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fgg=1 (Scientific Management Principle), FeTaied ETeA® fagr=1 (Administrative
Management), Taedearel dadiar fagr= (Hierarchy of Needs Theory), STad
HTRE f9gT=d (Theory X and Y of Douglas McGregor), ATHa I#& f&gr=1 (Human
Relation Theory), s =gg=arad f&gr= (Classical Management Theory), 3Tefie
gaegqrad fggr=1 (Modern Management Theory), ®fced =geaearaq fagr=1 (Matrix
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1. GUTHAATS FTATAFRT STATIT FoAATHl 8h ¥ TRELATATA Teh ATTHATS TelgH
TeA W [T AT T fF=m 9=qd T el | '

R, TUTAR! FAITART AT [ATATEE Feor@ 6 HITeAh g T TSTHT AIqe®
TT=Iehl Yeh GEATSARE | (RU+3.K)

AT IR ATIA JIAEE (FIT9eT 90 o)
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1.9 ATIRAT @Rl ATIRIT q9T [9gT=1, 7=, GEHEr (Accrual) TAT FATRUST
TEATAl @@ JUITell, «@rs+ ATdel@ 9are (Accounting Flow Chart), &RIER
foreeiyor, yRfFI® <@rsd T @rarAr gidite, @rar =0 (Chart of Accounts) T
AN, F@THT ATTH GfE=TH T9T ATIT (Income Recognition and Measurement),
<o fearer T faaror, @ Afe dfewme, sarya A faEarRveser Taw,
Preparation of Income Statement, Balance sheet and Statement of Cash Flows, fa=irar

faeerauTer qfeE® (Financial Ratio analysis)

q.R AT ATATSIAE DI HATST 9 qEE® (Evaluation Techniques of Investment
Projects)

9.3 @1 URETT ATk (ARl ARFE®, @l TUETH JhR, ATAKE @l
TRIETUTR] AN, AT @l GLI&TRT (Fgied, J@IIUeu Jiard (f@r aereqo
FHRH, ATy, FE Ol gEtad qa7 gearsd, J@r TRie fadre)
FTAAE of@l T, AGTILEA HIIRU, HT @I (Tax Audit), STTAETSIT
FTGATTHT TET (Fraud Investigation)
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.9 @l YUTTeTehl Y, ATLTRON, TR @l ¥ ATAGNTF AGTH (HTATEE

R =T o sgEen

2.3y o1 ¥ @ ofidehent anfieeor qar =amen

3. SAEHIIE q@r JoIrer %

3.9 AEAMIF AGIH ATIRI T @l oA [Fgr= (Accounting Concepts and
Generally Accepted Accounting Principles)

3} AEANMGE @rhl Ie9d, &F qar &I (Objective, Scope and Function of
Accounting)

33 J@UTATHT gRTad Afd ¥ AFH qRgHIOT (Accounting Errors and  their
ratification)

3.% =R /AR, FTEF, Feald oo’

3.4 G 9 (Trial Balance)




3.5 ATT-=9F a9 (Income & Expenditure Statement)
3.9 %Y Jare a9 (Funds Flow Statement)

3. AMEArd - FEIT T Il avieeul, FUR FFq ¥ ST, e 8 ¥ 3T,
qifqes T adifas Twafa (Tangible and Intangible Assets), TETeT =TI (Long-
term liabilities), ¥ T (Contingent Liabilities)

3.2 AT @ (Income and Expenditure Accounts)

3.90 STST (Reserve)

3.99 fafT#ar Fa=Te® (Negotiable Instruments)

3.9R S% @A feqre (Bank Reconciliation Statement )

¥. @RI «@T (Cost Accounting) Y
¥ q AN @l ATGRT T 39T
¥.X ATl dcde® (Elements of Cost)
¥.3 dd =g4deX (Cost Behavior)
¥.¥ I AN AT ATF& 91T (Direct Cost and Indirect Cost)
¥ Y ITh AN T4 E9HIT A0Ta (Joint Cost and Common Cost), HaER AT
(Opportunity Cost), I 1T (Deferred cost)
¥ Y NI YOIl (Costing System)
¥.Y.q PRI ARTT JOmrell (Process Costing)
¥ .3 BT ARTA JUITeAT (Job Costing)
¥ Y.3 SR AT TUTEl (Contract Costing)
¥ Y. ¥ AN AN qaT aieaaaeiiel @RTa Jumetl (Absorption costing and variable
costing)
Y. FaW9T @@l (Management Accounting) L
Y.q AT @Rl Icara ¥ fasered - oqd, faoioar, &, 39T T Fdew I
@ AR, qgia T dfaaan

Y. faxirg faeror @ faeeiwor ¥ =@mer  (Financial statement © Its analysis and
Interpretation)

4.3 HABTAM @9 G (MTEF) I=dl STehrel

WY WEdHE @9 qdr fadrg SaRandcd (Public Expenditure andn  Financial
Accountability - PEFA)

Y. Y oI gEareaRul e aFedl gl

Y% ATTYIF  TUTETH] GANTHT el JEAAT  JUMee®  (Line Ministry  Budget
Information System-LMBIS, Privince Line Ministry Budget Information
System-PLMBIS, Sub-National Treasury Regulatory Application-SUTRA,
Revenue Management Information System-RMIS= Computerized Government
Accounting System-CGAS, Treasure Single Account-TSA, Public Assets
Management System-PAMS
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.Y AEEA Yiiatds faeafaamea a1 gl Hagradl, 209

%.% HAHIEA Uiiatge favafaaraa aveao qfafaaee=r MaamEedr, 09

%9 YEMER Mar U9, 041

%.5 FraaiAe @RE TA, R0%3 ¥ MIAEl, R0%¥

%.% @l TR0 UH, [0y

%.90 ATTRR U, 045

%.99 ATk FrTaly gar fafaa STReaed U9, 0% T MIATEr 2099

%.9R YR ATTdF wrafeata q97 o JaRended UH, 308 ¥ fHauTaer
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FFYER YT QAT FARTCHE TET ATSTHT
EARERSRURES TARCHE Sih THI
English Typing 3 ¥ fae
Devanagari Typing 3 ¥ e
Windows Basic, Email and 3 3 e
Internet
Word Processing S © faee
Electronics Spreadsheet S © faee
Presentation System % Y Fee

Total 30 30 fqe
FARTCHE TUETET foaeras]

1. Windows basic, Email and Internet
e Introduction to Graphical User Interfac
e Use & Update of Antivirus Concept of virus, worm, spam etc.
e Starting and shutting down Windows

e 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)
2. Word Processing
e Creating, saving and opening documents
e Typing in Devanagari and English
e Copying, Moving, Deleting and Formatting Text
e Paragraph formatting (alignment, indentation, spacing etc.)
e Creating lists with Bullets and Numbering
e Creating and Manipulating Tables
e Borders and Shading
e Creating Newspaper Style Documents Using Column
e Security Techniques of Document
¢ Inserting header, footer, page number, Graphics, Pictures, Symbols
e Page setting, previewing and printing of documents
e 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
e Organization of Electronic Spreadsheet applications (Cells, Rows,
Columns, Worksheet, Workbook and Workspace)
e Creating, Opening and Saving Work Book
e Editing, Copying, Moving, Deleting Cell Contents
qo0



e Formatting Cells (Font, Border, Pattern, Alignment, Number |,
Protection, Margins and text wrap)

e Formatting Rows, Column and Sheets

e Using Formula with Relative and Absolute Cell Reference

e Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc)

e Sorting and Filtering Data

e Inserting Header and Footer

e Page Setting, Previewing and Printing

THAT 99&
B IR AT JYAE®

Q. ATANF A@TIRIETT T ATTH AGTIIEAVET FRh GEATITRI | %
R AYTART ATTF TTATHAT TART g F=rer grarg IMBIS T TSA arar deteld |

CRRCIEAN

(RL+R.9)
ATHT ITAX AT TeAE®
Q. A& U R09Y HT Jecdidd A@IIRIETUIRT b d&lald | HeTd@raiierdhel
SHifercaeT gfteaproraTe ThHar T FREw & F g ? (¥ +%)

* Kk

11



