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kf7oqmdsf] ?k/]vfM—   ;+o'Qm / Plss[t k/LIff k|0ffnL (Integrated & Unified Examination System)  sf] 

cfwf/df lgDgfg';f/sf x'g]5 . 

efu – ! 

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

låtLo r/0f                         k"0ff{Í M— @)) 

efu – @ 

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

 

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

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

tflnsf -!_ 
 

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

 
 

 
k|yd 

;fdfGo 1fg tyf 

cfwf/e't sfof{no ;Lk 

k/LIf0f 

(General Knowledge & 
Basic Office Skills 

Test) 

 
 
 

100 

 
 
 

40 

 
j:t'ut (Objective): 

ax'j}slNks k|Zg 

(Multiple Choice 

Questions) 

 
 

 

%) k|Zg x @ cÍ 

 
 

 
$% ldg]6 

 

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

tflnsf  -@_ 
 

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

 
 

låtLo 

  

 

100 

 

 

40 
ljifout (Subjective):   

sfof{no Joj:yfkg 5f]6f] / nfdf] pQ/ !@ k|Zg x % cÍ @ 306f 

(Office Management) (Short &Long 

Answers) 
$ k|Zg x !) cÍ #) ldg]6 

 
 

t[tLo 

 

sfo 1fg ;DaGwL 

(Job Knowledge 
related subject) 

 

 

100 

 

 

40 
ljifout (Subjective):   

5f]6f] / nfdf] pQ/ * k|Zg x % cÍ @ 306f 

(Short &Long 
Answers) 

^ k|Zg x !) cÍ #) ldg]6 

 
 
 

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

tflnsf -#_ 
 

ljifo k"0ff{Í k/LIff k|0ffnL ;do 

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

JolQmut cGtjf{tf{(Interview) 40 df}lvs (Oral)  

 

b|i6Jo M 

!= of] kf7oqmd of]hgfnfO ;+o'Qm / PsLs[t k/LIff k|0ffnLsf cfwf/df ck|fljlws tkm{ Gofo, k//fi6«, 

k|zf;g, n]vfk/LIf0f / ;+;b ;]jfsf ;a} ;d'xsf] nflu lnlvt k/LIff -k|yd r/0f / låtLo r/0f_ tyf 

clGtd r/0f -sDKo"6/ ;Lk k/LIf0f / cGtjf{tf{_ u/L b'O{ efudf ljefhg ul/Psf 5 . 

@=   tflnsf -!_ / tflnsf -@_ df lbO{Psf cg';f/sf lnlvt k/LIff dfly plNnlvt ;a ;]jfsf ;a} ;d'xsf] 

nflu clgjf{o x'g]5 .

mailto:-@_
mailto:-@_
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#=    dfly plNnlvt  ;]jfsf ;a}  ;d'xsf]  nflu  k|yd, låtLo  /  t[tLo  kq÷ljifosf ljifoj:t Pp6} 

(Common) / clgjfo{ x'g]5 . 

$=   lnlvt k/LIffsf k|Zgkqsf dfWod efiff g]kfnL x'g]5 .  t/ ljifoj:t'nfO{ :ki6 ug'{kg]{ cj:yfdf c+u|]hL 

zAb sf]i7leq /fv]/ ;d]t k|of]u ug{' kg]{5 . 

%    lnlvt k/LIffsf dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g]5 . 

^=   j:t'ut ax'j}slNks (Multiple  Choice)  k|Zgx?sf unt pQ/ lbPdf k|To]s unt pQ/ afkt @) 

k|ltzt cÍ s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cÍ lbOg 5}g / cÍ s§f klg ul/g] 5}g . 

&=   ax'j}slNks k|Zgx? x'g] k/LIffdf s'g} k|sf/sf] SofNs'n]6/ (Calculator)k|of]u ug kfOg] 5}g . 

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

(=   ljifout k|Zg x'g] kq÷ljifosf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx? x'g]5g . k/LIffyL{n] k|To]s 

v08sf k|Zgx?sf pQ/ ;f]xL v08sf pQ/k'l:tsfdf n]Vg'kg]{5 . 

!)=  o; kf7oqmd of]hgf cGtu{tsfkq÷ljifosf ljifoj:t'df h];'s} n]lvPsf] eP tfklg kf7oqmddf k/]sf 

sfg"g, P]g, lgod tyf gLltx? k/LIffsf ldlt eGbf # dlxgf cufl8 -;+zf]wg ePsf jf ;+zf]wgeO{ x6fO{Psf 

jf yk u/L ;+zf]wgeO{_ sfod /x]sfnfO{ o; kf7\qmddf k/]sf ;Demg' kb{5 . 

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

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

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

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

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

;lDdlnt u/fOg]5 . 

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

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

!%=  kf7oqmd nfu ldlt M   @)&*.)$.@&  ut] b]vL . 
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k|yd kq M– ;fdfGo 1fg tyf cfwf/e't sfof{no ;Lk k/LIf0f 

(General Knowledge and Basic Office Skills Test) 
 

v08 (A) : ;fdfGo 1fg (General Knowledge) 

 
 

v08 (A): 60 cÍ #) k|Zg× @ cÍ Ö ^) cÍ 

1. ;f}o{d08n / e"uf]n 

1.1 ;f}o{d08n / k[YjL ;DaGwL ;fdfGo hfgsf/L . 

-^ k|Zg × @ cÍ Ö !@ cÍ_ 

1.2 ljZjsf] e"uf]n – dxfb]z, dxf;fu/, w|'j, cIff+z, b]zfGt/, ;do, b'/L, kj{t>[+vnf, e"sDk, Hjfnfd'vL, 

gbL, lxdgbL, tfn, hnjfo' . 

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

df6f], vlgh kbfy{, kxf8_ . 

2.  Oltxf;                                                 -^ k|Zg × @ cÍ Ö !@ cÍ_ 

2.1 ljZjsf Oltxf; – cf}Bf]lus j|mflGt, k|mfG;sf] /fHoj|mflGt, cd]l/sL :jtGqtf ;ªu|fd, ?;L ÷ 

cS6f]j/ j|mflGt, k|yd / låtLo ljZjo'4 tyf ef/tLo :jtGqtf ;ªu|fdM 36gf, sf/0f / kl/0ffdx¿ . 

2.2 g]kfnsf Oltxf; -k|frLg sfnb]lv xfn;Dd_ 

2.2.1 ls/fFtsfn, lnR5ljsfn / dWosfnM ;fdflhs, ;f+:s[lts, cfly{s Pj+ /fhgLlts cj:yf . 

2.2.2 cfw'lgs Oltxf; -g]kfnsf] PsLs/0f b]lv xfn;Dd_M /fhgLlts 36gfqmd, ;fdflhs, 

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

3.  g]kfnsf] ;fdflhs, cfly{s cj:yf / zf;gk4lt           -^ k|Zg × @ cÍ Ö !@ cÍ_ 

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

;+uLt, ;f+:s[lts ;Dkbf . 

3.2 cfly{s kl/;"rsx¿ -cfly{s j[l4, s'n u|fx:y pTkfbg, k|lt JolQm cfo, ljk|]if0f, j}b]lzs nufgL, 

j}b]lzs ;xof]u_ 

3.3 cfly{s cj:yf -s[lif, pBf]u, Jofkf/, ko{6g, oftfoft, ;+rf/, ljsf; of]hgf_ ;DaGwL hfgsf/L . 

3.4 g]kfnsf zf;gk4lt / ;/sf/ – ;+ljwfg, ;+3Lo zf;g k|0ffnL / /fhgLlts Joj:yf . 

4.  lj1fg k|ljlw, hg:jf:Yo / jftfj/0f                      -^ k|Zg × @ cÍ Ö !@ cÍ_ 

4.1 dfgj hLjgdf k|ToIf k|efj kfg lj1fgsf k|d'v cfljisf/ / gljgtd ultljlwx? ;DaGwL 

hfgsf/L . 

4.2 hg:jf:Yo, /f]u, vfB / kf]if0f ;DaGwL hfgsf/L . 

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

Zfx/Ls/0f, a;f]jf; -aF;fO{;/fO{_ ;DaGwL hfgsf/L . 

5.  cGt/f{li6«o ;DaGw / ;d;fdlos ultljlwx?              -^ k|Zg × @ cÍ Ö!@ cÍ_ 

5.1 cGt/f{li6«o ;DaGw tyf ;+3÷;+:yf – ;+o'Qm /fi6«;+3 / If]qLo ;+u7g -;fs{, cfl;ofg, o'/f]lkog 

o'lgog_ . 

5.2 /fli6«o / cGt/fli6«o dxTjsf ;d;fdlos ultljlwx? / dxTjk"0f{ JolQmTj tyf ljrf/sx? ;DaGwL 

hfgsf/L .
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v08 (B) : cfwf/e't sfof{no ;Lk k/LIf0f (Basic Office Skills Test -BOST) 

v08 (B): 40 cÍ                            @) k|Zg× @ cÍ Ö $) cÍ 

cfwf/e't sfof{no ;Lk k/LIf0f (BOST) cGt{ut b]xfosf k/LIf0fx? /x]sf 5g M 

1. ?h' ug]{ (Verification test) : o; k/LIf0fdf tYof+s, ;+Vof jf zflAbs ;"rgfnfO{ hfFr ug]{ jf q'6L kQf 

nufpg cyjf ;dfgtf jf leGgtf kQf nufpg lsl;dsf k|Zgx? ;dfj]z x'g]5g . 

2. vfnL :yfg jf qmd k'/f ug]{ (Completion): o; k/LIf0fdf zflAbs jf ;+VofTds jf czflAbs - 

lrqfTds_ ljj/0fsf tfls{s ?kdf vfnL :yfg, qmd, 9fFrf jf d]l6«S; k'/f u/L ;dfwfg ug lsl;dsf k|Zgx? 

;dfj]z x'g]5g . 

3. juL{s/0f ug (Classification) : o; k/LIf0fdf zflAbs jf ;+VofTds jf  czflAbs -lrqfTds_ ljj/0fsf 

tfls{s ?kdf juL{s/0f ug jf leGgtf kQf nufpg lsl;dsf k|Zgx? ;dfj]z x'g]5g . 

4.  ;DaGw k/LIf0f (Analogy): o; k/LIf0fdf zflAbs jf ;+VofTds jf  czflAbs -lrqfTds_ ljj/0fsf] 

tfls{s ?kdf ;DaGw kQf nufpg lsl;dsf k|Zgx? ;dfj]z x'g]5g . 

5. kmfOlnª cle?lr k/LIf0f (Filing aptitude test): o; k/LIf0fdf zflAbs / ;+VofTds kmfOlnª j:t jf 

k|lqmofnfO j0f{dfnfqmd, ;+VofTdsqmd jf sfnqmd cg';f/ ;dfwfg ug lsl;dsf k|Zgx? ;dfj]z x'g]5g. 

6. lgb]{zg cg';/0f ug]{ (Follows the instructions) : o; k/LIf0fdf lbOPsf lnlvt lgb]{zgnfO x'ax 

cg';/0f u/L ;dfwfg ug lsl;dsf k|Zgx? ;dfj]z x'g]5g . 

7.  ;+VofTds rft'{otf k/LIf0f (Numerical reasoning test): o; k/LIf0fdf ;fdfGo c+sul0ftLo lqmof 

;DaGwL k|Zgx? ;dfj]z x'g]5g . 

8. sf]l8ª / le8fg k/LIf0f (Coding & Matching test): o; k/LIf0fdf zflAbs jf ;+VofTds ljj/0fsf 

sf]l8ª / le8fg ;DaGwL k|Zgx? ;dfj]z x'g]5g . 

9. ljZn]if0ffTds tfls{stf k/LIf0f (Analytical reasoning test): o; k/LIf0fdf zflAbs jf ;+VofTds jf 

czflAbs -lrqfTds_ lsl;dsf ljZn]if0ffTds tfls{stf ;DaGwL k|Zgx? ;dfj]z x'g]5g . 

10. lbzf / b'/L 1fg k/LIf0f (Direction & Distance sense test): o; k/LIf0fdf lbzf / b'/L kQf nufpg 

lsl;dsf k|Zgx? ;dfj]z x'g]5g . 

 

b|i6Jo M–o; kq ;fdfGo 1fg / cfwf/e't sfof{no ;Lk k/LIf0f ljifosf kf7oqmdsf PsfO{x?af6 ;f]lwg 

k|Zgx?sf ;+Vof lgDgfg';f/ x'g]5 . ;fdfGo 1fgdf oyf;Dej qmdzM Level I   sf ^) k|ltzt / Level II sf 

$) k|ltzt k|Zgx? ;f]lwg]5 . 

 

k|ydkq ;fdfGo 1fg cfwf/e't sfof{no ;Lk k/LIf0f 

cÍef/ 60 40 

OsfO 1 2 3 4 5 k|To]s OsfO ;dfg @ j6f u/L @) k|Zgx? 

;f]lwg]5 . kZg ;Vof 6 6 6 6 6 

hDdf Zg (Level I = 18 / Level II = 12)  hDdf 30 20 

 

cfwf/e't sfof{no ;Lk k/LIf0f (BOST) sf d'Vo p2]Zo pDd]bjf/n] sfof{nosf sfdx¿ l56f / ;6Ls 

¿kdf ;Dkfbg ug{ ;Sg] Ifdtfsf cfsng ug{' xf . h:tf l56f l56f k9g], zflAbs / ;+VofTds hfgsf/Lsf] 

z'4tf hfFRg ;Sg], ;"rgfx? t'ngf ug{ ;Sg], lnlvt lgb]{zgx?sf] /fd|/L kfngf ug{ ;Sg], 

lnlvt  ;fdu|L  a'‰g]  /  JofVof  ug{  ;Sg]  tyf  ;fdfGo  lg0f{o  lng  ;Sg]  xf]  .  o; 

k/LIf0fn] ;d:ofsf] ;dfwfgsf nflu pko'Qm c+sul0ft lqmof÷k|lqmof lgwf{/0f ug{ pDd]bjf/sf Ifdtf / 

tfls{stfsf d"Nofsg ub{5 . o;n]] pDd]bjf/sf ult / z'4tfsf Ifdtf hfFRg'sf ;fy} :yfg ;DaGwL Ifdtfsf 

klg d"Nofsg ub{5 .  cfwf/e't sfof{no ;Lk k/LIf0fsf p2]Zo  ljBfnodf cWoog u/]sf s'g} vf; 

ljifodf cfwfl/t geO{ bzd sIff ptL0f{ lzlIft JolQmn]] pQ/ lbg ;Sg] :t/sf x'g]5 . o; k/LIf0fn] 

lglZrt lgodx?sf] cfwf/df ;xhAf'l¢ ;fy JolQmn ts{;+ut ;f]rljrf/ u/L ;d:of ;dfwfg ug{ ;Sg] 

;fdYo{ jf ;Lk ;DaGwdf a9L hf]8 lbG5 . o;n] JolQmsf 3f]sg] -s07:t ug]{_ IfdtfnfO{ eGbf ljZn]if0f 

IfdtfnfO{ k|ltlalDjt ub{5 .
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1.         Windows Basic 

ljifoM– sDKo"6/ ;Lk kl/If0f (Computer Skill Test)

                Introduction to Graphical User Interface 

                Starting and shutting down Windows 

                Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin, etc. 

                Concept of files and folders 

                Searching files and folders 

 
2.         Word Processing/ MS Word 

                Creating, saving and opening documents 

                Typing in Devanagari and English 

 Text  formatting  (Font,  Size,  Color,  Underline,  Italic,  Bold,  etc)  and  paragraph 
formatting (alignment, indentation, spacing) 

                Inserting header, footer, page number 

                Page setting (margin, page size, orientation), previewing and printing of documents 
 

 
 

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

 
 

ljifo 

 

k"0ff{Í 

 

k/LIff k|0ffnL 

 

ljifoj:t zL{ifs 
cÍ 

 

;do 

 

 

sDKo"6/ ;Lk k/LIf0f 

(Computer Skill 

Test) 

 
 
 

!) 

 

 
k|of]ufTds 

(Practical) 

Devanagari Typing @=% cÍ 
% ldg]6 

English Typing @=% cÍ 
% ldg]6 

Windows basic and 
Ms-Word 

% cÍ 
 

% ldg]6 

 

 

kf7oqmdsf p2]ZoM– 
 

cfhsf] j}1flgs o'udf b}lgs hLjgdf cfOkg Jofjxfl/s ;d:of ;dfwfgsf nflu ;"rgf / ;+rf/ k|ljlw;Fu 

kl/lrt / Go"gtd 1fg, ;Lk / wf/0ff ePsf JolQm x'g ckl/xfo{tf /x]sf] 5 . t;y{ b]z ljsf;sf] d]?b08sf] 

?kdf /x]sf lghfdtL sd{rf/L 5gf}6 ubf cfwf/e"t sDKo"6/ 1fg / ;Lk ePsf JolQm 5gf}6 ug{ 

pko'Qm x'G5 . To;df klg vl/bf/ kbdf sfo{/t sd{rf/Lx?nfO sDKo"6/ ;DaGwL ug'{kg]{ ;fdfGo 

;d:ofx? xn ug]{ Ifdtf x'g clgjfo{ b]lvG5 . To;}n] ck|fljlws tkm{sf Gofo, k//fi6«, k|zf;g, n]vfk/LIf0f 

/ ;+;b ;]jf, /fhkq cg+lst låtLo >]0fL, vl/bf/ jf ;f] ;/x kbsf] v'nf k|ltof]lutfTds k/LIffsf låtLo 

r/0fdf sDKo"6/ ;Lk k/LIf0f k|of]ufTds k/LIff ;dfj]z ul/ of] kf7\oj|md tof/ kfl/Psf] 5 .
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c+u|]hL jf b]jgfu/L Typing Skill Testsf nflu lgb]{zgM– 
 

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

ul/g]5M– 
 

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

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

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

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

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

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

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

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

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

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

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

 

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

ul/g]5M– 
 

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

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

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

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

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

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

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

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

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

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

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

 

3.         c+u|]hL jf b]jgfu/L Typing df lbOPsf] Text nfO{ cfwf/ dfgL 6fOk u/]sf Text ;Fu le8fO{ r]s ul/g]5 

. lbOPsf c+u|]hL jf b]jgfu/L Text  df pNn]lvt :yfg adf]lhd k/LIffyL{x?n] cfkmgf] Text  df 

Punctuation 6fOk gu/]sf kfOPdf To;sf zAbdf u0fgf ul/g] 5}g . tTkZrft lgDg Formula  k|of]u 

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

 

Formula: 
 

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