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AT UISTHE TEATHT AT (Competency-based) YISIH 81| I9 ISTH T UReTheedls qeaied
UURT AW AT G ATE H q4l H9ee qaeia q9r wiier T T gierendisers safhaa
TIH A% FARTCHS AT A6 40 YTH T T 6 g9 AR [ee 98\ T6g | 79 TSTHaa
AT @Y TAMAT AMTH BTAHAAE IcAMEd TR, G¥ai-ad UMb AT ATITH I GIOgEHT
THA B T AGAT ATHIT HUHT TERNT, T4 MHEAT AU G T Aars GHd FaTad
YAl A7ER AR T AR AEME GEH JITEHIG! Ol TRISWR g A9l geetad 9N
REEREIRIEN I RIS ICE RS ER Y

SERH

FEAET &TAHT QIITh FeIch ICATET T S T4 FASNIREGT A [{oir T |
STEE

@I HHET IR &7

GITATAT AT B fafiet fbRmept BRI ud BRI $an I |

TS GHTe T f&ie sdee 11 |
Books of account T T |

Sle AT T A% (Plan and track)TT |

Payroll SRHATHT SIS |

FH(G AWM (Asset records ) AW T |

Tica Afr@ (Liabilities records)&Ta® T |

P T JY Hﬂﬂﬁ AT R AT (Tax and other legal requirements) 9Tl |

ade RAE (Financial report Jda 1 |

UYMERT FFEd SAEEaE AT A3 |

TSR T TSR g GoeArg AT A8 T |

FEEea A SO A A q4 SRS G T AAAAS] ATETHAE
TSt gar <ars |

T L O e A N

o o o o
VIURS - B

QST fqaer T 9=

AT TMSTHA @A GHIEA T HEA U G T S Heeds [Avd Aieddeedl qaead
TRUHT G| T8 TSHHAA FEAAEEars A ATAHAT T FEAd ATET ASTABEHAT AR A
AT T YT FEH TG | WY AGH ARG AT STAAGS L], SAEEIh i, W
T Sl 6, A o G GHERET ¥ SUREed S qeee G qE
RUHT G (ST G e ™) |




R IrRE R CARCH LI

AT qGHA A AT TSTHA AUH TGAT FETenst FHfrga Rewegae aFwad wyg | 79
TEHFHFT ©0 FfeTd A W Rprear T R0 9faera aqa Fgieas AT A gengu g1 aad,
TY MEHAB! A€ MGHHAAT FAEL TNUH! GIgE FaH T4 a1 B3 g7g |

qifer sfare:

T MSTHA ATAR D! FATd HETT AT - (On-the-Job Training) dfed § ¥ FAfd &% &
HUCTH! §Ug | TEHEY 3Y HUST ERT HISHH, {RY HUST YNNI AT, 0 HUST WA T
93 BET (L& TUAT) BT Aferd Aad TRUHT |

Tflfa?f“ﬂ'ﬂ'a':

o AU Wi q1 carEanes fer T afer o T gegd savhee
o WEAME 7 (FE 1) IAN MR JAEE®

eI T
T TETHH THAA ACTH FEFH G §F TFT F G €4 |

gt e

T GHEHT Afahed 30 5|

WRTEATIEDT ST:

JRTEATTRT W O @ SR A1 g gy | aEd), g T W T W sedEedeE
(Technical Terminologies) IS Jootd @?ﬂ[l

et Jufeuta:

TCTH AATH T D JHEANT FAH AGTART BFAMAT L0 D! T TG A=A THOIA 3T
AT WA G| ASTHHAT Foohd TUHT Tt GoaT 9vam T Fa7a giieied T gag |
FAT AURTS:

FE STaR O T SAfhe® T ACdr Fo9T qe-g |
o WeAWE d8 (R He) I/ T A AR U 9.6 WH T sAfhee
e 9% T I T AfhHe® |
o TTYMEIE FAMIA T TUEAT I THT SARHEE |

WRTESST FAT:

e CA, ACCA, CMA, MBS, MBA SiIUf T Accounting or/and Auditing T % a¥e! AT9a WIH |

(CA=Chartered Accountant, ACCA=Accociation of Chartered Certified Accoutants, CMA=
Certified Management Accoutants, MBS=Master of Businees Studies, MBA=Master of
Businees Administration)



e CTEVT 91 WFIAl W HEqAT © fiTahr uieretss e (TOT) gvafe aiferd Wi b |
o YT AR T YT H SR |

o  WANTCH® FHETHI AT ATAT :90
o gFaH FEH AW ATAT 9:30
GRTEvTET ATeaH T

THTAHTY AT TAT YEIHHT AT AAITH AHAEE:
o ETAYRAHT (Handsout), & T (Checklist)
o T THARE, ew =1E, Ny, A%
o WU WA, AecHRdT TeiaeX
o THFYSIAT ATMNA I A (SETISHT Iusd [ WA, A-RhATcAs Widr)
o ATEE® aE] (Real Object )
ggrerer fafer:

TG UISTHTAT AT 1T dlerd AT &1 99%h (b5 WHId Adevas s T LT
PHAT IAMe0Ih <aredl (lllustrated Talk), Th< (Discussion), LN (Demonstration), ¥Hg E3u
(Teamwork), <9I 3T (Guided Practice), U&e %I (Individual Practice), < Ed AE—H
TRTET PfgeE yant s |

BT AR {On The Job Training(OJT)}

A1 iferd BEHTAT Tow WUl Jieramdiese 36 201 (990 HUaT) HT TANT diferd qeq=l Sudfy
A AT 4R FH (LS HUCT) BT HRA AMCIH (OJT) W GEHIRT GO, | HITT qerH STarerar
AFA T TH G-I GEATD] (AW A {9 | OJT Yade FEd1 (0 AE8 UdbT3rerad qedr
TR HFAWE  TEIaeer T Geqr) g eI FeqE YEM T BENG difed @ 19
ieTeTeieees A qierq YaTHH GEdTel WA YA T Wae) | BT diferq qesee ge FHafers
TR T AN TR |

wiRrET Aeai:

. RETdEE W W GOH HeAiET qrErET uRtEwe M e T |
o vEETdiEEe bRl wEEtd WiHle AEE qedie e wEEd qis a1 ot

THEARERT TS |
o TRET ET g TAF WSTHT TARICHF T Hglad 39 TedidhT T HFAE 0 qhwrd
A WE A |

o WCUH HIICTAT FIETAT § FT AN Aediw T ACTaeh] el U3l FANTeas T Jgi-asb
TheT FEfad A | e |
o GEAFYT GEIACT TFUT HTAT A¥ATH BT THIT Y97 T T |
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st TeargT I Feafan:

+.9. | IuAted gfaerd TAOFd AT e Iy TITHT SATEAT
© ITAEEAT

q 2.0 ¥ [T HITT ¥.0 A+ ¥ (Outstanding)

3 o ¥ AT WY Q0 9=al HH 3.5 A HTTH (Excellent)

3 WO ¥ AW WY 5O 9=aT HH 3R B+ IHFE (Very Good)

N §0 T GIYwaT | 9O W=aT HH .G B 3T (Good)

'y §O0 W=al &HH NG Faigd (Not Graded)
THI-9A Y&

A UETHH ATAR AT qferd G HieTeE® AhedE® qre A gerardeears aefad
e fam Feamer sTEEE @M (Professional Accountant) 26T WHIVTIA Y& TT+g; | wigrerdfer
METHHAT Jeel@ HY FAIWH HEd A (Module Sequence) ATARET Fel AISTAGEHA AHAAIA
TR AT A GRTEdRT [Rud FaEadl AR I Aedde® oo T g died i

TEATA YHUTIA FETH T |

W qQ&uRT g

Il A ARAATEH GFT T FAOTA JH Wbt wirereiiees agg 9 qde afufagrr Hemror
TRGET AETE T HA QAT A Gl g qag (AEF dq qdeErr gifcar sgeedr [y

HAFTITHT) |

TR e gE:

X W

eefq T

TRTET O qreTHH qUIGTHT HEAIT T SIS JAR T, TS |
TR 97 (Question Answer session)ﬁ ST T |
CO VAU FHT FAVATHHT AN GeaT3 |

METFHAB] AT AT eEds THHR T3 |
YRTEATR T TEEATH WETE Gglad HEederd TAEsT g g a9 T 6

g, fawrear € g ] ud cafhid wEwer qur YREN, AN, UL WANT qe geeT

Afard T gEfEa T, RIS |

. THA I T4 9Ad FEfa A (Guided Practice) T, RIS |
c.  wiEEndieedrE deatear 9 weaned T |

. URtEdt Figa Rate wgld sEwe I |

Q0. WRIEATHEEAS TAH [HHEE AHHEE Iqsd IS |
9. TRTEAT U AVATEDT GHAAT B GHT URTEAH ITed g |
1. WiETEmdieEars Mattd Suraidsr il Weares 19 T IHeEd! g A T |
13, FATHH] HHAT AEALIHAT ATIR IEA {27 |




9¥.
9.
q%&.

WETHA HE-=aTP! A GA:
o THEFYA A TEEH GEA T AMCH FRFHAB] R GHET T AfSHNE Fomare
AT AHT T T TSI H HREAT HUHT GEEd T |

o FHEAFYA AT YT qEATT YSHTRETAT T FT TUHRATACEHT =g T Tehrd T
ieTedieesd! AR TAT T-USHIREAT R Fefoiaeor 1 |

o TTETATEEAS TSR AT T-USW G¥a=el GAel F29 T, TS |

o URTETdEES! ArEvad ARhTd HER, AR/ TAUSAIRGET AFedl SRR Afer® TW T
rafea sramatas T

Rpree Taq=a gFaTe WY GFET T ga e T, T/E |
et W9 RFE®T HHA1 IcIET TWHT aEq WU AFH qears I, TS |
AMTHAT R fTWT (Green TVET) T UfTemdig®s! AR HUEE (Communication Skills,

Thinking Skills, Interpersonal Skills, Technology and Information Technology Skills, Planning
and Resource Management Skills and Personal Qualities) 9T A T QU T 9IS

FHTATHTTH! FHA [eTd T =g g T B T, T3 |

o UGTHH HEAIT TET qMBY THIGHB! HF GEAET HAATHT THAHD ATL T99 T
AALAHAT ATAR TETHAAT IR T b5 T ATAIHA AR A9 4T J&H T Al |
o WHRAAEE] TNETHH GIRFH! AR TFAGd [ (TETHA @ a97 THEHEA R0

HETTET, Wit e qur s qierd uiug) | A e9Er ggae gae e |
& G
SEAAS Q@M (Professional Accountant) Q&%& ¥
4. T @ T e
b Yehar | sumERaE | T

T T NI ﬁ%ﬂﬁ (Occupational Specific '@f + q0 Y% 20 Q3IY

Module)
W q | 9= (Introduction) Y+ o 909 - 909
e 3 YT LA T ey o+ = y . 95

(Occupational Safety and Health)
ﬁ@ﬂfr 2 | Prepare books of account '3[ + o7 30 q0 Q00
ﬁ@ﬂj{ ¥ | Plan, Prepare and track budget ¥+ = q0 Y0 20
ﬁ@ﬂfr 4 | Process payroll J o+ = q0 YO0 Yo
WIS & | Maintain asset records T + = RO oY Q0¥
WEIA 9 | Maintain liabilities records T + = RO oY Q0¥
ﬁgﬂj{ ¢ | Comply tax and other legal requirements Y+ o R0 co qo0
ﬁ@iljf % | Prepare financial report é{ + 1 30 qe0 Q00
QT @ | WHRT WS (Generic Module) T+ | yo &% 3%
AIeTd q | SUEEI U (Applied Mathematics) Y+ o B c j0




%9 e TIE
B Ygitas | saraelie | o

drgger 3 | O A S e Feam | 39 A %Y
(Communication and Employability Skills)

drgger 3 | (TP WA TSR Femm | g 90 95
(Gender Equality and Social Inclusion)

rger | S T Feam | 3 99 9y
(Entrepreneurship Development)
YRAST &1 (Project Work) = €0 €0
HRNTT AW (OJT) ¥& HUaT WAEH®! LT

grg T =7 L& L&
9 =@r
STEAT RTY ¥ 99 1&%%&

T = Ygia® = = SAEERE

ﬁ%ﬂﬁ ¥ (Module Sequence):

T AT A TETHAA @IS & - A 4 A e &1 @E & A & AIWsE T @€ g A
Y AISTAE® G WA Gobd g | AT -9 U0 Wouey HRendie® @ue & B A ASTAneHl
FHIE T W GEGI| TS G B WSIEE TIE F T HSIAEE SR G T
FHAFAR AT AR ATAR AR T4 Aicbrigg | IRAST AT @I & T @€ @ Aiby Uiy
T AT | T el AT i w i B e i A e
(OJT) W1 qaT3q g | yRTemdiees Mafdd Ageee TS diferd FEHaH! Hafar dear qiferd

PEHAB] IUAH, HAGHDHI ATFA ATALABAT T FESAA ATET Fleb-Hih qHIHT GAAT B

fera wrfFaAr wiq wevrlt ¥ 9Rfe g7 aeg)

BeEREASE:D

A\ 4

qis 9

®-3,3,%,4,&,0,5,




FHiPqET 'ﬁfﬂ (Competency List):
AT TETHA ATER A TH AR RGeS qMHBT A-qAT [F7 HRICA-HIe®Al TE0dr giee T
I

X HIPIT4 e
Y~ | yawmeH® | W
gus F: | T AT
(Occupational Introduction)
ﬁ@ﬂﬁ 9 | 9R=™ (Introduction to accountancy) 9019 909
AT R | I Y& T e ¥ 93 q¢
(Occupatonal Safety and Health)
ﬁ%ﬂjf 3 Prepare books of account 0 Qo R0o0
a. Prepare chart of account Q Y0 we
b, Verify supporting documents for preparing © YO Yo
books of account
c. Prepare and process vouchers © ¥ O NG
d. Prepare ledger and subsidiary books © ¥ O ¥\9
ﬁ@ﬂjﬂ{ Plan, Prepare and track budget q0 ¥ o L0
a. Plan budget % 9% Q0
b. Prepare budget 3 93 Qw
C. Track budget 3 93 4%
"ﬁgﬂ:\?ff LY Process payroll q0 ¥ 0 Yo
a Collect employee record 3 93 QY
b. Prepare salary sheet 3 93 Q4
c. Process salary payment % 9% Q0
AT & Maintain asset records Ro Y qoY
a Maintain fixed asset records Q 93 Q¥
b. Maintain inventory records 3 93 Q4
c Maintain receivable 3 93 Q4
d. Maintain cash in hand records 3 93 Q4
e. Maintain cash at bank records 3 93 Q4
f Maintain advance records 3 93 Q4
g. Maintain other asset records 3 93 Q4
T 9 Maintain liabilities records R0 oY Q0%
a Maintain bank loan records 'y Y 3%
b. Maintain other than Bank loan records v R0 Y
c. Maintain account payable records '3 Q0 W
d. Maintain other liabilities records ' Q0 W




ﬁ%ﬂjf (= Comply tax and other legal requirements R0 o qo0
a. Comply with income tax laws % Q0 3%
b, IC;svr:pIy with VAT, custom laws and excise ¥ Q0 Y
c. g::;,ﬁglwvlith com % Q0 QY
d. Comply with other domestic laws ¥ q0 ¥
o. Operate PFM System (RMIS, E-GP, TSA, % q0 Q¥
CGas, PAMS, SUTRA, LMBIS)
‘ﬁ@ﬂf{ < Prepare financial report 30 q0 Q00
a. Compile accounting policies % Y Rz
b. Generate trial balance ¥ Y Rz
c. Prepare statement of income and expenditure & Q& 3%
d. Prepare statement of financial position % Y Rz
e. Prepare statement of cash flow % QY Qg
. Prepare statement of changes in equity % Y Rz
g. Prepare for validation and authorization % Y Y=
gus §: | 9rget ﬁ%ﬂ?f (Generic Modules)
ﬁ@fﬁr 9 | FEETCHS TOTT (Commercial Mathematics) R (= q0
AEIA R | IR T SEArant e 22 cc 2y
(Communication and Employability Skills)
eI 3 | <ilyes GHAT T AR ‘ 10 .
(Gender Equality and Social Inclusion)
ﬁl@?ﬁf ¥ | Saweferar e (Entrepreneurship 3 99 Q¥
Development)
RS €0 &0
QE MW | HECIA A PACI I
ST Bt d %99 1&%%&
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qis & H\lsgvl 9: AERTAD! IR (Introduction to Accountancy)

@7 (Description): T8 HISTAT UM [ETRIAT T IR HAGEH] HIEH WS, ULMHT HATET, LA
W g T g FEE T TANT g A9IE A T ST T WEAEE qEed S
e eE wHEe RUHE T

WIS IR (Module Outcome): T HETA T WU WeTenie® Jemept oo ¥ a9 e swavia
THE e, TemET waAlE, YA W T g TN A BHEE TGN g AT, FTB a4
AHAAEE AT BN gTE |

q. "R ISV, TR, HTAE, Hegcd T GPATETE. SR | ( Background, definition, working area,
impotance and scope of occupation).
3. ULTH! WA, YUMAT T T g T T g BAZEH! AAT BN | ( Ethics, to do and not to do

of occupation).

3. I Al IR HRIEEERT SICAT SiEH SR | (Short description workdone with in the occupation).
Y. YT YT @ TUH AT ARUEEH! qR=d qar aig=m (Introduction and identification of tools

and materials used in occupation).

Y. <T@RTEHT 9= (Introduction of Accounting)

Definition of Accounting

Basic terminologies used in accounting
Users of Accounting Information

Types of business and business activities
Ethics in accounting

® 20T

o g T anaaee
&. <@ ga T A a@e® (Accounting principles and practices)

Introduction to accounting principles and practices
Generally accepted accounting principles (GAAP)
Types of accounts

Basic accounting equations

Basic financial statements

® 20T

. /@ I% (Accounting cycle)

Introduction to accounting cycle

Overview of accounting cycle

Accounts, journals, ledgers and trial balance
General rules for debits and credits

Cash and accrual basis of accounting

® 20 To

G. @ YanT @ TIRH /3 Ee® Forms/ Formats used in Accounting

Cash Book

Bank Reconciliation

Petty Cash Log

Expenses Reimbursement Request

oo oo




Petty Cash Vouchers
Sales Invoice
Debit Note/Credit Note
Purchase Order/Purchase Requisition
Goods Receipt Note
Statement of Account
Stock Inventory Sheet
Sales Register Form

. Customer Ledger Form
Account Receivable Ledger
Bill Register Form
Supplier/Vendor Legder
Accounts Payable Ledger
Assets Tracking Template
Depreciation Form
Profit and Loss
Balance sheet
Cash Flow
Chart of Account
Journal Form
Ledger Form
Trial Balance

NS X$<ECo®»rQDOo33 AT 7@ ™0

AT (Duration): 109 ¥Uar
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qis & H\lsgvl : W GEET T TG Occupational Safety and Health

@R (Description): 78 HIETAHT YN AT T TAEL FFael ATELAH A T QUe® GHTELT TRYHT
ERl

AT YR (Module Outcome): T HIZT T WUUTe WTEATH T Safthd GLETH! GaaH! HRIEE
ST T, SARhIE AT SIS, SYH, WHA, B T ACERR GE GHEtE T T e
AR WL TATET-HAT JaH T 5 gia |

HE:

BT GRS 1T T (Maintain Personal hygiene)

TR LT IUBIT YINT T( Use Personal Protective Equipment) (PPE)
FHIATIAHT G =T T (Ensure Workplace safety)

AR T ITHHT qLea gﬁf%?r 9 (Ensure Tools and Equipment safety)
AN gFaTe L& T (Protect from Fire Hazard)

YT ITER 9 (Provide Basic First-aid Service)

e Mmox X W oPYo0

HUCTAR! hIEY cTACITIA TI%‘I(Manage Workplace Garbage)

qqg (Duration):a@%ﬁ%‘ ¥ HUET + TERING R "Il = Q& Tl

Te: A ASTAHT HUHT 9 T HTH Hed BRIEIA T HHES! THA TAISH gIad qeaTed TR Gadal
HATIRAT ATAYTE I HIAGEAT URTEAT T TS AlehTs; T Tl GHI SATIHT TS Alehg |

AL



Module: TTRTA LT T T4 (Occupational Safety and Health)
Task: 9 SURKITT YIRS HEF T (Maintain Personal hygiene)

o UK FLHFS HTIH TH:

ERIECRSIERIEY
FaRa 7@ g7 T AIER A e |

SRhTd OERE gEEedl

HYRTS
ke = (Task):

T wET o ar EeE R
BT W7 T |

Faffa 5 F1eT T |6 T |
AELIHA ATAR HU B, B
T s |

Y T FHT HIST 3 |
FHB! THA AICT Hod T AA
TR, gAEE  qur  gAad

TEAEE  WART T |
o I TFUTEH AW e |

A Td RIS H1IH T |

HA® (Standard):

o I AT Huia safhad
TLETS WISUE ATTHT
AT qEIEHT

° -@_{&:IT

JUTEE ATATTHT |

FW (Duration): YZT=a% 0.4 HUET + SAE@EINE 9.4 VST = 3.0 BT

H IORE (Steps) Fraqw  HE  TERT S | REtaq WRfEe .
(Terminal Performance (Related Technical
Objective) Knowledge)

o AEYTH WHHM i | HFEAT (Condition): B AEHTS:

o UREA T ATALAEAT

e HMUQTE

o TEHE TH AN
T aiieEdt
ufgaE T WENT
T SHBT

o gﬁ? (Grooming)

qEI=Ll ST

AR, ITHTT T TANEE (Tools, Equipment and Materials):

T AREETE =S WIS T WUETE FHISHET AR, ITHT T e

Y& AL (Safety Precautions):

o TF Tla, T BICATI, BT HICATIA, TIWTE! F=ArsT Sear & T |

o HTIEITA AT qAT HEH FaTd Haq g 1 |

9&



Module: TTRTA LT T T4 (Occupational Safety and Health)
Task: X =afthra AT SR YIRT | Use Personal Protective Equipment (PPE)

F9T (Duration): YETFd® 0.4 HUST + SA@RENGE q.¥ TSI = 3.0 HUGT

H IORE (Steps)

Fvaw B GFIEART Se¥d
(Terminal Performance
Objective)

TrEaq Wi A
(Related
Knowledge)

Technical

. HEIH BN o |
. EARKI GXEEE T |
3. I TET qlehUHT e TS
Y. T Y A e aiuer satha
AT JUH G 7 |
Y. ! YPid ATER e T4 79
METHAB! SRHTT AT IJTHLT FAH
Joeld TRTHT BT GREN IJTHEE
TART 7T |
%, o TEF IUH (Eye protectors)

Y. HIU (&b I9h T (Hearing
protectors)
. TEII-A (Respiratory protector)

Y. ggl &b I9SI (Foot protector)
g, ©ld {WHh IUHR L (Hand protector)
. TASHT EH IJIHLT (Head protector)
ER IR TEF HIST (Clothing protector)
& BB B ATAR HAA TAesdT T
SFRYd T |
©. HF U AU Uy TANT RS SARhTd
AT IJIHT TAT AHAEE AT T
FeTiT FaAT JUER 1 |
c. FHEUGHIET AR e |

AT (Condition):

o HIITIA

o TEAFYA UMHBI N
Fafda  eafha geem
SUFHTH Al T AIETS

Pk s (Task):

BT GEET ITHIT FANT

T

% (Standard):

o FUUAUREE HUFH GIAT
FEET WU |

o TURHIT FREN JUHRE
Farda == T AmETe
TR JART TGS

o W TAT  HWEUHIH
JUIEE AYAIET |

o HEEEEA AT
TRIUET |

2 7 O N L

I (PPE):

. ‘Tﬁ?l'q, W,tﬁ%ﬂ'ﬁ
T AUETE  SHINH
AT

o THSAH FREE

o TN T EATHEE

o SUHTH  TEAWTS
fafer

o TURHI VISR
fafer

AR, ITHTT T TANEE (Tools, Equipment and Materials):
Haraa safh T qRa ITHHT Foll T AURTE, Tl TAIGHET SARHIT G JTH

WW (Safety Precautions):

o T &I AEH FRFEE ST HRAURT AT SATE GFHAl FHUST T3 |
o HWAR A BTG BFRHEE FEd AAZ BITH! FIRT T |
o FHTUTIAAT QAT AT WEH TaTd A (e I |

qL



Module: JITRT LT T ¥ (Occupational Safety and Health)
Task: 3 HACIAR gan gﬁf%—cr T (Ensure Workplace Safety )
qH T (Duration):ﬂ'@Tﬁ?ﬁF 0.4 HUET + SUEEINE Q.4 ¥Uel= 3.0 HveT
FH TEE (Steps) A~ P GRS S | WEtga Wil W
(Terminal Performance | (Related Technical
Objective) Knowledge)
9.  AEYIH AHEN oI | HASGEAT (Condition): EARI el &
3. AEYIE AR, JUHTT T GHWEE | o B R REUL S
FHAT T | o  HUTIT [IET WUGTE | o BRI e
3. SARHId AR B e | Rk ®& (Task): R CUES
Y. HHEIT GLEAD! GHISAATEHT AN FIETAD] LT AT T | | o HREATAA TR A&
o HTITIST T TE (Neat & tidy) HA® (Standard): fafer
o HEEIAH! AT AT T Foell W | o BEEAA T WUETS | o AWK T AEiEES
(Non Silpery & Non-Oilly) HU&T rerT TRUT WIS Ih AT
ﬂﬁ%ﬁ| o [EN TA  HEATHID | o @Wﬁﬂaﬁqﬁw{
o FEETAHT TN RA  AREE SUIEE AIATUH] | WIANT T4 AEA
SARYT I e | o HUGFE e | o LA FEEHT G
o JUBBEEAS  AEIHAT  ATER | ARIUET| TN SR
AT W WA T | o FHU FEIETHT FHTH
o FLET T Gobol 7T GLET Fge® T WfeeaT A
Taer A T 9 qR T e | o gEaAT grERdl W
o FHEWT ¥ AFeNEH wAE  suEed HTTA STAH
wuT wRfE T
o FUEITH WUHI FHA T TN
el HeAEE  wEEad e
RarE T |
Y. WANT TRUHT AR GG IUHTT GEHT
T Fafla T qveRe T |
& HEEEET AN e |

3ﬁ?|'|'(, IYFHT T GHAEE (Tools, Equipment and Materials):
FHTHEIA LT WITE, HIETE TRIGHEHT HIHEIA FLEATH qHAEE

WW’F& (Safety Precautions):

FHTHCIAAT FeArorg g7 "adh qard qaq =g 7 |

qc



Module: JITRT LT T T4 (Occupational Safety and Health)
Task: ¥ @ISR T ITHITEH! IET AT T Ensure Tools and Equipment Safety )
qH T (Duration):ﬂ'@Tﬁ?ﬁF 0.4 HUET + SUEEINE Q.4 ¥Uel= 3.0 HveT
H IORE (Steps) Frqq B GERTR SN | gFad Wi W
(Terminal Performance | (Related Technical
Objective) Knowledge)
q. HAETAF TAHE *or | FSEAT (Condition): AR ST G
R, WEAYTH AWK, SURT X AEAEE | o wEE HE:
eper T | o ISR TN IUBIT G | o AR ITHLTEEH!
3. SAfhTd WLEETS BIIH e | AR LT AR
Y. AR a9 JUHTEE Fad wda-aen RRE & (Task): o AR AT ITHEE
TRuT gHEE T | AL FHBTIHT G YA | wa-aeae
Y. AR T YR GTETH! A T | e AWK T EfiEEs
A HA® (Standard): HISTT
o ANR qA JUHTEE AU HHG-| o AR qEl IUBLT GIET
TR TRGHT GHTET T | WIITS YANT TIRTH |
o T AEEAH WH AT A TN (o AWK T SIHEE
T BRIEGE HHI-FFAR
o T AT Wkl T AEYAE® 6 | TNGHT A TRUH! |
WUHT ITHEE A FANT T | o AWK TqA IUBTEE
o [ifE ®efer aft Suren s AN W&l WRET e
A FART T | AT JIIEE
o SUFTEEAS  AEATHA  ATAR AU |
LT W WA e | o HGEIET Ao
& VAN TRTH AR, SUET qAr| R
TEE WH W FEld e[
WISRIT T |
©. FHRERET ANE e |
Sﬁiﬂ'{, SIHTT T qHAEE (Tools, Equipment and Materials):
3ﬁ3ﬂ'{ AT YT JLEAT HIY:TS, TR YL&ET JURT (Personal Protective Equipment), EHIRIG)

FAH! AN ATELTF TF AR T JTHEE

WW’F& (Safety Precautions):

o AR JUHLEE YA &7 AqeHAE SR T @ |
o SURHIG G JUBIT (PPE) WANT A 71+ |
o HICIAAT AT a1 WEH I qaq [ug I |

1



Module: J2TRTd AT T ¥qeey (Occupational Safety and Health)
Task: ¥ ARTERI gHaNE L& T | (Provide Fire Safety)

AL T |

qA®  Yeaaie  gerdeeers
HIEUE TN STaEddT T |
W@rﬂr‘@rwmww °¢l°|(‘¢||1ﬁ|
HAX YFET JIHT FAN T AT
AT T AV T |

FARH AN BHRE Ao aar
[EANE TEhE® e A Wiae
e qo SAEAIT HUH! GHTEA
T

fgdT JuE qu dREE 6
AT ! GHATAT T |

FY I AT Ul AT
SUHEE a71 TRYHT A I |

Y. YN TRUHT AR, SURT  qT
e gwr T [ufba s

HUSTIT 1 |
Y. HRGFIET AN e |

o HUTIA

%W(Task):

AT EHaE LA T |

H% (Standard):

o NN qFa-dl FIET
[UETS  THIGE  egawdl
T |

o [EN T HEAGHIBT
TIIEE AIATTHT |

o FHHTHEET Anerg
qRAUH |

qH T (Duration):s\'@'lﬁﬁil'7 0.4 HUET + SAEEINE Q.4 "Uel= 3.0 HveT
FE TCEE Af~aH HE GEAETH LT | g WAt [
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)
q. HAEYTH AHB o | HSTEAT (Condition): AMEREE g @
R, AMEYIH AR SUHT AT AHEE | o AW WEEH  GUET | T
G T | TS . WER et
3. AW gae JRE T: o WX IEN  QUB JUHTEEH]  Wie=T
o ANEINT |Fa-Hl TEM WIS |  |AH q¥ardl ¥ | T WA

o NN GFaell GET
WIETE T IR
EEICEREIE]

o HIEUTHH WANT A
fafrer <@ 9fm,
THR T FART

3ﬁ?|'|'{, SIFHT T GHNEE (Tools, Equipment and Materials):
HR YFE SUHEE, TR YT T T T

WW’F& (Safety Precautions):
o TURHIA GLET STHLIT FART T |

Yeaaaeed JETdeeds sFaedd e AU T |

o AT IUFEE AAIAT AWANRT FAF WU ae g |

C



Module: J2TRTd AT T ¥qeey (Occupational Safety and Health)
Task: & WgHe® II=X 7| (Provide Basic First-aid Service)

quT (Duration):a'@'lﬁﬂag 9.0 HUAT + SATFLEINGE R.% BVl = 3.¥ TvaT
A S Ao T AR | ey W T
(Steps) E%??I (Terminal (Related Technical
Performance Objective) Knowledge)
9. ATAYTF BN o | ST (Condition): T ST
. AETIE AR, SUBLT qU GEieE GhAT | o WAWE IMER |« WREw, WEeH
T AT /ATIETE o WHRMH  TTER
3. WHEWHE IR TG A AREA T, WEE | o HRIEId &Y (First Aid
TMGTH Y AEAH  ARHId  GRET | o REeISE R Kity w1 T
TUFEE FINT T | Ffde = (Task): THEE
Y. WEF I AGAT TASIZORA B G067 T4 | | WERT WA TR | o WAHE IUER T
Y. FgdT aEqEdiel WA @Hl  AIEIT | T | fafer
FAEH A WEd: AW HUG AT HIEH! | WD (Standard): o HICHI/ESART
AET TR/ aTE s AT RS | ¢ TTR @, W
g, fomlfiarzae g Tomwr @ AaRw | Te/AErS EHED)
T3 | A BT | o TeTsil Wb
FICHI/HA[AC A TAHE ITIR o T TAT WEEHET o AT
o UM ARREH WY FEH/HAGAC WUHI | IJIIEE ATALH | (Fracture)
ANTATS T THA/HISIHN THIT = | | o HRGHREA  AWe@ o W e
. T AR Wy wR e | R iR
WS S T 2 e A g e )
— o M T WALMIEE

o FHICHI/AGAT AUHT ANTATE Fel qHI
TSP WGl W oA Ao =1 G
HICHT WUHT HICH! 92T AT HIST aT
T afed |

o WA A ABUARG TIIATS Tl arirel
[T T |

o THHIT §"|®|ld EEISE blld(’ﬂ'g t{@ﬁ‘_&ﬂ?ﬁ|

o AR T T AT AT TSI |

TSR WEHE STER

o USASIHI HRIT TAT TS |

o TS WU WRT Fraueb! W ATl qrirer
T |

1



Y ATEE
(Steps)

Ffraw H ™ gEIETR!
T (Terminal

Performance Objective)

geagq WirAtee® [
(Related Technical
Knowledge)

W TAST HUAT FEIAT TSTI |

T WG IR

FAFEIL AUHT TS stabilize T G
TYTTHT T |

ﬂﬁe‘QTﬁ AT ?jj%ﬂ'{ﬁ AU look warm water
o e |

IR HUHT AT BT (splinter) FTEA |
T HUHAT FEIAT TET3 |

TATET o7 [Fqer AbDID! WS ITAR

foferg e SAER a1 R gt
T

TAHHT TIFAT ook warm water < TRT
T

AT o8 ARl Clbdhl WU TT3als
AT g 90 g 4 e e |
Thah] WINTHT T8T are

oS sreaare weTs |

TR ATHTATE TAHE IR

Ferriies! eTiRAT FHRUFT FALT 9T Fobler
Ife Ser SfSAT WUHT Al HUSTd Bl
=T IR & |

Godl Bl WOb! SIIHT e |

AT T TRl WU SISHIdls @l W=al O0-
93 T WY I e |

AT WA WUl AU S T

el WUH! THCH ST T
HEATF T HAH A T TS |

o, AAIH qT TTARG! AN qood A

EATEST AEITAT T |

C. R UEAT WUAT ETEAal feERT T e
HRO FEdd Hahraar A 1 |

<. WANT TRUHT AR, ITHI F1 Grfies qhl
T FeTlT T WER T |

Q0. |ET W AIAT TAMSTZoRT BT T T |




w1 T v B W | e W T
(Steps) E%?T[ (Terminal (Related Technical
Performance Objective) Knowledge)
9. FRAGFET AW T |
3ﬁ7’|'|'{, IIHT T GHAEE (Tools, Equipment and Materials):
o TR GLET JUR T (Personal Protective Equipment), WS ITER 6T (First Aid Kit)

o WHUNE ITER FATIAA/AIIETE,

WWW?[ (Safety Precautions):
o HTEd A1 foREET ARAR T g Al

o AURIEE SEWE FANT T, Terol WUl WRTHT e |
o H, HIF UIEH FHiE TEG AT/ ASHHT AT, F&e, HITAT HUEE G TR T 8ledl T
o TAEET GEATAT W | ATEHT B A€q W AR G dtEr 9T | WG B

N .
d*l‘:IlgDI(’*d TATEL] FEATT S |




Module: J2TRTd G ¥ Tareed( Occupational Safety and Health)
Task: © HTIAEIAR] B Elﬁal SIEEITIT T | (Manage Workplace Garbage)

F9T (Duration): YETFdd 0.4 HUST + SAERENGE 2.0 HUST = .Y HUET

H ICORE (Steps)

FFaH P TR I

FEaq  WiEaee W\

(Terminal Performance | (Related Technical
Objective) Knowledge)
ATEAYTE BT o | FEAT (Condition): FIETHTT STATT:

AEAIH AR, SUBWT q aeiies
T T |

. AEAIE ARHAT AT IIHTEE FART
T
. FfEgeEe FEdT BletHed! dR=T T
AR, TaAE, AaE T Ae®, B
TARTHT <ATS (Recycle TFf) qip, T
T T BIECHA Gears |

. I TN TS A hlelHerers
TANTHT <13+ A9al  g¥af-uad SIS AT
Fad gar T gersH |

. yoAeeliel qdr EiRE  hECHeTeTs
LT USRI GqH g HT qe
EEIEE IR e T I LR L |
W kel A I qUAr qEEad
TEAT e gar T 9ers |

. AR eI WEHAT  FraH
TAFHHT T FENET TAT STAEATIT I |
. WANT TRUHT AR, JUHT a9 ArhieE
FRT qAT [ W | e
HUSRIT 1 |

. WA U A9 AR Bl T
T

qo. ®HEgHET Afiag e |

o HIETHA FET
RIEEAS]

o HIATIA
Pk s (Task):
EARIREE
ST T

Freien

A% (Standard):
HUETS AT |
o [ET T WELHIH

TUIEE AU |

eI

o Ui
o UREM, YBR T 9
o TN®RF, THEMNE,

EICeCE T
ALY eI
HEHAT oA
fater

¢ 3R’s Principal

o THIETHA AT
1 O S I
Nyl

o AR EECRl
e T urEE

o YUE T WATHEE

3ﬁ?|'|'{, IYFHT T GHAEE (Tools, Equipment and Materials):

ST Y& IURIT (Personal Protective Equipment), handling tools, waste collection containers,
safe area allocated to dispose, RIECHe AT WIIITE, HIETHAT TEA-ET Feiferd HII

WWHI‘-?[ (Safety Precautions):

gsaaTefel T BHENS HIEHE STaERirar ol Gigd 84 |

R¥




glg & WSTA 3

(Prepare books of account)

Re



gug ﬁ%@l}f 2: Prepare books of account

&= (Description): a8 WE-AISAEH chart of account TR T , GgdR FRIIAEE &9 I (Verify
supporting document for preparing books of account), ‘3ﬁ?l'{ TR T (Prepare vouchers) ¥, TR
HeTd% @1 TR 9 (Prepare ledger and subsidiary books) HTHEET Frafad AT HIg® oI
TRTH |

ST IRUTH (Module Outcome): I8 HIEIH TN WU WRTETHEE AT chart of account TR
T, e BRTAAEE LN el (Verify supporting document) T STy TAR T (Prepare vouchers) T
O T GEde @1l 9 T (Prepare ledger and subsidiary books) TH T T @?ﬁ[l

FEEE:

1. Prepare chart of account

2. Verify supporting documents for preparing books of account

3. Prepare vouchers

4. Prepare ledger and subsidiary books

F9T (Duration): TZTd® 30 HUET + SAEEIRE 80 HUET= 300 HET

&



T €I (Module): 3. Prepare books of account

Ay = (Task): 1. Prepare chart of accounts

FAT (Duration): TZTFaF < HUAT + SAEENE 4.0 BT = Y& HUaT
FY TCEE AfraR FEGIRT SeYAee | GeEad WiaEd
(Steps) (Terminal Performance T (Related
Objective) Technical
Knowledge)
1. ldentify the Nature of business Condition: ¢ Identification
2. ldentify transaction of business Format for chart of account of business
3. ldentify revenue and capital items group
4. Identify income and Expenses heads Task: e Classification
5. Identify Asset, Liabilities and Equity | Prepare chart of accounts of assets,
heads liabilities and
6. Classify income/expenditure/asset/ equity
liabilities/equity based on step 1 to 5. Standard: e Classification
e Business transaction is of  income
identified. and
o Asset, Liabilities and Equity expenditure
heads is classified
e Income and expenditure
heads is identified.
e Chart of accounts is prepared
without overwriting

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet ,Format of Chart of Account.

Safety Precautions:



q €T (Module): 3. Prepare books of account

[y w (Task): 2. Verify supporting documents for preparing books of account

HHT (Duration): qga® © HUaT + o FEIH ¥ O "uIaT= ¥\ |var
FE TORE HiraW PRGHIRT ILIIGT T Wiete® A
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

1. Collect documents

on content.
3. Verify the authenticity
completeness of a
checking document features.
Extract relevant information.

No o~

numbers.
8. Record performance appraisal.

2. Identify the document type based

document

Verify relevant authority's approval.
Check quality throughout step 3 to 5.
Verify against assigned document

Condition:
Sample formats for supporting
documents.

Task:
Verify supporting documents for
preparing books of account

Standard:

e Document type is identified
based on document content

e Compliance authority's is
verified.

e Qualitative and  quantitative
accuracy of the documents
collected is verified.

Types of documents
Document features
Authenticity and
completeness of a
document (such as

stamps, tracks,
holograms,
letterings, or other

security features, and
automatically
approves the
document).

Quality control
checks on the
documents

(Tools, Equipment and Materials):

Pen, Plain Paper, Work sheet, Sample formats for supporting documents.

Safety Precautions:

T



q €T (Module): 3. Prepare books of account

Ay (Task): 3. Prepare vouchers

TEA (Duration): YZT+d® & HUST + SAERENGE Y OHTS = Yo HUST
F TOEE HH PRIGFIET Sevdee | Geed Wiere
(Steps) (Terminal Performance T (Related
Objective) Technical
Knowledge)
1. Verify the supporting documents Condition: o Classification
2. Approve the supporting documents Sample formats for various of account
3. Select the type of voucher to be prepared | vouchers. heads
for the transaction. .
4. Prepare Cash Payment Voucher Task: * Rules of _deb't
5. Prepare Bank Payment Voucher Prepare vouchers and C_“?d't.
6. Prepare Cash Receipt Voucher * Classification
7. Prepare Bank Receipt Voucher Standard: of accounts
8. Prepare Contra Voucher e Supporting documents are | * Types of
9. Prepare Purchase Voucher verified in respect of date, Youc.:her and
10. Prepare Sales Voucher amount, nature of transactions | 'MVOICeS
11. Prepare Journal Voucher etc. ¢ Use of credit
12. Prepare Sales Return Voucher e Supporting  documents  are and debit note
13. Prepare Purchase Return Voucher approved by an appropriate
14. Keep respective vouchers in file authority.
¢ Right type of voucher is selected
for the transaction
o Different types of vouchers are
correctly prepared.

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet

Safety Precautions:


https://www.letslearnaccounting.com/receipt/
https://www.letslearnaccounting.com/receipt-voucher/
https://www.letslearnaccounting.com/contra-voucher/
https://www.letslearnaccounting.com/purchase/
https://www.letslearnaccounting.com/journal-voucher/
https://www.letslearnaccounting.com/sales-return-voucher/
https://www.letslearnaccounting.com/purchase-return-voucher/
https://www.letslearnaccounting.com/account-heads/
https://www.letslearnaccounting.com/account-heads/
https://www.letslearnaccounting.com/rules-of-debit-and-credit/
https://www.letslearnaccounting.com/rules-of-debit-and-credit/
https://www.letslearnaccounting.com/classification-of-accounts/
https://www.letslearnaccounting.com/classification-of-accounts/
https://www.letslearnaccounting.com/payment-voucher/
https://www.letslearnaccounting.com/payment-voucher/
https://www.letslearnaccounting.com/debit-note/

q €T (Module): 3. Prepare books of account

Ay Hd (Task): 4. Prepare ledger and subsidiary books

T (Duration): YETFd® & HUST + ARG ¥O HUST= YO HUST
P TOEE AaH HEGFIRT SLXACE FHErgd WiAe® AT
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

1. Post transactions from journal to | Condition:
respective ledger account. Sample format for various ledgers
2. Postthe page number for a journal | and subsidiary books.
entry on the ledger account’s folio
column. Task:
3. Separate debit and credit amount. | Prepare ledger and subsidiary
4. Find the difference between debit | books
and credit and balance the
account. Standard:

5. Prepare Cash Book e ledger account is drawn.

6. Prepare Petty Cash Book e From journal to respective
7. Prepare Purchases Book ledger account is posted

8. Prepare Purchase Returns Book | « Different subsidiary books is
9. Prepare Sales Book prepared.

10. Prepare Sales Returns Book e From subsidiary books to
11. Prepare Receivable Book respective ledger account is
12. Prepare Payable Book posted

13. Prepare Journal Proper
14. Prepare Sales Day Book
15. Prepare Purchase Day Book

¢ Rules of debit and credit
e Types of subsidiary
books

(Tools, Equipment and Materials):

Pen, Plain Paper, Work sheet, Sample format for various ledgers and subsidiary books.

Safety Precautions

3C


https://www.letslearnaccounting.com/rules-of-debit-and-credit/
https://www.letslearnaccounting.com/payment-voucher/
https://www.letslearnaccounting.com/payment-voucher/

g & AT ¥
(Plan, Prepare and Track Budget)

B



gig & ﬁ%@l}f ¥: Plan, Prepare and track budget

ﬁﬂ'(“T(Description): T FI-T EREA S TS, AN T T T (Plan budget, Prepare budget
and Track budget) FTHEEIT TFAFUT A T YUEE AL TRUHT T |

budget, Prepare budget and Track budget)‘TFf qaH @?ﬁ[l

AT IRIH (Module Outcome): TH HISTA T HUU(Y ANEATHEE Toie AL TAMN T A (Plan

e
1. Plan budget

2. Prepare budget
3. Track budget

FHY (Duration): YZTd® 90 EUIT + SRR YO TSI = YO HUGT




q €T (Module): ¥. Prepare, plan and track budget

ffée @ (Task): 1. Plan budget

g1 (Duration):ﬂ'@%@‘ ¥ TSl + SUERINE & ®UeT= 0 "l
F TEE AR HETRT STTIEe T Wit A=
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)
1. ldentify the Nature of Business Condition: Information about
2. ldentify the Business Transaction | Manual for planning budgets. previous Year Budget
3. ldentify the previous year budget Period for preparing
4. |dentify the period for which the | Task: budget
budget is to be prepared Plan Budget Classification of
5. Classify budget according to the budget according to
nature of transaction Standard: its nature of
6. ldentify transaction to be recorded | ¢  Nature of business is transaction

while preparing budget

identified.

e Business transaction is
identified

e the period for which the
budget is to be prepared is
identified

e Budget according to the
nature of transaction is
classified.

e Transaction to be recorded is
identified while preparing
budget

Identification of
transaction to be
recorded while
preparing budget

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Manual for planning budgets.

Safety Precautions:




q €T (Module): ¥. Prepare, plan and track budget

Ay (Task): 2. Prepare budget

YT (Duration): FZT+a% 3 HUET+ U@ 4R HUET= §Y HUaT
P IRE afvaw wETFIRT STYIEe FeEad Wate®
(Steps) (Terminal Performance T (Related
Objective) Technical
Knowledge)

Identify the Nature of Business
Identify the revenue nature of
transaction to be carried out during the
year

Identify the capital nature of
transaction to be carried out during the
year

Identity the sources and uses of fund
during the year

Identify the new business plan
proposed during the year and its fund
requirement

Condition:
Sample format for budget
preparation.

Task:
Prepare Budget

Standard:

e Revenue and capital nature
of transaction is identified.

e  Sources and utilization of
fund during the year is
identified.

e New business plan proposed
for the year and its fund
requirement is identified.

Identification of
revenue and
capital nature
of transaction
during the year
Identification of
sources and
utilization of
fund during the
year
Identification of
new business
plan proposed
for the year
and its fund
requirement

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Sample format for budget preparation.

Safety Precautions:

EX



q €< (Module): ¥. Prepare, plan and track budget

Ay w (Task): 3. Track budget

FHT (Duration): Agia® 3 BT+ ARG 93 BUAT= q¥ e
B TAOEE A HAGIET ILTIGE Freq Wiafee
(Steps) (Terminal Performance T (Related
Objective) Technical
Knowledge)
1. Identify the Nature of Business Condition: Identification

2. ldentify the budget prepared for the year | Sample format for tracking
either revenue or capital nature budget.
transaction

3. ldentify the actual transaction during the | Task:
year Track Budget

4. Compare the actual transaction with the
budget and compute the variance Standard:
thereon e Budget prepared for the year

Report to the management regarding the
major variance identified
Control the expenses if it exceeds the

for revenue and capital nature
of transaction is identified.
Actual transaction during the

budgeted figure year is identified.
e Major variance identified is

reported to the management.

of budget
prepared for
the year for
revenue and
capital
nature of
transaction
Identification
of actual
transaction
during the
year
Reporting to
management
regarding the
major
variance
identified
Controlling
the
expenses if it
exceeds the
budgeted
figure

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Sample format for tracking budget

Safety Precautions:

B



U & HisgA ¥

(Process Payroll)

B



e & ﬁ%@l}f ¥: Process payroll

ICELUI (Description): I9 w—ﬁ@gw FHHATNEGHT AN AT T(Collect employee record ), REED
A TR T (Prepare salary sheet) T dda (ﬂfb"l'rﬁ ERAT IS TS (Process salary payment)
FTEET qrAfFad T4 T G AT TRUHT A |

ﬁ%ﬂ? 9RO (Module Outcome): I/ AT T HUURY HHANIGEH! AWe@ FFAT T (Collect
employee record), T 9MT TR T (Prepare salary sheet) T T@@ {HIAl UHHAT ST @IS
(Process salary payment) ST&dl TH T I 9EH :@?ﬁ[l

HE:

1. Collect employee record

2. Prepare salary sheet
3. Process salary payment

T (Duration): 4Z1a% 0 BT + SUERINGE YO TSI = Y0 HaT

3



ﬁ%ﬂji (Module): L. Process payroll

Ay w (Task): 1. Collect Employee Record

T (Duration): YETd® 3 BT + SATERINGE 12 HUST= 15 HUET
F TEE F~TH HEGTIET SeALE | FSga WA W
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)
1. Collect payroll policy Condition: e Overview of PF,
2. Compliance with all relevant laws. Attendance sheet, CIT and Tax Laws
3. Gather Employee Information employee’s file.
(Permanent, Temporary, CTC,
Contribution to CIT). Task:
4. Establish a time tracking system. Collect Employee Record
5. Collect employee timesheet.
6. Calculate working days. Standard:
o  Employee details is
identified.
e Paid leave and unpaid
leave are calculated.

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Laptop, Attendance sheet, employee’s file.

Safety Precautions:

3C



ﬁ%ﬂji (Module): ¥. Process payroll

Ay (Task): 2. Prepare Salary Sheet

qag (Duration):ﬂ'@%@‘ 3 UUCT + SATEEINE 12 "vel= 15 HUCl
P TOEE A PRIGFIET Sedee | Gveli-ad Waree s
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

1. ldentify payroll system( Manual,

Software)

Validate collected information.
Create salary breakdown.
Calculate PF/SSF, CIT deduction.
Calculate Income Tax and TDS.
Ensure statutory and non-statutory
compliance.

o0k oenN

Condition:
Sample format for salary
sheet.

Task:
Prepare Salary Sheet

Standard:

e Salary breakdown is
identified.

e tatutory and non-
statutory requirements is
complied.

e Income tax and TDS is
correctly calculated.

e Overview of

PF/SSF, CIT and
Tax Laws

e Income Tax

Calculation

(Tools, Equipment and Materials):

Pen, Plain Paper, Work sheet, Laptop, Sample format for salary sheet.

Safety Precautions:

R



ﬁ%ﬂji (Module): £. Process payroll

e wE (Task): 3. Process Salary Payment

6. Record performance appraisal.

Standard:

e  Salary to appropriate
employee is credited.

e Recording entries is correctly
passed.

T (Duration): YETFd® 4 T + SATERINGE 16 HUST= 20 HUET
F TEE Afraw TR SLYIET T Wit A=
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)
1. Set-up direct or manual deposit Condition: Introduction of direct
2. Get approval and submit employee | Sample format for salary payment and manual payment
payroll confirmation. system.
3. Report payroll records Process of payrol
4. Update payroll records Task: records
5. Handle/resolve salary queries from | Process Payroll
employees

(Tools, Equipment and Materials):

Pen, Plain Paper, Work sheet, Laptop, Sample format for salary payment confirmation.

Safety Precautions:

¥C



g & HIA &

(Maintain Asset Records)



g ﬁ%@l}f &: Maintain asset records

ﬁﬂ'(“T(Description): aqq W-ﬁ@ﬂwﬁw{ TEIAIHT A BT T (Maintain fixed asset records,
ﬁrﬁwﬁ A W (Maintain inventory records), JraTHiRT A FEH W (Maintain
receivable ), & #ARR@ HTAH T (Maintain cash in hand records ), 5% AISE ATWerE HH TH
(Maintain cash at bank records ), 1A #f¥ei@ 1| TW (Maintain advance records) T 37 TFIfdahT
Ao HIH T (Maintain other asset records) FRIEENT TFI-ad T T Y98 GHIGLT TRUHT
ERU

eI IRITH (Module Outcome): I AT T HUT(g ARTamdie® WS [R9 TFadid! Afierg
HEH T (Maintain fixed asset records, jﬂﬁ'ﬁiﬁ At @ (Maintain inventory records),
AEET AR HEH TW (Maintain receivable ), g W@ w190 TW (Maintain cash in hand
records), FHAE AE B T (Maintain cash at bank records ), sIUM #f¥er@ HTIH TW
(Maintain advance records) T #= T¥fdah! AMNTE HIW T (Maintain other asset records ) ST

FIEE T AEH GG

HTE:

Maintain fixed asset records
Maintain inventory records
Maintain receivable

Maintain cash in hand records
Maintain cash at bank records
Maintain advance records
Maintain other asset records

Nookrowdb~

¥ (Duration): YZT+a% <0 HUET + SUEEINE G¥ Tel= §0Y TS




q €T (Module): &. Maintain asset records

Ay Hd (Task): 1. Maintain fixed asset records

THT (Duration): TETwaF 2 HUET + SAE@ENE 4R TUeT= Y =Gl
FH TCEE AW PRGHET SLYAEC | TFEEd Wi [
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)
1. ldentify the Nature of fixed assets Condition:
2. ldentify transaction of business Sample format for fixed e C(Classification of
3. ldentify uses of fixed assets assets register. fixed assets
4. Prepare Fixed Assets register Task: tangible and
5. Conduct physical verification Maintain fixed asset records intangible
6. Identify useful life of the assets e Classification of
7. Classify fixed assets in the nature of its Standard: fixed assets

used based on Accounting Standard
(Management's View) & as per Income
Tax Act

o Fixed assets as tangible
and intangible is
classified.

8. ldentify transaction to be recorded for e Fixed assets is
fixed assets classified as depreciable
9. Calculate depreciation and non-depreciable

e Useful life of the assets
is identified.

e Transactions for fixed
assets is recorded.

depreciable and
non-depreciable

e [ntroduction to

Identification of
transaction to be
recorded for fixed
assets

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Sample format for fixed assets register.

Safety Precautions:



q €T (Module): &. Maintain asset records

e wE (Task): 2. Maintain inventory records

AT (Duration): TETwaF 3 TG + SA@ENGE 4R TUeT= % =T
F TEE AR HETRT STTIEe T Wit A=
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)
1. Identify the nature of inventory Condition: Group identification
2. ldentify transaction of business Sample format for inventory according to its
3. Classify periodic and perpetual register. movements
system of inventory valuation Task: Classification of
4. Identify cost of goods sold Maintain inventory records inventory as raw
5. ldentify uses of inventory material, work in
6. Identify useful life of the Inventory | Standard: progress and finished
7. ldentify the valuation method to e Inventory as slow moving, fast goods
be used moving and non moving is Identification of
8. Classify Inventory in the nature of classified. transaction to be
its movement e Inventory as raw material, recorded for
9. Identify the process of inventory work in progress and finished Inventory
movement goods is classified.
10. Carryout physical verification e Valuation method to be used
11. Identify transaction to be is identified.
recorded for Inventory e Inventory turnover ratio is
12. Identify Inventory turnover ratio identified.

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Sample format for inventory register.

Safety Precautions:




q €T (Module): &. Maintain asset records

fMf¢® @ (Task): 3. Maintain receivables

YT (Duration): FZT+a% 3 HUET+ U@ 4R HUET= Y HUaT
P TOEE AW PRI SLIIRT FHErgd WiAe® AT
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

Identify the Nature of Receivables
Classify Accounts Receivable &
Notes Receivable

Identify transaction of business
Identify the trade receivables and
other receivables

Identify due date of receivables
Identify Bad debts and Aging
receivable

Identify the receivables in the
nature of its recoverability
Identify transaction to be
recorded for receivables

Identify accounts receivable
turnover ratio

Condition:

Sample format for recivable.
Task:

Maintain receivables

Standard:

o Receivables according to its
recoverability is classified.

e Receivables into trade and

other receivables is classified.

e Transactions for receivables
is recorded.

e Accounts receivable turnover
ratio is calculated.

Group identification of
receivables according
to its recoverability
Classification of
receivables into trade
and other receivables
Method of
identification of
transaction to be
recorded for
receivables
Calculation of
receivables ratio

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Sample format for recivable.

Safety Precautions:




ﬁ%ﬂji (Module): &. Maintain asset records

Ay Hd (Task): 4. Maintain cash in hand records

e Recorded transactions for
cash receipt and payment

e Controlled and verified on
Cash receipts and
disbursement

e Performance appraisal is
recorded.

THT (Duration): TET+aF 3 HUET + SAEENGE 4R TUeT= % =Gl
F TEE Afraw TR SLYIET TEefaa WffE® Je
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)
1. ldentify the Nature of Cash in hand | Condition: Classification of cash
2. ldentify transaction of business Sample format for cash register. into petty cash and
3. ldentify the pretty cash balance other cash
and other cash balance Task: Identification of cash
4. |dentify cash inflow and out flow Maintain cash in hand records inflow and outflow
transactions transaction
5. ldentify transaction to be recorded | Standard: Identification of
for cash receipt and payment e Cash into petty cash and transaction to be
6. Control and verify on Cash other cash is classified. recorded for cash
receipts and disbursement ¢ Identified cash inflow and receipt and payment
(Internal Control) cash outflow transaction

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Sample format for cash register

Safety Precautions:




q €T (Module): &. Maintain asset records

Ay Hd (Task): 5. Maintain cash at bank records

YT (Duration): FZT+a% 3 HUET+ U@ 4R HUET= Y HUaT
P TEE A PRGFIET SLIIRT geargq WirATee® [
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

Classify the Nature of Cash at
Bank

Identify transaction of business
Identify the bank reconciliation
transaction

Identify cash and cheque
deposited at bank

Identify online Banking Payment
model

Identify transaction to be
recorded for bank deposit and
withdraw

Collect balance conformation
certificate

Condition:
Sample format for bank register.

Task:
Maintain cash at bank records

Standard:
e Nature of cash at bank is
classified.

e Bank reconciliation
transaction is identified.

e Cash and cheque deposit at
bank is identified.

e transactions for bank deposit
and withdraw is recorded

Classification of
nature of cash at
bank
Identification of
a. bank
reconciliation
transaction.
b.cash and cheque
deposited at bank
c.bank deposit and
withdraw

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Sample format for bank register.

Safety Precautions:



q €T (Module): &. Maintain asset records

Ay Hd (Task): 6. Maintain advance records

YT (Duration): FZT+a% 3 HUET+ U@ 4R HUET= Y HUaT
P TOEE AW PRI SLIIRT FHErgd WiAe® AT
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

1. Classify the Nature of advance in
short term and long term

2. ldentify various types of advance
and settlement procedure

3. ldentify transaction of business

4. Identify the advance according to
its recoverability

5. ldentify due date of receivables

6. ldentify transaction to be recorded
for advance provided

Condition:
Sample format for advances.

Task:
Maintain advance records

Standard:

e Advance in short term
and long term is
classified.

e Advance according to its
recoverability is identified.

e Transactions for advance
provided is recorded.

Classification of advance
in short term and long
term
Identification of
a. advance according to
its recoverability
b. due date of
receivables
c. transaction to be
recorded for advance
provided

(Tools, Equipment and Materials):

Pen, Plain Paper, Work sheet, Sample format for advances

Safety Precautions:




q €T (Module): &. Maintain asset records

Ay Hd (Task): 7. Maintain other asset records

2. ldentify cutoff period
3. ldentify transaction of business Task:

4. |dentify the other assets Maintain other asset records
according to its recoverability
5. ldentify transaction to be Standard:
recorded for other assets e Nature of other assets is
classified.

e Other assets according to
its recoverability is
identified.

e Transactions for other
assets is recorded.

TEI (Duration): ¥ZI-dF 3 TSI+ AEENNE 93 ®VET= qY ©UA
P TEE AR FRIGFIET SLYIRT g WAt [
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)
1. Classify the Nature of other Condition: e Classification of
assets Sample format for other assets. nature of other

assets
Identification of
a. other assets
according to its
recoverability
b. transaction to be
recorded for other
assets

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Sample format for other assets

Safety Precautions:




TIg % HisTA ©

(Maintain Liabilities Records)

e



g ﬁ%@l}f ©: Maintain liabilities records

FEad A T HIeE FHIEE RS G|

@7 (Description): T8 Fa-HISTH % HI ACr@ HEA TA (Maintain bank loan records ), 37
FIT ANTE HIH W@ (Maintain other loan records ), Tca®! A @A TW (Maintain account
payable records) T 37T T Rrcagea! Aferd @ T (Maintain other liabilities records) A&

ﬁ%ﬂ? Rt (Module Outcome): J9 9 sddl EES HOT AN HEE T (Maintain bank loan

records), &0 U7 AfMT@ HEW T@ (Maintain other loan records), ITRica®! AN HTH TH

(Maintain account payable records) T =g TRCA®®T AT HIH TA (Maintain other liabilities
records) Ll HTH T G&H gg |

HHEE:

1. Maintain bank loan records

2. Maintain other than Bank loan records

3. Maintain account payable records

4. Maintain other liabilities records

T (Duration): JE1+a% 0 HUET + @RI ¥ HUeT= 0¥ HUET

8|



q €T (Module): 8. Maintain liabilities records

Ay Hd (Task): 1. Maintain bank loan records

THT (Duration): TETwaF ¥ HUET + SAE@ENG ¥ 0T = I HUAT
P TEE A PRGFIET SLIIRT geargq WirATee® [
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

1. Classify the nature of bank loan

2. ldentify transaction of business

3. ldentify the interest rate and
principal amount of bank loan

4. ldentify recording of bank loan
transactions

Condition:
Sample format for bank loans.

Task:
Maintain bank loan records .

Standard:
e Nature of bank loan is
classified.

e Interest and principal
amount of bank loan is
identified.

e Bank loan transaction is
recorded.

e Classification of
nature of bank
loan

Identification of

e interest and principal
amount of bank loan

e recording of bank loan
transactions

(Tools, Equipment and Materials):

Pen, Plain Paper, Work sheet, Sample format for bank loans.

Safety Precautions:



q €T (Module): 8. Maintain liabilities records

Ay Hd (Task): 2. Maintain other than Bank loan records

principal amount of other loan
5. Identify recording of other loan
transactions

Maintain other than Bank loan
records

Standard:
e Nature of other loan is
classified.

e Interest and principal
amount of other loan is
identified.

e Other loan transaction is
recorded.

TEI (Duration): ¥ZI-dF Y TSI+ SAEEINE 0 HUST= Y T

P TEE AR FRIGFIET SLYIRT g WAt [

(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

1. Classify the nature of other loan | Condition: e Classification of
2. ldentify transaction of business Sample format for other loan. nature of other
3. Obtain contract for other loan loan
4. |dentify the interest rate and Task: e Identification of

interest and
principal amount
of other loan

e Identification of
recording of other
loan transactions

(Tools, Equipment and Materials):

Pen, Plain Paper, Work sheet, Sample format for other loan.

Safety Precautions:




q €T (Module): 8. Maintain liabilities records

Ay Hd (Task): 3. Maintain account payable records

T (Duration): YETFd® Y ST + ARG 0 HUST= Y TS
P ATEE Arqw HETIET SLYIET T Wiatee® A
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

Identify the Nature of Payables
Identify transaction of business
Identify the trade payables and
other receivables

Identify due date of payables
Identify the payables in the
nature of its outstanding
Identify transaction to be
recorded for payables

Condition:
Sample format for account
payables.

Task:
Maintain account payable
records

Standard:
e Business transaction is
identified.

e Payables according to
its recoverability is
classified.

e Payables into trade and
other payables is
classified.

¢ Recorded transactions

of payables is recorded.

e Group
identification of
payables
according to its
outstanding

e Classification of
payables into trade
and other payables

¢ I|dentification of
transaction to be
recorded for
payables

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Sample format for account payables.

Safety Precautions:

Ly



q €T (Module): 8. Maintain liabilities records

Ay Hd (Task): 4. Maintain liabilities records

recorded for other liability

account payable records

Standard:
e Business transaction is
identified.
e Nature of other liabilities
is classified.

e  Other liabilities
according to its
outstanding is identified.

e Transactions for other
liabilities is recorded.

THT (Duration): TETwaF ¥ HUET + SAE@ENGE 0 TUST= Y, HUAT
H TEE A FRITFITET SRYIEe Tl Wil [
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)
Classify the Nature of other Condition:
liability Sample format for other e Classification of
Identify transaction of business | liabilities. nature of other
Identify the other liabilities liability
according to its recoverability Task: e Identification of
Identify the transaction to be Maintain liability other than other liability

according to its
outstanding

e Identification of the
transaction to be
recorded for other
liability

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Sample format for other liabilities.

Safety Precautions:

Q2



g % AisIA &

(Comply tax and other legal requirements)

L&



gig & ﬁ%@l}f T: Comply tax and other legal requirements

@RT (Description): T8 TI-ASTAAT AAFHT HIIAHT I T (Comply with income tax laws ), VAT,
R BT T Ao BIIAhl el T Tqu(CompIy with VAT, custom laws and excise laws ), &¥I1
‘cb‘l’*ijﬁ qrerT T (Comply company laws), 3T~ U] BIITeEDl el RiE] (Comply with other
domestic laws) T PFM YUIell Q@s 19 (Operate PFM System-RMIS, E-GP, TSA, CGas, PAMS,
SUTRA, LMBIS) &I qraf-ad 719 T HUe® TH1EeT TRUHT FH |

eI IRIIH (Module Outcome): IH HISTA TN WU ART&MAE® ATHT HIIAH! AT T (Comply
with income tax laws ), VAT, W8 FTF T A=q:{edh HIIAH] T T(Comply with VAT, custom laws

and excise laws(, ¥l EZSGERINEL TIgf(CompIy company laws), AT UL BIIAeERl UTeAT ™
JComply with other domestic laws( T PFM JuTTeit AT T )JOperate PFM System-RMIS, E-GP, TSA,
CGas, PAMS, SUTRA, LMBIS) % T+ H&H gIg |

FEEE:

Comply with income tax laws

Comply with VAT, custom laws and excise laws

Comply with company laws

Comply with other domestic laws

Operate PFM System (RMIS, E-GP, TSA, CGas, PAMS, SUTRA, LMBIS)

KXW L

99T (Duration): YZTd® 0 HUST + SAEEIRE &0 HUET= 00 HUaT




q €I (Module): &. Comply tax and other legal requirements

Ay Hd (Task): 1. Comply with income tax law

T (Duration): YETFd® ¥ ST + SA@ERSE 0 HUST= ¥ TS
BE TEE Ff~aw PEEFIET IR RS ReRRIE e )
(Steps) (Terminal Performance Objective) (Related Technical

Knowledge)

. Identify nature of business:

. |ldentify applicable income
tax rate and TDS rate

. Deposit installment tax as
per law

. Verify TDS deduction,
deposit & ETDS within
timeframe.

. Calculate the tax amount
based on applicable rate for
concerned period
considering the applicable
laws.

. Pay and file the periodic
advance income tax to
concerned authority within
the deadline prescribed by
Income tax law.

. Calculate deferred tax
(income, expense, assets or
liabilities) to be presented in
FS.

. Prepare the documents for
annual tax audit and present
it when necessary

. Fill the income tax return

Condition:
Relevant formats regarding income
tax laws.

Task:

Comply with Income Tax Law

Standard:

Applicable Income Tax Rate
TDS rate are identified.
Installment Tax as per law is
deposited

TDS deduction, deposit & ET|
within timeframe are verified.
Tax amount based on applic
rate for concerned period
considering the applicable la
is calculated.

Periodic advance income tax
concerned authority within th
deadline prescribed by incon
tax law is paid and filed
Income Tax return is filled.

Identification of Tax
Rate timing of
deduction, payment
and filing, forms,
procedure
Instalment Tax
payment system
and Advance Tax
TDS deduction,
deposit & ETDS
verification tools
Tax return filling
system

Y



T €< (Module): &. Comply tax and other legal requirements

[y w (Task): 2. Comply with VAT, custom and excise law

FHT (Duration): AgTa® ¥ Vel + ARG R0 BUET= Y HUET
HA TEE AT FAGET ILITE [ Wiatee® T
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

VAT Condition: e Taxable and VAT
Verify whether the entity Relevant formats regarding exempt product
is registered on VAT or VAT ,customs and excise laws. e VAT Act ,VAT Rules
not. directive and Circular

Prepare Purchase & Sales
Register based on invoices /
other relevant documents .
Submit VAT return on
periodical basis.

Verify the sum of Purchase,
Sales & VAT figure with IRD
portal

Prepare purchase, Sales and
VAT reconciliation if required.
Calculate/Verify VAT
adjustment of any information
that left out or correction
needed.

Collect and record VAT related
information

CUSTOMS LAWS

Ensure the appropriate
Harmonic code of goods being
imported

Ensure that all information, fact
and figures that obtain are true
and correct in line with the LC
and other relevant documents
Obtain Proforma invoice,
Commercial invoices &
Pragyan Patra, bank
documents, custom
documents, transport
documents, LC documents,
clearing agent documents,
custom tariff, Freight,
Insurance and other relevant
documents .

EXCISE LAWS

Ensure that company has to
be registered on excise or not.

Task:
Comply with VAT, Custom and
Excise Law

Standard:

¢ Registration status of the
entity is identified.

e Purchase & Sales
Register based on
invoices / other relevant
documents is prepared.

e VAT return on periodical
basis is submitted.

e VAT related information
is collected and
recorded

CUSTOMS LAWS

e Proforma invoice,
Commercial invoices &
Pragyan Patra, bank
documents, custom
documents, transport
documents, LC
documents, clearing
agent documents,
custom tariff, Freight,
Insurance and other
relevant documents are
verified.

e Fine and Penalty,
demurrage charge and
Other charge calculation
are verified.

EXCISE LAWS

e calculatiion of VAT
including adjustment
of any information
that left out or
correction needed.

e relevant provisions
of VAT Act and rules,
directives and
Circulars.

CUSTOMS LAWS

e Custom Act and
rules directives and
Circulars.

e Custom duty rates of
relevant goods items
that imported.

e Clearing and
handling processes.

EXCISE LAWS

L



Ensure renewal of excise
registration in timely manner.
Verify the sum of Purchase &
Sales Register with ledger on
monthly basis and with
Financial Statement on Annual
basis

Verify the sum of Purchase,
Sales & Excise figure with IRD
portal

Prepare purchase, Sales and
excise reconciliation if required
Check Brand Register(Trade
Mark) and renewal Status
Prepare the statement for
adjustment and record at IRD
Portal if any

Close the LC file after the
completion of procurement
process collecting and
submitting the required
documents with concern Bank
Collect and Maintain Excise
related information and
documents properly.

Sum of Purchase, Sales
& Excise figure with IRD
Portal are verified
Purchase, Sales and
excise reconciliation as
per requirement are
prepared.

Brand Register(Trade
Mark) and renewal
status is checked.
Statement for
adjustment and recorded
at IRD Portal is
prepared.

Excise related
information and
documents properly is
collected and maintained

Relevant provisions
of Excise Act and
rules, directives and
Circulars.

Uploading of Excise
duty and Inventory
related to Excise in
IRD portal.

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Relevant formats regarding VAT ,customs, Company law and excise

laws.

Safety Precautions:

£C



q €I (Module): &. Comply tax and other legal requirements

Ay Hd (Task): 3. Comply Company law

TEA (Duration): YETFd® ¥ ST + ARG 0 HUET = ¥ HUET
F TOEE AT PRIGHITET S2TUEE wottaq wfafee
(Steps) (Terminal Performance | (Related Technical
Objective) Knowledge)
1. Collect MOA & AOA with | Condition: e Memorandum of
Management Relevant formats regarding Association
2. Identify the types of the Company | company laws. e Article of
(Private/Public/ Non Profit) Association
3. Prepare and maintain books of | Task: e Prospects
accounts as per provision made by | Comply Company Law e Capital
company laws. Structure
4. Identify the types of the Company | Standard: e Board Directors
(profit distributing or profit non |s MOA & AOA is collected. e Shareholders’
distributing). o Types of the Cq register
5. Verify Authorized, Issued and paid (Private/Public/  Non  Prof o Company Act &
up capital with the shareholders identified. Rules

. Ensure

register.

. Determine paid or unpaid amount

based on shareholders register.

. Assist company secretory in area

related the financial statement to
prepare report required by
company act.

the Company updated
documents

» Books of accounts as per pr
made by company laws is pr
and manintained.

o Types of the Company
distributing or profit non distriby
identified.

» Authorized, Issued and pg
capital with the shareholders
is verified.

Tools, Equipment and Materials):

Pen, Plain Paper, Work sheet, Relevant formats regarding VAT,customs and excise laws.

Safety Precautions:

&1



q €I (Module): &. Comply tax and other legal requirements

Ay Hd (Task): 4. Comply with other domestic law

¥ (Duration): YETFd® ¥ ST + SA@ERE 90 HUET= qY HUST
P TOEE AW PRI SLIIRT g WAt [
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

1 Collect Local Government
registration certificate copy

2 Collect Other registration
certificate copy if any

3  Study related Act, Laws,
Directives and circular

4  Verify registration and
renewal Status

5  Verify relevant Tax
Payment Status

Condition:

Relevant formats regarding other
domestic laws.

Task:

Comply with other Domestic Law.

Standard:

o Entity registration and renewal
status at Metropolitan/Sub
Metropolitan /Municipality and
Rural Municipality is verified.

e Local government registration cel

copy is collected.

o Other registration certificate is co

if any

¢ Registration and renewal Status i

verified.

o Verified Relevant Tax Payment ¢

is verified.

Apllication of following
Acts:

Local Administration
Act

Concern entity related
Act and rules
Relevant tax rate and
Payment Procedure
Local Government
Business registration
and renewal procedure
Relevant Tax Payment
Status

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Relevant formats regarding other domestic laws.

Safety Precautions:



q €I (Module): &. Comply tax and other legal requirements

ey & (Task): 5. Operate PFM system (RMIS,E-GP,TSA, CGAS,e-TDS, PAMS,SUTRA,LMBIS)

T (Duration): ¥&Td® ¥ HUET + SUEEINE 90 HUST= Y HUET
P TEE Ffraw FHrRiTFET SLYIET gal-gq Watee® 7
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

. Operate Line ministry Budget
Information System(LMBIS)
Project bank, Budget, program,
activities, Virement, Mid term
Expenditure Framework(MTEF)

. Operate Computerized Government
Accounting System(CGAS)
User name and password log in
(Obtain,security)
System management
Record entry
(Charts of Accounts, Payee’s bank
details, PAN, Payment book, Journal
voucher, Payment order posting,
Payroll)
Report

. Operate Revenue Management
Information System(RMIS)
User management, office
management
Voucher, payment clearing
And Report

. Operate Electronic Government
Procurement(e-GP)
Category of procurement( Goods,
works, consultancy and other
services) Office mapping, log in,
procurement planning,
Invitation for bidders, Bid document
upload, Expression of Interest(EOI),
e-tendering

. Operate Public Assets Management
System(PAMS)
Vendors profile entry
Staff details
Assets details
Asset’s record and report(OAG formsg

. Operate Treasury Single
Account(TSA)

Condition:
Test(Dummy/training) system
Website, internet

OAG forms , manuals

Task:

Operate PFM System (LMBIS
RMIS, CGAS, TSA, E-GP,
PAMS, SUTRA,)

Standard:
e Budgetinto LMBIS is
entered

¢ Payment order, journal
voucher and reports is
prepared

o Assets record and reports
is prepared

e Revenue voucher and
report is prepared

e Bidding documents is
upoladed

e Assets into/from the system
is entered and reported

e EFT via TSA and SuTRA is
completed

Relevant User
manuals and
website




FH TEE
(Steps)

A aH HAGFIET ILYAEE
(Terminal Performance
Objective)

gal-gq Watee® 7
(Related Technical
Knowledge)

Record entry, Signature verification,
Budget and program, Charts of
accounts check, Journal voucher,
Reporting and system administration,
Day close

. Operate Electronic Fund
Transfer(EFT)

Connected to payee’s details
Disbursement approval, credited to
concerned bank a/c

. Operate Subnational Treasury

Regulating Application(SuTRA)
Budget, Revenue, expenditure,
Deposit, Reporting

(Tools, Equipment and Materials):

Pen, Plain Paper, Work sheet, Manual for PFM system.

Safety Precautions:

&Y
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(Prepare Financial Report)

&



gug ﬁ%@l}f %: Prepare financial report

[EEru| (Description): I9 W-ﬁ@ﬂ?ﬂﬂ: o Aifdg® s T (Compile accounting policies ), Trial
balance TR T (Generate trial balance ), FF&qd @@ @@ TR I (Prepare statement of income
and expenditure ), ﬁ"v_{d v Gl faar TR T ( Prepare statement of financial position),
T YATeh! &80T T9 79 (Prepare statement of cash flow), 3i@adrar uRadaeees! &g aar =
(Prepare statement of changes in equity T FHTUI®LT T WIGHURT <N a1 T (Prepare for
validation and authorization ) FTIEET TFa-ad F9 T HIgE TAEL TRTHT T |

Hegd URITH (Module Outcome): a8 ASTd T WUO(g WRIende® <@l ifde® S T
)JCompile accounting policies(,Trial balance T T )Generate trial balance(, ﬁ'ﬂﬁ EIDCAREE]
TAR T97) Prepare statement of income and expenditure(, ﬁ?{d g Wkl Far aa) 1)

Prepare statement of financial position(, =& JaTg®R! [Fawr qar 1) Prepare statement of cash
flow(, STFacIAT UREdEE®! a0 Ta ) Prepare statement of changes in equity T YT T
T TaRT AR Ty 1) Prepare for validation and authorization (FFa=g HTHEE T q&TH @E‘[I

B

Generate / develop and compile accounting policies
Generate trial balance

Prepare statement of income and expenditure
Prepare statement of financial position

Prepare statement of cash flow

Prepare statement of changes in equity

Prepare for validation and authorization

Nookowb=

¥ (Duration): IZT-d% 30 HUT + SAEEIRE 80 HUST= 200 HUGT

&&



q €41 (Module) %. Prepare financial report

Ay Hd (Task): 1. Compile Accounting Policies

1. Prepare the list of the area | Relevant formats for accounting
where policies and procedure | policies.
should be issued. (e.g
inventory receivable, payable, | Task:
depreciation, fixed assets etc).
2. Make a plan to denote each | Develop Accounting Policies
accounting process on its own

section. Standard:
3. Assign a number to each
policy and procedure ( P& P ) e All accounting activities is
and utilize the numbering covered by the policies
system to organize the e No ambiguity is seen in
paperwork. the area of drafted the
4. Assign standard label with the policies.
name, date, document

number at the top.

5. Mention the purpose of the
policy and procedure of the
accounting.

¥EA (Duration): YZT+d® ¥ ST + SA@ENGE Y HUET= ICHTST
P TOEE AaH HEGFIET SLYAEE FFargd Watde 7
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)
Condition: e Application of

Chart of accounts
e Application of
NAS/NFRS

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Relevant formats for accounting policies.

Safety Precautions:

&



ﬁ%ﬂji (Module) R. Prepare financial report

Ay Hd (Task): 2. Generate trial balance

Generate trial balance
2. Trace the balancing figure of

each heading and place it in Standard:
corresponding headings in
appropriate place. e accounting head is
3. Make sure the items of Dr. and grouped as per chart of
Cr. is equal. accounts.

T (Duration): YETFd® ¥ WS + SA@ERSE Y HUST= 5 HUST
P TORE AaH HREGFIRT SLIIEE g WAt [
(Terminal Performance (Related Technical
(Steps) Objective) Knowledge)
Condition: o Classification of
1. Compile heading of general Formats for trial balance. assets, liabilities
vouchers and opening and
balances. Task: equity,income

and expenditure.

(Tools, Equipment and Materials)
Pen, Plain Paper, Work sheet, Relevant formats for trial balance.

Safety Precautions:

£c



ﬁ%ﬂji (Module): R. Prepare financial report

Ay Hd (Task): 3 Prepare statement of income and expenditure

HA (Duration): GZ+qa & VT + SAEEINGE & BUET= 3R HUaT
B TEE HraH HETIET SLYACE - Wi w7
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

10

Determine the value of closing
stock and annex it in schedule
with numeric code.

Determine the value of work in
progress where necessary and
annex it in schedule with
numeric code.

Determine the gain or loss
arising from disposal of fixed
assets, and annex it in
schedule with numeric code.
Calculate depreciation of fixed
assets and annex it in schedule
with numeric code.

Determine the qualification of
receivable to assess the
amount for provision for

doubtfull receivables. and

annex it in schedule with
numeric code.

Calculate foreign exchange
gain or loss and annex itin
schedule with numeric code.
Determine prepaid income

and/or prepaid expesnes to

assess the income or
expenses for the reporting
period and annex it in
schedule with numeric code.
Dtermine the expenses
portion on leasehold assets
and annex it in schedule with
numeric code.

Determine teh expenses
portion on warrented sales
and annex it in schedule with
numeric code.

Calculate revaluation gain or

loss on fixed assets,

investment and annex it in
schedule with numeric code.

Condition:
Relevant formats for
comprehensive income.

Task:
statement of comprehensive
income to be prepared

Standard:

e Allitems that are not
vouched and impact on
profit or loss of the
entity should be
included.

e Revenue natured
expenses and income
should be identified,
accurate calculation of
the revenue natured
expenses and income
should be done and
figure to be placed
where necessary.

e Obsoleted receivable
should be observed and
its impact on the
income statement
should be placed

Reporting framework
of statement of
comprehensive
income.

Grouping and
subgrouping of income
and expenses
considering: chart of
account, financial
reporting framework of
the concerned natured
of business.
Aprofessional
knowledge:(accounting
of depreciation and its
method, amortization
& picking the periodic
figures, calculating
ration and proportion,
segregating revenue
natured income and
expenses, Accounting
knowledge of contract
costing, lease
financing, valuation of
stock, payroll,
employee benefit)

&



FE ATEE
(Steps)

A aH HAGFIET ILYAEE
(Terminal Performance
Objective)

Feargd WAt 7
(Related Technical
Knowledge)

11

12

13

14

15

16

17

18

19

20

21

Determine the employee
benefit cost and annex it in
schedule with numeric code.
Calculate the cost of Sales
and and annex it in schedule
with numeric code.
Calculate tax expenses for the
period and annex it in
schedule with numeric code.
Segregate income from
operation and annex it in
schedule with numeric code.
Segregate income from none
operational activities and
annex it in schedule with
numeric code.

Segregate administrative
expenses and annex it in
schedule with numeric code.
Segregate selling and
distribution expenses and
annex it in schedule with
numeric code.

Segregate employee related
expenses and annex it in
schedule with numeric code.
Segregate finance cost, it
capitalization portion and
annex it in schedule with
numeric code.

Calculate provision for
employee bonus

Calculate provision for income
tax

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Relevant formats for comprehensive income.

Safety Precautions:
No need to safety precautions




ﬁ%ﬂji (Module) %: Prepare financial report

Ay (Task): 4 Prepare statement of Financial Position

YT (Duration): FZT+a% ¥ HUET + SA@ENE ¥ HUET= 5 HUGT
P TEE A~ HEEIRT SeXAeE | qEE-ud WAed A
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)

10.

11.

Determine the structure and
content to be presented on Face
of the statement of financial
position(SFP).

Prepare fixed assets schedule and
determine net value of Property,
Plant and Equipment( PPE) after
deducting depreciation and annex
it with numeric code.

Carry the net value of PPE on face
of SFP.

Determine value of biological
Assets to be placed on SFP and
place it. Also, annex it in schedule
with numeric code.

Determine value of Intangible
assets and annex it in schedule
with numeric code.

Determine the value of investment
to be placed on the face of SFP
and annex it on schedule with
numeric code.

Determine Current assets. (i,e.
Debtors, receivable, advance &
deposit and Inventories;). and
annex it in schedule with numeric
code.

Determine cash and cash
equivalents and annex itin
schedule with numeric code.
Determine deferred tax assets and
annex it in schedule with numeric
code.

Determine value of paid up capital
annex it in schedule with numeric
code.

Determine total of reserve and
surplus including profit of the
year, statutory reserve, revaluation
reserve, share premium, retained
earning etc, and annex it in
schedule with numeric code.

Condition:
Formats for statement of
financial position.

Task:

Prepare statement of
Financial Position

Standard:

e The assets and
liabilities should be
grouped in to short
term and long term
on the basis
realization time.

e All assets which can
be realized in cash
within year is
grouped in current
assets.

o Total of main heading
is sumed of total of
subheadings.

e Current assets, non-
current assets,
current liabilities,
non- current liabilities
is classified and
presented separately
in its statement of
financial position.

e Total of assets side
and capital &
liabilities is equaled.

e Segregation of
assets and
liability, current
and non-current
items.

e Relevant GAAP.

il



FE ATWEE
(Steps)

AaH HEGFIRT SLXACE
(Terminal Performance
Objective)

geagq WirAtee® [
(Related Technical
Knowledge)

12.

13.

14.

15.

16.

17.

Determine value of long term
liabilities including payable for
employment benefit and annex it
in schedule with numeric code.
Determine the total value of
current liabilities including items
tax payable, bonus payable, trade
payable, over draft loan, staff
payable, deferred income, etc and
annex it in schedule with numeric
code.

Determine provisions of none
performing debtors and annex it in
schedule with numeric code.
Determine deferred tax liabilities
annex it in schedule with numeric
code.

Determine the deferred value of
warranties and segregate long and
short term portion and place it in
corresponding group. Also annex it
in schedule with numeric code.
Tally the balance of total capital
and liabilities and total of current
and none current assets.

(Tools, Equipment and Materials):

Pen, Plain Paper, Work sheet, Relevant formats for financial position.

Safety Precautions:
No need to safety precautions



ﬁ%ﬂji (Module) %: Prepare financial report

Ay (Task): 5 Prepare statement of Cash Flow

T (Duration): YETFd® ¥ WS + SA@ERSE Y HUST= 5 TS
HE TOEE H-aw HAGFIET SeYAEe | GFrad Wiare
(Steps) (Terminal Performance (Related Technical

Objective) Knowledge)
1. Determine the structure of statement of | Condition: Reporting framework
cash flow and its place in sequence order. | Relevant formats for | of cash flow
2. Present net profit or loss before tax from | cashflow statements. statement.
statement of comprehensive income. Operating  activities,

3. Calculate the cash from operation with
below adjustment:
a) non-cash items including depreciation,
amortization, preliminary expense etc.
b) gain or loss on sale of none current
assets
c) movement of working capital ( current
assets and liabilities)
d) paid tax of last year
4. Calculate cash from investing activities
making adjustment of
a) addition and/or deletion of PPE
b) dividend income, interest income from long
term investment( bond, debenture)
c) Change in Capital WIP
5. Calculate cash from financing activities
making adjustment of 1) issue of new capital,
issue of new debt instruments, payment of
dividend, repayment of loan and long term
debts.
6. Calculate of subtotal of all headings
7. Calculate increase or decrease in cash for
the year.
8.Place opening balance of cash and cash
equivalent
9. Get total of cash flow at end of the year.

Task:

Prepare statement of Cash

Flow

Standard:

e The cash position shown
in the cash flow
statement should be
tallied with the cash and
equivalent shown in
statement of financial
statement.

The adjustment of none
cash activities should be
shown in the statement
for the purpose showing
of operational
efficiencies of the entity.
The adjustment of cash
from financial activities
should be shown in the
statement for the

purpose showing of
Financial efficiencies of
the entity.

The adjustment of cash
from Investment
activities  should be

shown in the statement
for the purpose showing
of Investment
efficiencies of the entity.

investing activities and
financing activities.

(Tools, Equipment and Materials):

Pen, Plain Paper, Work sheet, Relevant formats for cashflow statements.

Safety Precautions:
No need to safety precautions



ﬁ%ﬂji (Module) %: Prepare financial report

e wE (Task): 6 Prepare statement of changing equity .

THT (Duration): TZT=a%F ¥ VT + SA@EREF ¥ TSl = I HUaT
FE TEE AfFaw PRIGHIET ILIIEC e miafes S
(Steps) (Terminal Performance (Related Technical
Objective) Knowledge)
1. Determine the opening share ¢ Reporting
capital . Condition: framework of
2. Determine the opening share Relevant formats regarding changes in
premium. statement of changes in equity. equities.
3. Determine the opening retained e Possible items
earning. Task: impacting the
4. Determine the opening other capital and
reserve. Prepare statement of changing reserve
5. Determine the any items to be equity.

adjusted from prior period event.
6. Present the retained earnings for | Standard:

the period.
7. Present the issued share for the e The balancing figure is
period. reconciled with the total of
8. Present payment of bonus share capital and reserve shown
,cash dividend in last year. in statement of financial
9. Get total of all items in separate position for the period.
heading of paid up capital and e The detail information is
reserve. shown by the statement

10. Reconcile the total figure with the
total of capital and reserve
presented in statement of
financial position of current
period.

(Tools, Equipment and Materials):

Pen, Plain Paper, Work sheet, Relevant formats regarding statement of changes in equity.

Safety Precautions:
No need to safety precautions

O]



q €T (Module) <: Prepare financial report

Ffey w (Task): 7 Prepare for validation and authorization

FAT (Duration): TZTFaF ¥ Tl + SUEEING Y HUel= I HUAT
FE TORE Hi-aW PRAGHIRT ILIIT g WA
(Steps) (Terminal Performance T
Objective) \(Related
Technical
Knowledge)
1. Verify whether all items presented in Condition: Application of
financial statement are in compliant with Checklist for validation and ¢ Financial
the recognized financial policies within authorization. policies.
entity. e Other industry

2. Verify each and every items presented in | Task:
statement of financial position, statement | Prepare for validation and
of comprehensive income and statement | authorization
of changes in equity in authorized

document. Standard:

3. Prepare file of all documents used to
verify the items presented in financial ¢ Financial policies is
statement. incorporated in the

authorization process.
e Proper procedure and
documentation is
completed to gain the
acceptability of all
stakeholders.

specific rules
and regulation
and their
provision
related to the
entity.

(Tools, Equipment and Materials):
Pen, Plain Paper, Work sheet, Checklist for validation and authorization.

Safety Precautions:
No need to safety precautions.
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Part Il - Module 1: Commercial Mathematics



glg g ﬁ%ﬂ? q: HANGIA O (Commercial Mathematics)

@7 (Description): T8 AISTAHT HHMAA UAHT ATIRAT [ATIAEIEE FHEAY TRUHT T |

e T %W(Enter-process and analyse data in Exce) T 9w @Eﬁ\l

ﬁ%ﬂ? TR (Module Outcome): I9 ﬁ@ﬂ'ﬁ q quuty WieTEdiE® BODMAS &I WANT(Use of
BODMAS), WW A FET YHERT TN (Use of Memory correct function of calculator), RUS] RS
ERIETSEIES W(Rounding fractions and ratios),‘;{ﬁ'ﬂ'lﬁ HUTCHE T T HISHH 1J@"T(Percentage
negative number and use of brackets),ﬂ%@ﬂﬁﬁw T (Test of reasonableness) T QEFQFI'HT SIcl g=c¥-

SRS

Use of BODMAS

Use of Memory correct function of calculator
Rounding fractions and ratios

Percentage negative number and use of brackets
Test of reasonableness

Enter-process and analyse data in Excel

w0 o

¥ (Duration): Tg+a% 3 EVST+ & HUET = AT 4O HUET

C4



e G - eI
AR T SMAAIART GUeE

(Communication and Employability Skills)



TIE @ Aiegd : GHR T SHAAadift €9 (Communication and Employability Skills)

@7 (Description): 79 AISIAAT FUST qT A WITAT ATFAT YTRAT TG (@aaeq Ty
TN YR T ATE9TH I ATIRAT fzreeg T SaAantt Suee (QSRAd Huee) qHrEeT TR
ERN
ﬁ%ﬂ? YRUTH (Module Outcome): I ﬁ@?ﬁf qq qUqfey wierensieeet sy, Al @ 99) T q9r
T AR dUeE A S T T WA T qEH gg |
[ELRELSE
9. English Communication
3. TR FER
3. fSEantt Huee (Employability Skills)
T (Duration): JE1+a% 3% HUET + SUERING & & HUET = &Y HUaT
[ELPELE bl
= Ygifeas | oo | s
Part I: English Communication 17 hrs 38 hrs 55 hrs
A. Communicative functions/ Conversation skills 4 hrs 12 hrs 16 hrs
1) Everyday functions 1 hr 3 hrs 4 hrs
e Greetings
e Welcoming
e Introductions
e Thanking
e Excuses/apologizing/forgiving
2) Everyday Activities 1 hr 3 hrs 4 hrs
e Asking about activity
e Asking about trouble/problems
e Asking about health status
e Telling not to interrupt/disturb
e Showing enthusiasm
3) Requests and offers 1hr 3 hrs 4 hrs
e Making requests
e Offers
o Offering
o Accepting
o Declining
e Excuses
o Asking to be excused
o Excusing
e Permission
o Asking for permission
o Giving permission
e Congratulations
e Encouraging/discouraging
e Sympathy
e Condolence
4) Expressing 1 hr 3 hrs 4 hrs

(=0



e Likes/dislikes

e Interest/Enjoyment

e Satisfactions/dissatisfactions

e Hopes/wishes

e Advice/suggestions/recommendations
e Prohibitions

B. Writing skills 6 hrs 10 hrs 16 hrs
1) Technical terms (Common technical terms) 1 hr 1hr 2 hrs
2) Paragraphs 1hr 1hr 2 hrs
3) Writing letters 1hr 3 hrs 4 hrs

e Personal/social letters
e Resume/bio-data

e Applications letters

e Business letters

4) Writing work reports 1hr 3 hrs 4 hrs
5) Writing Instructions 1hr 1hr 2 hrs
6) Writing dialogues 1 hr 1hr 2 hrs
C. Writing skills 6 hrs 13 hrs 19 hrs
7) Technical terms (Common technical terms) 1 hr 1hr 2 hrs
8) Paragraphs 1hr 1hr 2 hrs
9) Writing letters 1 hr 3 hrs 4 hrs

e Personal/social letters
e Resume/bio-data

e Applications letters

e Business letters

10) Writing work report 1 hr 3 hrs 4 hrs
11) Writing Instructions 1hr 1hr 2 hrs
12) Writing dialogues 1hr 1hr 2 hrs
D. Email and internet skills 1hr 3 hrs 4 hrs

e Search website

e Make email ID

e Compose mail

e Send /receive mail
e Attach files

e Download files

Part Il: il TIX & ¥UST | 90 WUST | & HUST
q. Wiafe® eaEE q "ver | q Ever | R ouuel
3. Ay ARreafs q "var | q "ver | R "uel
3. ATeYR o@d q BUeT | q EUEr | R HET
Y. TF @ q " |3 US| Y EUCl
o AUINE UF
o Maga ux
o TRHIA FE (ATAETET) oET
Y. Fery e q BT | q ®9ST | R EUAT

&. H YddeT o@T q guer | R uvAr | 3 "uar




©. AR @ q gvar | q Evar
Part IlI: Life/Soft Skills (Employability Skills) 6 hr 18 hrs 24 hrs
1) Motivation 1 hr 3 hrs 4 hrs
e Self motivation
e Features (honesty, enthusiasm, dedication and
productiveness) of self motivation
2) Stress Management 1 hr 3 hrs 4 hrs
e Define stress;
e Identify causes and consequences of stress;
e Describe stress management technique
3) Decision Making to solve problem 1hr 3 hrs 4 hrs
e Decision making and problem solving;
e State steps of problem solving;
e Steps of decision making process
4) Creativity 1 hr 3 hrs 4 hrs
e Meaning of creativity;
e Purpose of creativity;
e Technique to improve creative thinking skills.
5) Time Management 1hr 3 hrs 4 hrs
e Definition of time management;
e Time wasters;
e Effective time management strategic
6) Team Work 1 hr 3 hrs 4 hrs

¢ Definition of team work

e Purpose of team work

e Characteristic of champion team
e Interpersonal relationship




e @ - AT 3
AT TR T ATHISE TRIATH T

(Gender Equity and Social Inclusion)



TS @ WA 3: e FANT T91 GHioeh FHGRHT (Gender Equity and Social Inclusion)

f3@RT (Description): 7 HETEAl W THMAT T WHNE THERB (TGAE) BT FTUREE,
G HAT AMRTH T HIH T AT, G AR B T Hrieerd g dwa i gedasers
I T AAIH T ATARAT (oo T HIeE FHEer MRS |

Heqet IRUM (Module Outcome): T WIETA T WUy WETensie®e g THEA a1 Ao
YEEARHLT (TAAG) BT ATLRINEE, G HA A T B T ATAE, e aaia @6 T
FREIHAN G AR AR JoAAEIAE FEAE T AEvIE T eed frogeEq T duee ai
AT T T WART T4 A& gHg |

BT

1. EEHT ATIROMAS T2
2. Efigdt AUl AU GATATEBIOT S T
3. FACIHT Y AH TeAAERATE FEATET T FEAERER T

THT (Duration): 9ZTd® & HUCT + 2AEEINE QO BV = 4 & HUGT

: Tgitas

AT FEREE T IRET g 9.0 HUET | .Y HVET | 3.4 Hver
o JUGEH] FTIREE T3

o fomr T <

o <INt B T I qwisE qorenar B e

o IR qHTET/AHAT

o OEAME Qe TR IS AfetH 0T/ FHTAS TR T

ECI2}

eEra T AR T b T AR g R gy 0. ®var | .0 WvaT | 9.4 =ver
o Enfigdt S orEEE WA B A ATAERT A g
A I o o e e T e o e | B A
R

FHCITAT g < JoHaeRes Gae T AehT I TR g | 9.0 WUET | 0.4 HvaT | 9.4 §vay
o HIIRGEHT G UGRH AN oAaER K To
o Tl Tl arEE wraia gouHER (i, Brevs,
i, e oeca @1 ffeg T BEsr @R,
WA / HTEATCHS

o FRRGH FY CIOWEH ARG FAAERETS AFT  ARHT | 1.0 BUST | .0 HUET | .0 U
e CEUNERSURS S ER I
o TR HTH A7 TERISEIAT g TREradT ATEd goaaer
Wi w0 g




o A §eder it Y &HEE U ae g

o Tl YEH HTH T FHEIET o Geril g

o AR AT ARG GebHEwad | [HE A T

o T /HEOAIDT HHAG A AL G EH

o TAFIATDT IAA T T WA FEAW forey ffdres = wont

&

o 3TE TG T ACAEEHT FoACTEE
o AT/ ATALAACER] X G &
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g @ AT ¥
ERUINSRINECIL]

(Entrepreneurship Development)



glg g ﬁ%ﬂ? Y¥: SaHLiear e (Entrepreneurship Development)

@01 (Description): 79 AT STAINA ([FHTH TFa-El A T WIEE FHEL TRYHT G |
ﬁ%ﬂ? TROTH (Module Outcome): Igq ﬁ@?}'ff qa quutyg wierendieed saeaay 9T T v e ¥
SAEHRE A TR T TqE & T 697 g |
FrieE:
1. JANT EE e 19 [l 1) Make Decision for establishment of Business Industry)
2. ST A TR ) Prepare Business Plan)
g (Duration):a@f}cﬁb‘ 3 UUCT + SATERIRS 19 Hvel= 9¥ ®|vel
Module: Sr@efierar s Entrepreneurship Development
Task: 4 SINT STEGT qATAT 9 91T fT9  Make Decision for Establishment of Business Industry
THT (Duration): TZTd@ q HUET + U@ 2 BUST = 3 "Gl
M ITEE (Steps) Ffraw ® qrEeT Sy Trafaq Wit
(Terminal Performance (Related Technical Knowledge)
Objective)
. ATAYTH AR FSEAT (Condition): AT A
o AARE FaET U o TR
. g AT ke = (Task): o TN AW, TSI T AR far=raht
IR G TR | AN SFa9 G T E T
T | ot for | o TEHA IJUAA B TEE
3. JUYH [@Fed GAIC | "M (Standard): o FUTTHT AT THANT HAAMIEE AW Aferd
T qOAICHS ATTT | o GEAAT AN SHATAIRT EIREAL
T T TR T | SURTHT AT
o TE-HeATET V| o TUGH [HFed GAC T | o A IUH, T AN, WA FUNT, Tl
o UEANUE ATEATH] - HAET T SAEHAE AN T AT JEN o=l A
TeATST T (SWOT ! HeargT T o SUHE, IUAETEE®, HiU qAT AT TLTELAT
Analysis) | qAATCHSE AT THT | AR, GRS, @GR, qded, T= 9o,
Y. AT foear & B | o TE-weanse X s TR YAt T G JERT GArEA AT
T IWIH I o Hearg e SART T qaHa® AN G=dT =X
AT A T | ATIRAT ATHFAT [AsTar &0 | A T Tae:
Y. AidaEs TaR I | B 9 TN AT | o E-HedTsd UHAT
&. BT gEET AR e TR | o EANIH AGEAHT AT (SWOT) T
& | OIS SHaEH! gAe JHal
o SIRGH AFFTH ITIEE

AR, ITHTT T TANEE (Tools, Equipment and Materials):
AR HTET U, TS BRW,  SaEdiE HoR qearg wRW, WaeeT R
'g'{&'iT'HI'q'%II'-?f (Safety Precautions):



Module: Saaefierar s (Entrepreneurship Development)

Task: X SUA9M™ AT GIR T | ( Prepare Business Plan)
W(Duration):ﬂ'@T&FﬁT R UV + SEEIRGE & HveT= 9 Hvar
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SﬁTrlT{, IIHT T GHAEE (Tools, Equipment and Materials):

AN Sqaar U, AT Sqaar A

WW’I’% (Safety Precautions):
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iRGreET (Project Work)

fa=uT (Description): TRATSHT FHHHT TAAT FIATA T BTHAAT TETAT BTH TIST A@IITATAT AR
TR HRIAEE TI7 TGAT TEET HRAREE q¥ea-dl FFOT 49 qo7 [Hars Ha@r @oaeq aHeaer TRy
|

RUMT (Outcome): IT TRATE qEI+ TU(e WTETdE®e T@MTelel T@MITATHAT JIRT A BRIEEE
T TGHT FAST PRAREE el 00 G0 q91 519 J29T T qEW grg |

FEEE:

Prepare Voucher and Subsidiary Book
Posting into Ledger

Prepare Trial Balance

Prepare accounting policies

Prepare Profit and Loss account
Prepare Balance Sheet

Prepare Cash Flow Statement

Prepare statement of changes in equity

el I o

THT (Duration): ATFEINE &0 HUT
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gug T: HIECTA A [On the Job Training (OJT)]

Full Marks: 300 Practical: 12 weeks/576 Hrs.
Description:

On the Job Training (OJT) is a 3 months (12 weeks/72 working days) program that aims to provide trainees
an opportunity for meaningful career related experiences by working fulltime in real organizational settings
where they can practice and expand their classroom based knowledge and skills before graduating. It will
also help trainees gain a clearer sense of what they still need to learn and provides an opportunity to build
professional networks. The trainee will be eligible for OJT only after attending the final exam. The institute
will make arrangement for OJT. The institute will inform the CTEVT at least one month prior to the OJT
placement date along with plan, schedule, the name of the students and their corresponding OJT site.

Objectives:

The overall objective of the On the Job Training (OJT) is to make trainees familiar with firsthand experience
of the real work of world as well as to provide them an opportunity to enhance skills.

The specific objectives of On the Job Training (OJT) are to;

¢ Apply knowledge and skills learnt in the classroom to actual work settings or conditions and develop
practical experience before graduation
e Familiarize with working environment in which the work is done
o Work effectively with professional colleagues and share experiences of their activities and functions
e Strengthen portfolio or resume with practical experience and projects
e Develop professional/work culture
¢ Broaden professional contacts and network
o Develop entrepreneurship skills on related occupation.
Activity:

In this program the trainees will be placed in the real work of world under the direct supervision of related
organization’s supervisors. The trainees will perform occupation related daily routine work as per the rules
and regulations of the organization.

Potential OJT Placement Sites:
The nature of work in OJT is practical and potential OJT placement site should be as follows;

e  Furniture Industries
e Construction Sites

Requirements for Successful Completion of On the Job Training:
For the successful completion of the OJT, the trainees should;
e submit daily attendance record approved by the concerned supervisor and minimum 72 working
days attendance is required
e maintain daily diary with detail activities performed in OJT and submit it with supervisor’s signature
e prepare and submit comprehensive final OJT completion report with attendance record and diary
e secured minimum 60% marks in each evaluation

Complete OJT Plan:

SN | Activities Duration Remarks
1 Orientation 2 days Before OJT placement
2 Communicate to the OJT site 1 day Before OJT placement




3 Actual work at the OJT site ;i\;vreseks/480 During OJT period

one week (for all

) After 2 to 3 weeks of OJT start date
sites)

4 First-term evaluation

one week (for all

5 Mid-term evaluation After 8 to 9 weeks of OJT start date

sites)
6 Report to.the parental 1 day After OJT placement
organization
7 Final report preparation 5 days After OJT completion

¢ First and mid-term evaluation should be conducted by the institute.

o After completion of 3 months OJT period, trainees will be provided with one week period to review all
the works and prepare a comprehensive final report.

¢ Evaluation will be made according to the marks at the following evaluation scheme but first and mid-
term evaluation record will also be considered.

Evaluation Scheme:

Evaluation and mark distribution are as follows:

S.N | Activities Who/Responsibility Marks
1 OJT Evaluation (should be three evaluation in three Supervisor of OJT 200
months —one evaluation in every month) provider
2 First and mid- term evaluation The Training Institute 100
Total 300
Note:

e Trainees must secure 60 percent marks in each evaluation to pass the course.
¢ Representative of CTEVT, Regional offices and CTEVT constituted technical schools will conduct
the monitoring & evaluation of OJT at any time during the OJT period.

¥



YATER T GAERE (Infrastructure and Facilities)

UM SAEIS T (Professional Account)
& 18%& HUe
FHEH! ABIT R0 T
FH. | AEH/a g (A
1 | Fardier T o€ qA e | o TATH W, SUAH AIIHE T Hfracier a@re
gler (wiH=R) g Il sgaed quEl  HEAHET (IR
T H)
o HWH WHM ATAR FUTH qA1 ATALABA
AT T8I erwar Ut gfererdiers afoeiT
T T e e wiTaRe® (HiEaqar 0 ¥2)
o TATELY AT GLATH! FHISAAT
e | avEraEd (SRARTETE, | o AT TP ATAR TATH FTeT, ITAH ATTHH
HEA qoa HEEde) T| T e W A MEeAvh sqaedr qusht
T AT e el (B=R) | AV raedd (8 BRI IR AR HL)
o TATELY qUT YLEATH! GHIAAd
o WIARTCHE AV T SARh U Aiiee
o A WH  AgAT  Todae/fiEe X
T/ fFeT=Td. Iae/HeThTe
2| fugH g sgEEdn IEERisicalep it iC i i veal
Y. | e sgaen Afee, [T TRIAd GAh! AR GH T oHARd
YATEIHT STaedr HUHT
L |wRR ReFEE  (Fire | RIX SREFIEER X WAME STER ATEHa! saaed]
Extinguisher) T EIRIEES “{qu?f TUHT
STER AH
& | Y9I AT T wEe o YUH WINETHATS UH-UF ¥T FARKIG GLET
JUHT T ATIRHA AR ARTh! TAad
o TAfAE IR fhe aTHd
o LEATHT GFA-gd 357 AAIEE
©. | ufererE eI e TR aaew
S. | yferemet o gewnl TSTHTAT LT TRY HqIioH
Ro | AR, SUH T AREAEE | TSI MR e ghie
10. | Freaemr <aTEee I | awds  FEEEH AqHar/AaRl YqeT T I
TR AU (Industry exposure) I SHATAT TRYHT
. | weaia o T AGHIH! AN GeaTg HH

o~

o TSI ATHHT GedTg= Jorrelt




SIHT qIT THAEE (Tools, Equipment and Materials)

Occupation:- Professional Accountant

(For 20 Trainees)

SN Particular Unit Remarks
1. Computer with MS-Office Package and | 20 pcs
Accounting Software
2. Multimedia Projector set 1 pc
3. Multipurpose Printer 1 pc
4 Internet Connection 1 Connection
5 Sales Invoice, Purchase Invoice As per requirement
6 Account Registers (Purchase Book, Sales | As perrequirement
Book, Cash Book, Petty Cash Book, Bin Card,
Stock Register, Journal Ledger, Fixed Asset
Register, Cheque Writing, Record Files)
7 Vouchers (Journal Voucher, Receipt Voucher, | As per requirement
Payment Voucher, Sales Voucher, purchase
Voucher, Contra Voucher)
8 Debit Note and Credit Note As per requirement
9 Income Tax Return, VAT Return, Excise | As per requirement
Return, Pragyapan Patra
10 Financial Reports As per requirement

&



AEYIH TCHIIEE Stationery

UM SEEdE «@I (Professional Accountant)
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