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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 -s_ l;k k/LIf0f          k"0ff{Í M !) 
  -v_ cGtjf{tf{          k"0ff{Í M #) 

 

k/LIff of]hgf (Examination Scheme) 

!= k|yd r/0f M lnlvt k/LIff (Written Examination)k"0ff{Í M @)) 
kq ljifo k"0ff{Í pQL0ff{Í k/LIff k|0ffnL k|Zg;ª\Vof ×cÍ ;do 

k|yd 

;fdfGo 1fg 

!)) $) 

j:t'ut  
ax'j}slNks 

k|Zg(MCQ) @%k|Zg ×@ cÍ  
@ 306f #) 

ldg]6 
ljsf; / Joj:yfkg ljifout 

5f]6f] pQ/ 
nfdf] pQ/ 

^ k|Zg× % cÍ 

@ k|Zg×!) cÍ 

låtLo ;]jf;DaGwL !)) $) ljifout 
5f]6f] pQ/ 
nfdf] pQ/ 

!@k|Zg× % cÍ 

$k|Zg×!) cÍ 
@ 306f #) 

ldg]6 

 
@= låtLo r/0f M l;k k/LIf0f / cGtjf{tf{ (Skill Test & Interview)k"0ff{Í M $) 

ljifo k"0ff{Í k/LIff k|0ffnL ;do 

-s_ sDKo'6/ l;k k/LIf0f !) Kf|of]ufTds !% ldg]6 

-v_ cGtjf{tf{ #) df}lvs  

b|i6Jo 
1= o; kf7\oqmd of]hgfnfO{ k|yd r/0f/låtLo r/0fu/L b'O{ r/0fdf ljefhg ul/Psf] 5 . 
2= lnlvt k/LIffsf] dfWod efiff g]kfnL jf cª\u|]hL cyjf g]kfnL / cª\u|]hL b'j} x'g]5 .   
3= k|yd kq–k|zf;g / n]vfsf nflu Pp6} kf7\oqmd x'g] 5 t/ låtLo kq÷ljifosf] kf7\oqmd k|zf;g / n]vfsf 

nflu 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;ª\Vof / cÍef/oyf;Dej;DalGwtkq÷ljifodf lbOPcg';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}slNksx'g] k/LIffdf k/LIffyL{n] pQ/ n]Vbf cª\u|]hL 7'nf] cIf/ (Capital letter) A,B,C,Ddf 

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\ . k/LIffyL{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]hgfcGtu{tsf kq÷ljifosf ljifoj:t''df h];'s} n]lvPsf] eP tfklg kf7\oqmddf k/]sf sfg'g, 

P]g, lgod, ljlgod tyf gLltx¿ k/LIffsf] ldlteGbf # dlxgf cufl8 -;+zf]wg ePsf jf ;+zf]wg eO{ x6fOPsf 
jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; kf7\oqmddf k/]sf] ;Demg'''kb{5 . 

11= k|ydr/0fsf] k/LIffaf6 5gf]6 ePsf pDd]bjf/x¿nfO{ dfq låtLor/0fsf] k/LIffdf ;lDdlnt u/fOg]5 . 
12= kf7\oqmd nfu' ldlt M–  of] kf7\oqmd ldlt @)&( ebf} ( ut]b]lv nfu' x'g] 5 . 
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k|ydkq M;fdfGo 1fg tyf ljsf; / Joj:yfkg 

efu -!_ M;fdfGo 1fg -%) cÍ_ 
-j:t'ut M k|Zg @% ×@ cÍ Ö %) cÍ_ 

1= ;fdfGo 1fg     
k[YjLM kl/ro / pTklQ 
1=1 ljZjsf] e"uf]nM dxfb]z, dxf;fu/, kj{tz[ª\vnf, d?e"ld, gbL, lxdgbL, tfn, lxdtfn, hnjfo' 
1=2 g]kfnsf] e"uf]nM ef}uf]lns ljljwtf, xfjfkfgL / hghLjg  
1=3 cfw'lgs g]kfnsf] Oltxf;M /fhgLlts 36gfqmd, cfly{s cj:yf, ;fdflhs cj:yf 
1=4 ;f+:s[lts ;Dkbfsf] lsl;d, ljz]iftf, dxTTj  
1=5 lbuf] ljsf;, h}ljs ljljwtf, b'n{e kz'kIfL / jg:kltx¿, ljZjJofkL pi0ftf, hnjfo' kl/jt{g, 

xl/tu[x k|efj, cf]hf]g ljgfz, jftfj/0f k|b"if0f, hg;ª\Vof, ;x/Ls/0f, a;f]af;  
-a;fO;/fO_  

1=6 ;+:s[lt, v]ns'b, k':ts, k'/:sf/, efiff, snf, ;flxTo, ;ª\uLt cflb ljifosf /fli6«o / cGt/f{li6«o 
dxTTjsf ;d;fdlos 36gf tyf gjLgtd ultljlwx¿ / dxTTjk"0f{ JolQmTj tyf 
ljrf/sx¿;DaGwL  hfgsf/L   

1=7 ;fj{hlgs vl/b k|ls|of;DaGwL ;fdfGo hfgsf/L  
1=8 lghfdtL ;]jf P]g / lghfdtL ;]jf lgodfjnLsf kbk"lt{,lgo'lQm,a9'jf / ljefuLo ;hfo;DaGwL 

;fdfGo hfgsf/L  
 efu -!_M ;fdfGo 1fgsf kf7\os|dsf PsfOaf6 ;f]lwg] k|Zgx¿sf] ;ª\Vof lgDgfg';f/ x'g]5 M 

k|Zgof]hgf 
PsfO 1=1 1=2 1=3 1=4 1=5 1=6 1=7 1=8 1=9 
k|Zg;ª\Vof 1 3 2 3 2 4 6 2 2 

 
efu -@_ Mljsf; / Joj:yfkg-%) cÍ_ 

v08 -s_M @% cÍ-ljifout_ 
-# k|Zg ×% cÍ / ! k|Zg × !) cÍ_ 

2= ljsf;            
2=1 ef}uf]lns cj:yf M lsl;d / ljz]iftfx¿  
2=2 xfjfkfgL M lsl;d / ljz]iftf  
2=3 hn;Dkbf M l:ylt / dxTTj  
2=4 jg;Dkbfsf] cj:yf / dxTTj tyf jgljgfzsf sf/0f / ;+/If0fsf pkfox¿  
2=5 cfly{s ljsf;sf kIfx¿M s[lif, pBf]u, Jofkf/, ko{6g, j}b]lzs /f]huf/L cflb  
2=6 cfly{s ljsf;sf ;+jfxsx¿M  ;fj{hlgs If]q, lghL If]q / ;xsf/L If]q  
2=7 lbuf] ljsf; nIo, of]hgfa4 ljsf;qmd / rfn' cfjlws of]hgfsf] ;fdfGo hfgsf/L 
2=8 hg;ª\Vof Joj:yfkg, ;x/Ls/0f / a;fO;/fO 
2=9 jftfj/0f Joj:yfkg, h}ljs ljljwtf, jftfj/0f k|b"if0f / hnjfo' kl/jt{g  
2=10 ;d;fdlos ljifox¿M ul/aL, a]/f]huf/L, hg:jf:Yo, vfB ;'/Iff, ;fdflhs ;'/Iff, pmhf{ ;ª\s6 / 

b}jL k|sf]k 
2=11 ;"rgf tyf ;~rf/ k|ljlwM k|of]u, dxTTj tyf dfgjhLjgdf o;sf] k|efjaf/] ;fdfGo hfgsf/L  

v08 -v_M @% cÍ -ljifout_ 
-# k|Zg × % cÍ / ! k|Zg ×!) cÍ_ 

3= Joj:yfkg          
3=1 ;fj{hlgs k|zf;gsf] kl/ro, p2]Zo, sfo{If]q / r'gf}tLx¿  
3=2 k|zf;lgs ljlwx¿ -sfo{ljZn]if0f, sfo{ljj/0f, sfo{d"NofÍg, sfo{lj:t[tLs/0f, sfo{9fFrf, ;ª\u7g 

tyf Joj:yfkg k4lt_ 
3=3 ;fj{hlgs k|zf;g ;~rfng lalw  

3=3=1 ;dGjoM cy{ dxTTj / ;dGjosf tl/sfx¿ 
3=3=2 clwsf/ k|Tofof]hg / clwsf/ lgIf]k0f 
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3=3=3 ;'ko{j]If0f, cg'udg / d"Nofª\sg  
3=4 ;fj{hlgs k|zf;gdf hgzlStsf] :yfg, pTk|]/0ff, u'gf;f] ;dfwfg, cfr/0f / cg'zf;g, k'/:sf/ / 

b08÷;hfo;DaGwL Joj:yf  
3=5 Joj:yfkgsf cjwf/0ff / cfwf/e"t l;4fGtx¿ 
3=6 s'zn Joj:yfkssf sfo{ / u'0fx¿ 
3=7 Joj:yfksLo l;k / z}nL 
3=8 Joj:yfkgsf ljleGg k|sf/ -;xeflutfd"ns / lgoGq0fd"ns_ 
3=9 dfgj;|f]t Joj:yfkg M k|flKt, ljsf;, pkof]u / ;Def/  
3=10 Joj:yfkgsf s]xL k|d'v kIfx¿ -;do Joj:yfkg, åGå Joj:yfkg, tgfj Joj:yfkg, k|sf]k 

Joj:yfkg, ;ª\s6 Joj:yfkg / kl/jt{g Joj:yfkg_ 
3=11 ;fj{hlgs ;]jfk|jfxM cy{, dxTTj, ;]jfk|jfxsf dfWodx¿, ;]jf k|bfossf] e"ldsf / ;]jfu|fxLsf] 

 clwsf/ tyf bfloTj          
3=12 g]kfndf ;+j}wflgs ljsf; / g]kfnsf] jt{dfg ;+ljwfg 

3=12=1 ;+ljwfgsf d"ne"t ljz]iftfx¿, sfo{kflnsf, Joj:yflksf / Gofokflnsf 
3=12=2 df}lns xs lgb]{zs l;4fGt / gLltx¿ 
3=12=3 ;+j}wflgs lgsfox¿sf] sfo{ / ltgsf] sfo{If]q  

3=13 ;dfj]zLs/0f / ;dfg'kflts k|ltlglwTj 
3=14 ;"rgfsf] xs  
3=15 ;'zf;g 
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låtLo kq M ;]jf;DaGwL 

v08 -s_M $) cÍ -ljifout_ 
-^ k|Zg ×% cÍ / ! k|Zg ×!) cÍ_ 

1= sfof{no Joj:yfkg -@%cÍ_ 
1=1 sfof{no / sfof{no Joj:yfkg 

1=1=1 sfof{no M kl/ro, dxŒj, sfo{ / k|sf/    
1=1=2 sfof{no Joj:yfkgsf] cjwf/0ff / dxŒj  
1=1=3 sfof{no ;|f]t ;fwg M kl/ro, k|sf/ / kl/rfng 

1=2 sfof{no sfo{ljlw  
1=2=1 btf{, rnfgL / kqJojxf/  
1=2=2 l6Kk0fL n]vg / l6Kk0fL tof/ kfbf{ Wofg lbg'kg]{ s'/fx¿ 
1=2=3 k|ltj]bg n]vg – kl/ro, tof/ kfbf{ Wofg lbg'kg]{ s'/fx¿ / o;sf k|sf/  

1=3 clen]v Joj:yfkgsf] kl/ro, p2]Zo / cfjZostf  
1=4 kmfOlnª (Filing): kl/ro, cfjZostf, ljlw Pjd\ tl/sfx¿ 
1=5 sfof{nodf ;~rf/sf] dxŒj, k|sf/ / dfWod  
1=6 sfof{nodf  hg;Dks{ / u'gf;f] ;'g'jfOsf dfWod / tl/sfx¿ 
1=7 sfof{nodf Joj:yfkg ;"rgf k|0ffnL (MIS)sf] cfjZostf / dxTTj  
1=8 sfof{nodf sDKo'6/sf] k|of]u, dxŒj / pkof]lutfÙ MS Word, Excel, Multimedia and Email & Internet 

;DaGwL hfgsf/L  

2= cfly{s Joj:yfkg -!%cÍ_ 
2=1 n]vfk|0ffnL, n]vfk/LIf0f / cfly{s sfo{k|0ffnLsf] ;fdfGo hfgsf/L  
2=2 lhG;L ;|]:tfk|0ffnL, /fh:j ;|]:tfk|0ffnL / w/f}6L ;|]:tfk|0ffnL  
2=3 /fh:j k|zf;g -s/, eG;f/, cGtMZf'Ns_ ;DaGwL ;fdfGo hfgsf/L  
2=4 ah]6;DaGwL ;fdfGo hfgsf/L  
2=5 ;fj{hlgs vl/b P]g, @)^# sf] kl/R5]b ! b]lv $ ;Dd / ;fj{hlgs vl/b lgodfjnLsf] kl/R5]b! b]lv $ 

;Ddsf] ;fdfGo hfgsf/L  

v08 -v_M ^) cÍ -ljifout_ 
-^ k|Zg × % cÍ / # k|Zg ×!) cÍ_ 

3= ;+:yfut 1fg -$)cÍ_ 
3=1 g]kfn k|1f–k|lti7fgsf] kl/ro, :yfkgf, p2]Zo, ;fª\u7lgs ;+/rgf, sfo{If]q, of]hgf tyf  

sfo{qmd, k|sfzg tyf cWoog–cg';Gwfg 
3=2 g]kfn k|1f–k|lti7fg P]g, @)^$ 
3=3 g]kfn k|1f–k|lti7fg lgodfjnL, @)^& 
3=4 g]kfn k|1f–k|lti7fg snfsf/ tyf sd{rf/L ;]jf;DaGwL -kfFrf}F ;+zf]wg_ lgodfjnL–@)&& 
3=5 g]kfn k|1f–k|lti7fg cfly{s k|zf;g;DaGwL -t];|f] ;+zf]wg_ lgodfjnL–@)&( 
3=6 g]kfn k|1f–k|lti7fgsf] dfgfy{ k|f1 ;b:otf Pjd\ cfhLjg ;b:otf k|bfg ug]{;DaGwL dfkb08 tyf 

sfo{ljlw–@)^( -@)&& ;Ddsf] ;+zf]wg;lxt_ 
3=7 g]kfn k|1f–k|lti7fg /fli6«o k|ltef pkrf/ sf]if ;~rfng sfo{ljlw, @)^^ 
3=8 g]kfn k|1f–k|lti7fg ;flxlTos klqsf ;xof]u sf]if ;~rfng sfo{ljlw, @)^^ 
3=9 g]kfn k|1f–k|lti7fg k|1f k'/:sf/ dfkb08 tyf sfo{ljlw, @)^( -;+zf]wg;lxt_ 
3=10 g]kfn ;/sf/, ;+:s[lt, ko{6g tyf gful/s p8\8og dGqfno / g]kfn k|1f–k|lti7fglarsf] ;DaGw, g]kfn 

k|1f–k|lti7fg / g]kfn nlnt snf k|1f–k|lti7fg tyf g]kfn ;ª\uLt tyf gf6\o k|1f–k|lti7fglarsf] ;DaGw 
3=11 g]kfn k|1f–k|lti7fg / cGt/f{li6«o ;+:yfx¿;Fusf] ;DaGw 

 
4= Jofjxfl/s cleJolQm / n]vg l;k;DaGwL -@) cÍ_ 

4=1 ;d;fdlos 36gf;Fu ;DalGwt s'g} Ps ljifodf lgaGw jf k|ltj]bg n]vg -!) cÍ_ 
4=2 ;dfrf/ n]vg tyf ;Dk|]if0f jf ;d;fdlos ljifodf ;dLIffTds n]v n]vg -!) cÍ_ 
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sDKo'6/ l;k k/LIf0f k|of]ufTds k/LIff of]hgf 

(Computer Skill Test Practical Examination Scheme) 
 

ljifo  k"0ff{Í k/LIff k|0ffnL ljifoj:t' zLif{s cÍ ;do 

sDKo'6/l;k k/LIf0f 
(Computer Skill Test) 

!) 
k|of]ufTds 
(Practical) 

Devanagari Typing @=% cÍ % ldg]6 

English Typing @=% cÍ % ldg]6 

Windows basic and 
Word processing 

% cÍ 
% ldg]6 

 
Contents 

1. Windows basic 
 Introduction to Graphical User Interface 
 Starting and shutting down Windows 
 Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc. 
 Concept of files and folders 
 Searching files and folders 

 
2. Word processing 

 Creating, saving and opening documents 
 Typing in Devanagari and English  
 Text formatting (font, size, color, underline, italic, bold, etc) and paragraph 

formatting (alignment, indentation, spacing) 
 Inserting header, footer, page number 
 Page setting (margin, page size, orientation), previewing and printing of 

documents 
 

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

1. b]jgfu/L Typing Skill Testsf nflu !%) zAb;Ddsf] Pp6f TextlbOg]5 / b]xfocg';f/ cÍ k|bfg 
ul/g]5M  
 z'4 zAb k|ltldg]6(Correct Words/Minute) kfpg] cÍ 
 % eGbf sd z'4 zAb k|ltldg]6 afkt ) cÍ 
 % jf ;f]eGbf a9L / &=% eGbf sd z'4 zAb k|ltldg]6 afkt )=%) cÍ 
 &=% jf ;f]eGbf a9L / !) eGbf sd z'4 zAb k|ltldg]6 afkt )=&% cÍ 
 !) jf ;f]eGbf a9L / !@=% eGbf sd z'4 zAb k|ltldg]6 afkt !=)) cÍ 
 !@=% jf ;f]eGbf a9L / !% eGbf sd z'4 zAb k|ltldg]6 afkt !=@% cÍ 
 !% jf ;f]eGbf a9L / !&=% eGbf sd z'4 zAb k|ltldg]6 afkt !=%) cÍ 
 !&=% jf ;f]eGbf a9L / @) eGbf sd z'4 zAb k|ltldg]6 afkt !=&% cÍ 
 @) jf ;f]eGbf a9L / @@=% eGbf sd z'4 zAb k|ltldg]6 afkt @=)) cÍ 
 @@=% jf ;f]eGbf a9L / @% eGbf sd z'4 zAb k|ltldg]6 afkt @=@% cÍ 
 @% jf ;f]eGbf a9L z'4 zAb k|ltldg]6 afkt @=%) cÍ 

 
2. English Typing Skill Testsf nflu @)) zAbx¿sf] Pp6f Text lbOg]5 / b]xfocg';f/ cÍ k|bfg 

ul/g]5M  
 z'4 zAb k|ltldg]6(Correct Words/Minute) kfpg] cÍ 
 ^ eGbf sd z'4 zAb k|ltldg]6 afkt ) cÍ 
 ^ jf ;f]eGbf a9L / ( eGbf sd z'4 zAb k|ltldg]6 afkt )=%) cÍ 
 ( jf ;f]eGbf a9L / !@ eGbf sd z'4 zAb k|ltldg]6 afkt )=&% cÍ 
 !@ jf ;f]eGbf a9L / !% eGbf sd z'4 zAb k|ltldg]6 afkt !=)) cÍ 
 !% jf ;f]eGbf a9L / !* eGbf sd z'4 zAb k|ltldg]6 afkt !=@% cÍ 
 !* jf ;f]eGbf a9L / @! eGbf sd z'4 zAb k|ltldg]6 afkt !=%) cÍ 
 @! jf ;f]eGbf a9L / @$ eGbf sd z'4 zAb k|ltldg]6 afkt !=&% cÍ 
 @$ jf ;f]eGbf a9L / @& eGbf sd z'4 zAb k|ltldg]6 afkt @=)) cÍ 
 @& jf ;f]eGbf a9L / #) eGbf sd z'4 zAb k|ltldg]6 afkt @=@% cÍ 
 #) jf ;f]eGbf a9L z'4 zAb k|ltldg]6 afkt @=%) cÍ 

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

ul/g]5 . lbOPsf] cª\u|]hL jf b]jgfu/L Textdf plNnlvt :yfgadf]lhd k/LIffyL{x¿n] cfˆgf] Text 
df Punctuation6fOk gu/]sf] kfOPdf To;sf] 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 .  

  
 Formula 

  z'4 zAb k|ltldg]6(Correct words/minute) = 
(୭୲ୟ୪ ୵୭୰ୢୱ ୲୷୮ୣୢ ି ୰୭୬ ୵୭୰ୢୱ)

ହ
 

 
  
 


