  Questions  will be asked based on the passage about 

200-250 words  given. The questions will try to accommodate the following 

areas: 

- Fact finding, Inferential, Core theme, True/false identification, Issues  

raised and Language based                                     (4 × 1 = 4 Marks) 

3.2 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         (3 × 1 = 3 Marks) 

3.3 Syntactic ability:  Questions will be asked to assess the syntactic ability 

of the candidates. The questions will be based on the following categories: 

-Agreement, Tense aspect, Parallel structures, Clauses, Modifier, 

Conditionals, Phrasal expressions, Shifts (tense, number, person), 

Transformations, Varieties, Prepositions/conjunctions and Parts of speech

                                        (3 × 1 = 3 Marks) 
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v08 -v_ M – ;+:yfut 1fg Pj+ cfly{s dfldnf -%)Ü cÍ_ 

1. ;+:yfut 1fg -%×% cÍ Ö @%cÍ_ 

1.1 g]kfn b"/;+rf/ sDkgL  

1.1.1 g]kfn b"/;+rf/ sDkgL :yfkgfsf] p2]Zo, ;+u7gfTds ;+/rgf, sfo{If]q / r''gf}tL  

1.1.2 g]kfn b"/;+rf/ sDkgL lnld6]8sf] z]o/ ;+/rgf, vision, mission, goal, 

objectives, strategies   

1.1.3 g]kfn b"/;+rf/ sDkgL lnld6]8n] k|jfx ug]{ ;]jfsf k|sf/x?, cjnDjg ul/Psf 

k|ljlwx?, ;f] sf] u'0f:t/, u'0f:t/ lgoGq0f tyf ;]jfu|fxLsf] ;Gt'i6L  

1.1.4 cGt/f{li6«o b'/;+rf/ lgud (ITU)  / g]kfn b"/;+rf/ k|flws/0fsf] :yfkgf, nIo, 

p2]Zo, sfo{x? / lgodgsf/L e"ldsf  

1.1.5 b"/;+rf/ P]g, @)%# tyf b"/;+rf/ lgodfjnL, @)%$  

1.1.6 g]kfn b"/;+rf/ sDkgL lnld6]8sf] k|jGwkq / lgodfjnL  

1.1.7 g]kfn b"/;+rf/ sDkgL lnld6]8sf] sd{rf/L ljlgodfjnL, @)&*  

1.1.8 g]kfn b'/;+rf/ sDkgL lnld68sf] cfly{s lalgodfnL @)&!sf] efu @ sf] vl/b 

;DaGwL sfo{lalw, efu # sf] kl/R5]b -!_ of]hgf th{"df jflif{s sfo{qmd / ah]6, 

kl/R5]b-#_ sDkgLsf] ;DklQsf] lhDdf,To;sf] nut, ;+/If0f / a/a'emf/y ;DaGwL 

Joj:yf  

1.1.9 b"/;+rf/ gLlt,@)^) 
 

2. ;+ljwfg tyf ;Dj4 sfg"gx?  -#×% cÍ Ö !%cÍ_ 

2.1 g]kfnsf] jt{dfg ;+ljwfgsf] df}lns xs / st{Ao, gLlt tyf bfloTj, /fHosf lgb]{zs 

l;åfGt  

2.2 sDkgL P]g, @)^# sf] kl/R5]b @, # / % 

2.3 ;'zf;g -Joj:yfkg tyf ;~rfng_ P]g, @)^$ sf]  kl/R5]b @,$,%   

2.4 e|i6frf/ lgjf/0f P]g, @)%( sf] efu @ s;'/ / ;hfo  

2.5 ;"rgfsf] xs ;DaGwL P]g, @)^$ kl/R5]b @,$,% 

2.6 ;'rgf k|ljlw gLlt,@)^& 

2.7 ;fj{hlgs v/Lb P]g, @)^# tyf lgodfjnL, @)^$ 

 

3. ljljw -@×% cÍ Ö !) cÍ_ 

3.1 cfly{s kIf  

3.1.1 ljZj cy{tGq / g]kfnsf] cy{ Joj:yf  

3.1.2 /fli6«o cfo u0fgf M s'n ufx{:y pTkfbg, u0fgf ljlw, ;d:ofx?  

3.1.3 of]hgfa4 ljsf; k|s[of / rfn' cfjlws of]hgf 

3.1.4 ah]6sf] cy{, lsl;d, ah]6 th{'df, sfof{Gjog,lgoGq0f / d"Nof+sg Joj:yf  

3.1.5 cfly{s ljsf;df ;/sf/L, lghL ,;fd'blfos tyf ;xsf/L ;+:yfx?sf] e"ldsf  

3.1.6 cfly{s pbf/Ls/0f / gLlhs/0f 

 

3.2 Information Technology (IT) in office management 

3.2.1 Basic knowledge of IT 

3.2.2 Role of IT in employee and organizational performance 

3.2.3 Use of IT in Nepal Telecom HRM and accounting system   
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अधधकृतस्तर, तह६ (प्रशासनसेवा, लेखा समूह) 

सहायक लेखा अधधकृत पदको खुला तथा आन्तररक प्रधतयोगीतात्मक धलधखत परीक्षाको पाठ्यक्रम 

låtLo kqM;]jf ;DaGwL 

 

v08 -s_ M – -%)cÍ_ 

 

1. Financial Accounting and Financial Management 

1.1 Accounting : Concepts and Principles 

1.2 Accounting Terminologies 

1.3 Accounting Error, its types and methods of Rectification 

1.4 Bank Reconciliation Statement- Significance, purpose and method of 

preparation 

1.5 Financial Statements – Preparation and Presentation  

1.6 Financial Statements Analysis and Interpretation of results, Liquidity 

Ratios, Leverage Ratios, Profitability Ratios, Assets Management Ratios, 

Market Value Ratios, Common-size Statements 

1.7 Foreign Exchange Transaction and Accounting Treatment 

1.8 Accounting for Grant and Donations 

1.9 Capital and Revenue Expenditures 

1.10 Reserves, Provisions and Owner's Equity 

1.11 Valuation of Shares and Assets 

1.12 Prior year adjustments 

1.13 Accounting for shares and debentures 

 

2. Financial Statement Reporting Standards and Nepal Accounting Standards 

2.1 Nepal Accounting Standards : 

2.1.1  Presentation of Financial Statements(NAS1) 

2.1.2  Accounting Policies, Changes in Accounting Estimates and Errors 

(NAS 8) 

2.1.3  Statement of Cash Flow (NAS 7) 

2.1.4  Inventories (NAS 2) 

2.1.5  Events after the Reporting Period (NAS 10) 

2.1.6  Property, Plant and Equipment (NAS 16) 

2.1.7  Revenue (NAS 18) 

2.1.8   Borrowing Costs (NAS23) 

2.2 International Accounting Standards (IAS) 

2.3 Nepal Financial Reporting Standards (NFRS) 

 

3. Accounting Policy of Nepal Telecom. 

 
 

4. Management Accounting 
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4.1 Distinction between Financial and Management Accounting 

4.2 Application of Management Accounting in Managerial Decision Making 

4.3 Valuation of Inventories 

4.4 C-V-P analysis 

4.5 Capital Budgeting Decisions with analytical tools 

4.6 Budgeting and Budgetary Control 

4.7 Inventory Management  
 

v08 -v_ M – -%)cÍ_ 

5. Taxation in Nepal (Income Tax Act 2058 and Value Added Tax, 2052) 

5.1 Calculation of Income from Business / Profession, Employment, Other 

Sources 

5.2 Provisions relating to Tax Deduction at Source 

5.3 Income on which Tax Deducted at Source is considered to be Final Payment 

of Tax 

5.4 Assessment, Filing of Return, Appeal, Revision and Refund 

5.5 VAT provisions relating to Service Sector Industries 

5.6 Tax Credit in VAT 

5.7 Exemptions and Partially allowed Adjustment in VAT 

5.8 Filing of VAT Return and Assessment 

5.9 Fine and Penalties in Income Tax and VAT 
 

6. Auditing  

6.1 Meaning and Types 

6.2 Functional Distinction between Internal and External Audit 

6.3 Risk Based Audit  

6.4 Internal Control and Internal Check 

6.5 Audit File and Audit Working Notes 

6.6 Techniques of Auditing 

6.7 Audit Programs 

6.8 Distinction between Audit and Investigation 

6.9 Nepal Standards on Auditing and its applicability 
 

7. Banking  

7.1 Banking Instruments 

7.2 Letter of Credit – Parties to LC and opening & operation procedures 

7.3 Letter of guranatee 
 

8. Application of Computer in Accounting  

8.1 Use of Spreadsheet and Accounting Software 

8.2 Importance and Benefits of Computerized Accounting System 

 

 

9. General Management 

9.1 Management: Concept,characteristics, functions, principles and scope  
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9.2 Modern approaches to management  

9.3 Role of manager, managerial functions and managerial ethics 

9.4 Managerial skills: Decision Making, Problem Solving and Communication 

9.5 Concept and Importance of Human Resource Management 

9.6 Management Information System 

9.7 Quality management& TQM technique 

9.8 Managing Work Force diversity  

9.9 Good Governance 

9.10  Marketing Management (Basics of Marketing Management, Marketing 

Environment, Customer Service, Customer Satisfaction and retention) 

 

 

 

 

 

 

 

 


