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Course Outlines- Written Examination 

Section A: Multiple Choice Questions 2x50 = 100 

Section Weightage (%) 

1. Accounting, Finance 20 

2. Banking and Finance, Cooperatives 20 

3. Act, Law, Regulations, regulatory directives related 

with BFI's and cooperative sector 

20 

4. Management Principles, Office management and 

communication 

10 

5. Quantitative reasoning, analytical reasoning and 

verbal ability 

10 

6. Contemporary issues and general knowledge, IT 

knowledge 

20 

 

Note: 20% negative marks shall be awarded for each wrong answer. 

Explanation:  

1. Accounting and Finance 

Basic concept of accounting, Journal Entries, Ledger, Bank Cash book, 

Reconcilation, Trail balance, Depreciation, Balance sheet, Income statement, 

Cash flow statement, money market, capital market, risk and return, ratio 

analysis, financial statement analysis, capital budgeting.  

2. Banking and Finance, Cooperatives 

a. Banking concept, Banking development in Nepal, Recent status and 

challenges, Deposit and mobilization procedure, lending procedures 

and principles, Banking risk, Determination of interest rates, prudent 

banking practices. 

b. Cooperative history & development of cooperatives in Nepal, values, 

principals, types, functions, recent status and challenges. 

  



 

 

3. Act, Law, By-laws, regulatory directives related with BFI's and 

cooperative sector 

NRB Act 2058, BAFIA 2073, Cooperative Act 2074, Cooperative regulation 

2075, Banking offence and punishment act, 2064, Anti money laundering act, 

2064, Directives and circulars issued by NRB and department of cooperatives. 

4. Management Principles, Office management and Communication 

a. Management Principles 

Principles of management and functions, planning, decision making, 

corporate governance and corporate social responsibility, concept of Human 

Resources Management, performance appraisal and reward system, 

motivation, business communication, leadership. 

b. Office management and communication 

Letter writing and correspondent, Memo writing, record management, filing, 

Indexing, Office layout, communication principles and skills, business 

communication. 

5. Quantitative reasoning, analytical reasoning and verbal ability 

Unitary method, Time-speed-distance, Percentage, Ratio and proportion, 

Average, profit and loss, fraction and decimals, Mean, median, mode, logical 

reasoning and verbal ability. 

6. Contemporary issues and general knowledge, IT knowledge and skills 

General understanding about the economic, social, political, legal, 

technological, business, literature, demography, geography, history, sports, 

and current national and international affairs 

General understanding about the information and communication technology, 

computer operating system, office package, internet, intranet, email, website 

etc. 


