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(In English)
PAPER I11: - Social studies and Office practices
Section (A) — 40 Marks

1. Social studies

11

1.2
13

1.4
1.5

1.6
1.7

Geography of Nepal — geographical location, climate, effects of geographical environment on the
lifestyle of the people and preliminary knowledge of map and map reading.

Basis of Political Divisions of Nepal; Importance and characteristics.

Nepal’s Infrastructures of Development (Education, Health, Transportation & Communication,
Drinking Water, Electricity and other sources of fuel) and their present status.

Traditions of Nepalese Society, Social norms and values, prevalent religions, ethnicity, languages and
cultures.

Social problems and Evil/ill practices and the solutions of these problems.

Causes of social conflicts, effects and techniques of conflict management.

Nepalese polity and Governance - Constitution (Constitutional Organs, Fundamental Rights and
duties, Legislative, Judiciary and Executive).

Section (B) — 30 Marks

2. Health, Population and Environment

2.1

2.2

2.3

Diseases, Nutrition, Addiction and Community Health

2.1.1 Introduction to disease, communicable and non-communicable diseases, the mode of
transmission of communicable diseases.

2.1.2 Introduction to nutrition, introduction to balanced diet and its importance, malnutrition and its
causes.

2.1.3 Introduction to tobacco, alcohol and drugs, causes of using these substances, their effects and
preventive measures.

2.1.4 Concept of community health, major health problems of Nepal, Role of individual,

family and community in solving major health problems.

2.1.5 Introduction to consumer health and its importance)

Demography, Population Change and Population Management

2.2.1 Situation of Nepal's population, population distribution, demographic elements, process and
measures.

2.2.2 Causes of rapid population growth and its consequences.

2.2.3 Population management.

Biodiversity and Management of Environment

2.3.1 Concept of biodiversity and its classification and importance.

2.3.2 Introduction to environment management and its importance.

Section (C) — 30 Marks

3. Office Practices and Miscellaneous

3.1

3.2

3.3

Office Practices
3.1.1 Correspondence.

3.1.1.1 Introduction, Objective, Types: use & priority accordingly.

3.1.1.2 Registration & Dispatch.
3.1.2 Record Management

3.1.2.1 Introduction, objective, needs of record management.

3.1.2.2 General information of filing system.

3.1.2.3 Needs and importance of computer system in office management.
General Information of Accounts and Revenue
3.2.1 General information on Double Entry System, Government Account System &  Auditing.
3.2.2 Introduction and use: Goshwara(journal) Voucher, Bank Cash Book and Budget Sheet.
3.2.3 Current Inventory Record System.
3.2.4 General information on Tax, Customs and Excise duty.
Civil service and Miscellaneous
3.3.1 Information about introduction, constitution, fulfillment of vacancy, remuneration & fringe

benefits, conduct, punishment, etc of civil service.
3.3.2 Information about organizational structure of central & local bodies' of Government of Nepal.
3.3.3 General Information on Public Service delivery.
----The End----
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THAT 9¥ee (Sample questions)

Tl TEAEHH Glal Ia¥ ([Gard |
(Write short answer of the following questions)

TaTereRT fEHTeAr SAT YIS BTaTaTHl ¥ JTT TBThl AT TTaiddT qTeehl TATT SIceh<rdr

ACTeT |
Write in brief about the climate found in the Himalaya Region of Nepal and its effects
on economic activities there. (2.5 +2.5)

TGS GAT Ueh FTHINSIE THLT &l | AT GHDATEAE A0 g1 9= el HIF qave s

Il THEE |

'‘Dowry System' is a social evil. Mention five social effects caused by the problem.
(%)

qAITeh] FHITAAT Hel JaTe® ARIEIS TATHT ANH HT qITed IIET 99 Hal | Ih

THET (AT AT FRUEE T FATGTAER] JUTAEE Aelald |
You notice that some of your community youths are involved in drug abuse.
Write the causes of the problem and suggest the measures to overcome.

(2.5 +2.5)
TSSO STANSEI AAEATIAHT H&l HIHH Toadg ! TqATs [hd ATASET TTEHF]
el AT {27 ? TFaTe g9 % ATl FIEEEE ACTeld |
How does vital registration help in population management? Why is this considered
as the source of population data? Write any three advantages. (2 +3)

AfTe@ AT & 21 ¢ fafaeT g Aferaesd! IeTexudied U Tl |

What is Record? Explain different types of records with examples. (2 +3)

AT AT TaTE Ahl & 8l 7 JqH HeaaR defard |
Write about the public service delivery? Write its importance. (2.5 +2.5)

AP JIAEEH] ATHT IR fa e |
(Write long answer of the following questions)

FaaTie a5 T & qivg ¢ AdH AiauUTHel SAEaRIT TRATAR AAdITE  AFEh
What is constitutional organ? Explain the major functions of constitutional organs
according to existing constitution of Nepal. (3+7)

Sfae fafaerdr swer & & 7 A7 Ha TERP gy ¢ AUTAeTs SAtaes fatagarar e aer
qIiws, 7 quTee g fafaadrare & & wEaes | 99 S defey |

What is biodiversity? What are its types? Why is Nepal considered as rich in
biodiversity? What benefits can be achieved from the biodiversity. (2 +1+3+4)

PSC/Page 4



