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kf7\oqmdsf] ?k/]vfnfO{ lgDg cg';f/ ljefhg ul/Psf] 5 M 

efu – ! 

lnlvt k/LIff(Written Examination) M— k|yd r/0f     k"0ff{Í M— !)) 

       låtLo r/0f     k"0ff{Í M— !)) 

efu – @ 

clGtd r/0f (Final Examination) M— sDKo"6/ ;Lk k/LIf0f / cGtjf{tf{   k"0ff{Í M— $) 

 

lnlvt k/LIff of]hgf (Written Examination Scheme) 

!= lnlvt k/LIff M– k|yd r/0f(First Phase) 

 

  kq                     ljifo k"0ff{Í ptL0ff{Í k/LIff k|0ffnL k|Zg;+Vof x cÍ ;do 

k|yd 

;fdfGo 1fg / ;fdfGo 

Aff}l¢s k/LIf0f 

 

100 40 
j:t'ut:  

ax'j}slNks k|Zg 

(MCQs) 

%) k|Zg x @ cÍ $% ldg]6               

 

@= lnlvt k/LIff M– låtLo r/0f(Second Phase) 

 

  kq                     ljifo k"0ff{Í ptL0ff{Í k/LIff k|0ffnL k|Zg;+Vof x cÍ ;do 

låtLo 

;fdflhs cWoog, 

sfof{no ;+rfng 

tyf ;fdfGo ul0ft   

100 40 ljifout: 

5f]6f] / nfdf] pQ/ 

!@ k|Zg x  % cÍ  

$ k|Zg x  !) cÍ 
# 306f              

 

 

clGtd r/0f– sDKo"6/ ;Lk k/LIf0f / cGtjf{tf{ (Computer Skill Test & Interview) 

 

ljifo k"0ff{Í k/LIff k|0ffnL ;do 

sDKo"6/ ;Lk k/LIf0f (Computer Skill Test) 10 k|of]ufTds (Practical) !% ldg]6 

JolQmut cGtjf{tf{(Interview) 30 df}lvs (Oral)  

 

b|i6Jo M 

!= of] kf7\oqmd of]hgfnfO{ lnlvt k/LIff -k|yd r/0f / låtLo r/0f_ tyf clGtd r/0f -sDKo"6/ ;Lk k/LIf0f 

/ cGtjf{tf{_ u/L b'O{ efudf ljefhg ul/Psf] 5 .  

@= k|Zgkq g]kfnL efiffdf x'g]5 .  

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

%= k/LIffdf s'g} k|sf/sf] SofNs'n]6/ (Calculator) k|of]u ug{ kfOg] 5}g . 

^= ljifout k|Zgsf nflu tf]lsPsf cÍsf xsdf 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 .  

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

*= cfof]uaf6 ;+rfng x'g] 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 . 

(= låtLo kq -ljifout k|Zg x'g] kq_ sf xsdf 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 . 
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!)= 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\qmddf k/]sf] ;Demg''' kb{5 . 

!!= k|yd r/0f (First Phase)sf] lnlvt k/LIffaf6 5gf}6 ePsf pDd]bjf/x?nfO{ dfq låtLo r/0f (Second 

Phase)sf] lnlvt k/LIffdf ;lDdlnt u/fOg]5 . 

!@= lnlvt k/LIffsf] k|yd r/0f (First Phase) df k|fKt u/]sf] k|fKtfÍsf] zt\ k|ltzt cÍ tyf låtLo r/0f 

(Second Phase) sf] k|fKtfÍx? hf]l8 s"n cÍsf] cfwf/df lnlvt k/LIffsf] glthf k|sflzt ul/g]5 . 

!#= lnlvt k/LIffdf 5gf}6 ePsf pDd]bjf/x?nfO{ dfq clGtd r/0fsf] sDKo'6/ ;Lk k/LIf0f / cGtjf{tf{df 

;lDdlnt u/fOg]5 . 

!$= lnlvt k/LIff / clGtd clGtd r/0fsf] sDKo'6/ ;Lk k/LIf0f / cGtjf{tf{sf] s'n cÍ of]usf cfwf/df  

clGtd k/LIffkmn k|sflzt ul/g]5 . 

!% kf7\oqmd nfu" ldlt M– @)&^÷)@÷)(  
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k|ydkqM–;fdfGo 1fg / ;fdfGo Aff}l¢s k/LIf0f 

 

!=  ;fdfGo 1fg       #% k|Zg × @ cÍ Ö&) cÍ 

!=! g]kfnsf] e"uf]n – ef}uf]lns cj:yf, w/ftnLo :j?k / k|fs[lts ;Dkbf -hn;|f]t, hLjhGt', jg:klt, 

df6f], vlgh kbfy{, kxf8_  

!=@ g]kfnsf] Oltxf; -k|frLg sfnb]lv xfn;Dd_ 

 !=@=! ls/fFtsfn, lnR5ljsfn / dWosfnÙ ;fdflhs,;f+:s[lts, cfly{s Pj+ /fhgLltscj:yf 

!=@=@ cfw'lgs Oltxf; -g]kfnsf] PsLs/0f b]lv xfn;Dd_Ù /fhgLlts 36gfqmd, ;fdflhs, 

;f+:s[lts / cfly{s cj:yf 

!=# g]kfnsf] ;fdflhs cj:yf, k/Dk/f, d"No / dfGotf, wd{, hfthflt, efiffefifL, ;+:s[lt, snf, 

;flxTo, ;+uLt, ;f+:s[lts ;Dkbf / cfly{s cj:yf -s[lif, pBf]u, Jofkf/, ko{6g, oftfoft, ;+rf/, 

ljsf; of]hgf_ ;DaGwL hfgsf/L  

 !=$ dfgj hLjgdf k|ToIf k|efj kfg]{ lj1fgsf k|d'v cfljisf/ / gljgtd ultljlwx?   

!=% kof{j/0f, h}ljs ljljwtf, lbuf] ljsf;, hnjfo' kl/j{tg, jftfj/0f Joj:yfkg, k|b'if0f, hg;+Vof, 

Zfx/Ls/0f, a;f]jf; -a;fO{;/fO{_, u/LaL, :jf:Yo, /f]u, vfB / kf]if0f ;DaGwL hfgsf/L  

!=^ g]kfnsf] zf;gk4lt / ;/sf/ – ;+ljwfg, /fhgLlts Joj:yf, ;+3, k|b]z / :yfgLo tx 

 !=& ;+o'Qm /fi6«;+3, ;fs{ / laD:6]s ;DaGwL hfgsf/L  

 !=* /fhgLlts, ;fdflhs, cfly{s, ;f+:s[lts, v]ns"b, k':ts, k'/:sf/,snf, ;flxTo, ;+uLt ;DaGwL 

/fli6«o / cGt{/fli6«o dxTjsf ;d;fdlos ultljlwx?  

 

@= ;fdfGo Aff}l¢s k/LIf0f      !% k|Zg × @ cÍ Ö#) cÍ 

Aff}l¢s k/LIf0fM zflJbs tfls{s k/LIf0f, dfqfTds -;+VofTds jf c+s ;DaGwL_ tfls{s k/LIf0f / czflAbs 

cd"t{ tfls{s k/LIf0f . 

@=! zflJbs tfls{s÷rft'{otf k/LIf0fdf af]w, zAb1fg, cg'qmd, ;d?ktf, juL{s/0f, sf]l8ª–l8sf]l8ª, 

lbzf / b'/L 1fg k/LIf0f, ts{ ljrf/ ;DaGwL, >]0fLqmd -k+lQmqmd_, cfudg -induction_, lgudg 

-deduction_ ljifoj:t'af6 k|Zgx? ;dfj]z ul/g]5 . 

@=@ dfqfTds -;+VofTds jf c+s ;DaGwL_ tfls{s k/LIf0fdf cg'qmd ->]0fLqmd_, ;d?ktf, juL{s/0f, 

sf]l8ª, 5f]l8Psf ;+Vof -cIf/÷;+s]t_ ldnfpg], ;femf u'0f, d]l6«S;, tYof+s JofVof, tYof+s hfFr    

-?h'_, c+s ul0ftLo ts{ ÷lqmof ;DaGwL ljifoj:t'af6 k|Zgx? ;dfj]z ul/g]5 . 

@=# czflAbs tfls{s k/LIf0fdf cg'qmd, ;d?ktf, Ps?ktf, juL{s/0f, lrqfTds ljZn]if0ffTds ts{ 

;DaGwL, e]g lrq, d]l6«S;, lqe'h / ju{x?sf] /rgf, lrq jf cfs[lt agfj6 / ljZn]if0f 

ljifoj:t'af6 k|Zgx? ;dfj]z ul/g]5 .  

 

k|ydkq ;fdfGo 1fg / ;fdfGo Aff}l¢s k/LIf0f ljifosf kf7\oqmdsf PsfO{x?af6 ;f]lwg] k|Zgx?sf] ;+Vof 

lgDgfg';f/ x'g]5 . 

k|ydkq ;fdfGo 1fg ;fdfGo Aff}l¢s k/LIf0f 
cÍef/ 70 30 
PsfO !=! !=@ 1.3 !=$ 1.5 1.6 1.7 1=8 2=1 2.2 2.3 
k|Zg ;+Vof $ $ & @ 8 3 3 4 5 5 5 
hDdf k|Zg (Level I = 21 / Level II = 14) hDdf 35  15 
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;fdfGo 1fgsf gd'gfk|Zgx?  

 

1.  u|Lgljr ======== l8u|L  b]zfGt/df kb{5 . 

 (A) 0  (B) 90  (C) 180  (D) 360 
 

2.  ;fd'lb|s cfFwL (Cyclone) sf ljleGg km/skm/s gfdaf/] ljrf/ ug'{xf];\ . 

 (1)pQ/ cfGw| dxf;fu/ / k"jL{ k|ZffGt dxf;fu/Lo If]qdf xl/s]g  (Hurricane) gfdn] lrlgg] ul/G5\ . 

  (2)pQ/ klZrd k|ZffGt dxf;fu/Lo If]qdf 6fOkm'g (Typhoon) gfdn] lrlgg] ul/G5\ . 

  (3)lxGb dxf;fu/df ;fOSnf]g (Cyclone) gfdn] lrlgg] ul/G5\ . 

  (4)blIf0fL k|ZffGt dxf;fu/df ljnL ljnL (Willy - Willy) gfdn] lrlgg] ul/G5\ . 

   

  dfly plNnlvt cg';f/ lgDglnlvtdf ;xL pQ/ s'g xf], 5fGg'xf];\ < 

  (A) 1dfq ;xL xf] .   (B) 1/ 2 dfq ;xL x'g\ .  

  (C) 1, 2 / 3 dfq ;xL x'g\ .  (D) 1, 2, 3, 4 ;a} ;xL x'g\ .  

   

3.  lnR5ljsfndf zf;g ;+rfngsf] ;a}eGbf tNnf] k|zf;lgs OsfO{nfO{ === elgGYof]], h;sf] k|d'v === x'Gy] . 

  (A) u|fd – k|wfg    (B) tn – tnl;+    

  (C) b|+u – s'y]/   (D) ljifo – ljifoklt 

   

4.  ;d'x I  / ;d'x II df hf]8f ldnfpg'xf];\ / sf]8af6 ;xL pQ/ 5fGg' xf];\ . 

   ;d'x I     ;d'x II 

 -a_  bf]d6    1. hLjhGt' -k+IfL_  

 -b_  sfF8] Eofs'/   2. df6f] 

 -c_  R5f] /f]Nkf   3. jg:klt 

 -d_  6'G8«f    4. lxdtfn 

   

 Codes  a b c d 

 (A)  1 2 3 4 

 (B)  2 1 4 3 

 (C)  3 4 1 2 

 (D)  4 3 2 1 
 

5.  g]kfnL ;dfhdf k|rlnt rng ækd{ (Parma) Æ eg]sf] s] xf] < 

 (A) >dsf] kf/:kl/s cfbfgk|bfg ug]{ k¢lt xf] .  

(B) j:t' jf ;fdfgx?sf] kf/:kl/s cfbfgk|bfg ug]{ k¢lt xf] . 

 (C) vfBfGgx?sf] ;f6f;f6 ug]{ k¢lt xf] . 

  (D) :j]lR5s >d ;xof]u ug]{ k¢lt xf] .   

   

 

 
;fdfGo Aff}l¢s k/LIf0fsfgd'gfk|Zgx?( Sample Questions of General Mental Ability Test) 

1. tn lbO{Psf] qmd/>]0fLdf k|ZglrGx (?) /flvPsf] vfnL 7fpFdf s] x'G5 < 

(i). d, g, j, (?), p, s, v 

(A) l  (B) m  (C) n  (D) o 

 (ii). 1, 2, 4, (?), 11, 16 

(A) 6  (B) 7  (C) 8  (D) 9 
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2.  6fOlki6 ↔ 6fOk/fO{6/ eP em} n]vssf] s] < 

(A) lstfa  (B) sfuh  (C) :qmLK6  (D) snd 

Typist: Typewriter:: Writer: ? 

(A) Book  (B) Paper  (C) Script  (D) Pen 

 

3.  olb ASKsf] sf]8 ZRJ xf] eg] ANSWERsf]] sf]8 s] x'G5 < 

 (A) ZMRVDQ (B) ZORVDQ (C)  ZMRXFQ (D)    ZORXFQ 

 

4. rfln; (40) hgf ljBfyL{x? ePsf] sIffdf /fd' dflyaf6 aL;f}+ (20) :yfgdf lyof] .  ha p:fsf] sIffdf 

c? b"O{ (2) hgf ljBfyL{x? yk egf{ ePkl5 pm cl3Nnf] :yfg eGbf Ps (1) :yfg k5fl8 k/]5\ eg], p 

tnaf6 sltcf}+:yfgdf k5{< 

 (A) 19   (B) 20  (C) 21  (D) 22 

 

 

5. tn lbOPsf lrqx? dWo] Pp6f c?eGbf km/s 5 Tof] s'g xf] 5'6\ofpg' xf];\ < 

   

    
(A) (B) (C) (D) 

    

         

6. tn lbOPsf] lrqdf rt'e{'hx?sf](Quadrilaterals)s'n ;+Vof kQf nufpg' xf];\ . 

 

  
 

(A) 3  (B) 5  (C) 6  (D) 7  
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låtLo kqM– ;fdflhs cWoog, sfof{no ;+rfng tyf ;fdfGo ul0ft 

v08 -Section_ -A_ 
@ k|Zg × !) cÍ Ö@) cÍ 

$) cÍ 
$ k|Zg × %cÍ Ö @) cÍ 

1. ;fdflhs cWoog       

1.1 g]kfnsf] e"uf]n -ef}uf]lns l:ylt_, w/ftnLo :j?k, xfjfkfgL, hghLjgdf ef}uf]lns cj:yfsf] k|efj / 

gS;f;DaGwL ;fdfGo hfgsf/L  

1.2 g]kfnsf] /fhg}lts ljefhg, ;/sf/sf txx? / ljljwtfdf Pstf  

1.3 g]kfnsf] ljsf;sf k"jf{wf/x? -lzIff, :jf:Yo, oftfoft, ;~rf/, vfg]kfgL, ljB't tyf cGo pmhf{sf 

>f]tx?_ sf] ljsf;sf] cj:yf  

1.4 g]kfnL ;dfhsf k/Dk/f, ;fdflhs d"No / dfGotf, k|rlnt k|d'v wd{, hfthflt, efiffefifL / ;+:s[lt  

1.5 ;fdflhs ;d:of / ljs[ltx? tyf;'wf/sf pkfox? 

1.6 ;fdflhs åGbsf sf/0f, c;/ / åGb Joj:yfkgsf pkfox?  

1.7 g]kfnsf] ;+ljwfg -efu ! b]lv %tyf cg';"rLx¿_  

1.8 ;/sf/sf tLg tx aLr /fhg}lts, cfly{s / k|zf;lgs cGt/;DaGw  

1.9 g]kfnsf] ;fj{hlgs k|zf;g / ;'zf;g  

 

2. :jf:Yo, hg;ª\Vof / jftfj/0f          

2.1 /f]u, kf]if0f, b'Jo{;g / ;fd'bflos :jf:Yo   

2.1.1 /f]usf] kl/ro, ;g]{ / g;g]{ /f]u, ;?jf/f]u ;g]{ dfWodx?  

2.1.2 kf]if0f, ;Gt'lnt ef]hg -kl/ro, dxTj_ tyfs'kf]if0f -sf/0f tyf ;dfwfg_ 

2.1.3 w"dkfg, dBkfg / nfu"kbfy{ b"Jo{;g M sf/0f, c;/ / aRg] pkfox? 

2.1.4 ;fd'bflos :jf:Yosf] cjwf/0ff, g]kfnsf k|d'v :jf:Yo ;d:ofx? / o;sf] ;dfwfgdf JolQm, 

kl/jf/ / ;d'bfosf] e"ldsf  

2.1.5 pkef]Qmf :jf:Yosf] kl/ro / dxTj  

2.2 hg;fª\lVosL, hg;ª\Vof kl/jt{g / hg;ª\Vof Joj:yfkg  

2.2.1 g]kfnsf] hg;ª\Vof l:ylt, hg;ªVof ljt/0f, hg;fª\lVos tTj, k|lqmof / dfkg  

2.2.2 hg;ª\Vof kl/jt{gsf sf/0fx? / tLj| hg;ª\Vof a[l4sf c;/x?  

2.2.3 hg;ª\Vof Joj:yfkg  

2.3 h}ljs ljljwtf / jftfj/0f Joj:yfkg  

2.3.1 h}ljs ljljwtfsf] cjwf/0ff / jlu{s/0f tyf dxTj  

2.3.2 jftfj/0f Joj:yfkgsf] kl/ro / dxTj  

2.3.3 jftfj/0fLo ;d:of, sf/0f, c;/ / ;dfwfgsf pkfox?  

 

v08 -Section_ -B_ 
@ k|Zg × !)cÍ Ö@) cÍ 

$) cÍ 
$ k|Zg × %cÍ Ö@) cÍ 

3. sfof{no ;+rfng / :yfgLo tx Joj:yfkg      

3.1 sfof{no ;+rfng    

3.1.1 sfof{no ljGof; -Office Layout_ 

3.1.2 kqJojxf/÷lrÝLkq  

3.1.2.1 kl/ro, p2]Zo, lrÝLsf k|sf/M k|of]u / k|fyldstf  

3.1.2.2 btf{, rnfgL, l6Kk0fL n]vg / d]df] -Memo_  

3.1.3 clen]v Joj:yfkg  

3.1.3.1 clen]v Joj:yfkgsf] kl/ro,p2]Zo / cfjZostf  

3.1.3.2 kmfOlnª ;DaGwL hfgsf/L  
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3.1.3.3 sfof{no Joj:yfkgdf sDKo"6/ k|0ffnLsf] cfjZostf / dxTj  

3.1.3.4 JolQmut 36gf btf{ 

#=!=$ j}7s Joj:yfkg / dfOGo"6 n]vg 

 

3.2 n]vf tyf /fh:j ;DaGwL hfgsf/L  

3.2.1 bf]xf]/f] n]vf k|0ffnL, ;/sf/L n]vf k|0ffnL, gub / k|f]befjLdf cfwfl/t tyf n]vfk/LIf0f 

;DaGwL hfgsf/L  

3.2.2 uf]Zjf/f ef}r/, a+}s gubL lstfj / ah]6 lx;faM kl/ro / k|of]u  

3.2.3 /fh:j / vr{sf] kmfF6af/L / k|ltj]bg 

3.2.4 jt{dfg lhG;L ;|]:tf k|0ffnL  

3.2.5 s/, e+;f/ tyf cGtMZf'Ns ;DaGwL ;fdfGo hfgsf/L  

3.2.6 k|b]z / :yfgLo txsf] /fh:j clwsf/ / kl/rfng  

3.2.7 k|b]z / :yfgLo txsf] cfly{s sfo{k|0ffnL ;DaGwL ;fdfGo hfgsf/L  

3.2.8 ;fj{hlgs vl/b ;DaGwL ;fdfGo hfgsf/L 

3.3 ;fj{hlgs ;]jf k|jfx ;DaGwL ;fdfGo hfgsf/L  

3.4 :yfgLo ;/sf/ ;~rfng P]g, @)&$ 

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

 

v08 -Section_ -C_ $ k|Zg × %cÍ Ö@) cÍ @) cÍ 

4. ;fdfGo ul0ft           

4.1 ul0ftsf cfwf/e"t lj|mofx¿ tyf P]lss lgod (Unitary Method) 

4.2 leGg, bzdnj / k|ltZft (Fraction, Decimal & Percentage) 

4.3 Gffkmf, gf]S;fg / 5'6 (Profit, Loss & Discount) 

4.4 s/, sld;g / x|f;s§L (Tax, Commission & Depreciation) 

4.5 ;fwf/0f Aofh (Simple Interest) 

4.6 cf};t÷dWos / dlWosf (Average/Mean & Median) 
 

  låtLo kq ljifosf kf7\oqmdsf PsfO{x?af6 ;f]lwg] k|Zgx?sf] ;+Vof lgDgfg';f/ x'g]5 . 

 

låtLo kqsf v08 A B C hDdf k|Zg ;+Vof 
låtLo kqsf PsfO 1 2 3 4 

cÍef/ 25 15 40 20 
5f]6f] pQ/ %cÍsf k|Zg 4 4 4 12 
nfdf] pQ/ !) cÍsf k|Zg 2 2 0 4 
hDdf k|Zg ;+Vof 6 6 4 16 
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ljifoM–sDKo"6/ ;Lk k/LIf0f(Computer Skill Test) 

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/ MS Word 

 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 

 

 

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

 

ljifo  k"0ff{Í k/LIff k|0ffnL ljifoj:t' lz{ifs 
cÍ 

;do 

sDKo"6/;Lk k/LIf0f 

(Computer Skill 

Test) 

!) 
k|of]ufTds 

(Practical) 

Devanagari Typing @=%cÍ 
% ldg]6 

English Typing @=% cÍ 
% ldg]6 

Windows basic and 

Ms-Word 
% cÍ 

% ldg]6 

 

k|of]ufTds sDKo"6/ ;Lk k/LIf0fsf gd'gfk|Zgx?( Sample Questions) 

 

1. b]jgfu/L Typing Skill Testsf] nflu 150 zAbx?sf] Pp6f Text lbOg]5 . lbOPsf] TextnfO{ cfwf/ dfgL 

6fOk ug{' kg]{5 .        2.5 cÍ  -5 ldg]6_ 

 

2. English Typing Skill Testsf] nflu 200 zAbx?sf Pp6f TextlbOg]5 . lbOPsf] TextnfO{ cfwf/ dfgL 

6fOk ug{' kg]{5 .        2.5 cÍ  -5 ldg]6_ 

 

3.  Windows basic and Word Processing: 

Perform as follows:        5 cÍ  -5 ldg]6_ 

a) Open document containing text typed for question no. 2 and save it with other name 

'windows basic and ms word'.      1Mark 

b) Apply 1.5 line spacing for all text.     1Mark 

c) Insert your nameon left side of page and roll number on right side of page as header.

         1Mark 

d) Set page margins as follow: 

Top: 2" Bottom: 1" Left: 1.5" Right: 1.25"  1Mark 

e) Insert page number as footer with centre alignment.   1Mark 
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c+u|]hL jf b]jgfu/L Typing Skill Testsf] nflu lgb]{zgM– 

1=  b]jgfu/L Typing Skill Test sf] nflu !%) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s k|bfg 

ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 % eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 

 % jf ;f] eGbf a9L / &=% eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 

 &=% jf ;f] eGbf a9L / !) eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 

 !) jf ;f] eGbf a9L / !@=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 

 !@=% jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 

 !% jf ;f] eGbf a9L / !&=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 

 !&=% jf ;f] eGbf a9L / @) eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 

 @) jf ;f] eGbf a9L / @@=% eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 

 @@=% jf ;f]eGbf a9L / @% eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 

 @% jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

 

2. English Typing Skill Test sf] nflu @)) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s k|bfg 

ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 ^ eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 

 ^ jf ;f] eGbf a9L / ( eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 

 ( jf ;f] eGbf a9L / !@ eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 

 !@ jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 

 !% jf ;f] eGbf a9L / !* eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 

 !* jf ;f] eGbf a9L / @! eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 

 @! jf ;f] eGbf a9L / @$ eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 

 @$ jf ;f] eGbf a9L / @& eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 

 @& jf ;f]eGbf a9L / #) eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 

 #) jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

3. c+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] c+u|]hL jf b]jgfu/L Textdf pNn]lvt :yfg adf]lhd k/LIffyL{x?n] cfkm\gf] Textdf 

Punctuation6fOk gu/]sf] kfOPdf To;sf] zAbdf u0fgf ul/g] 5}g . tTkZrft lgDg Formula  k|of]u u/L 

z'4 zAb k|lt ldg]6(Correct words/minute) lgsflng]5 .  

 Formula: 

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

5
 

 


