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* BRABPOTIOINTTON 0eFOOAT.
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Computer Literacy:

Area

Concept

Specific item

A. Computer Concepts

Parts of a Computer, Peripherals and
their function

Computer Applications

Security

Internet Basics

Storage, processor, display, mouse, ports,
CD Drive, printer and scanner

Email, Packaged Applications, Customized
Applications

Passwords, Virus, Backup

Accessing the Internet
Search Engines

B. MS Excel Basic Operations and handling text Opening and saving, entering and editing
data, copying and moving data, inserting
and deleting rows and columns, merging
cells

Handling Numbers: Simple arithmetic | Addition,  subtraction,  Multiplication,

operations and formatting Division, Average, decimals, currency,
percentage

Handling Dates Formatting and creating series

Page Formatting, Setup and Printing Selecting Print area, setting Margins and
adjusting size

C. MS Word Basic Operations Opening and saving, copying and moving,

Text Formatting

Page Formatting, Setup and Printing

Enhancing documents

finding and replacing

Using Formatting Toolbar for Bold, Italics,
text orientation, selecting font size, colour,
tube and styles

Bullets and Paragraphs
Margins and Page Breaks

Inserting objects, hyperlinks and tables

D. MS Powerpoint

Basic Operations

Slide Layouts, Master Slide

Enhancing slides

Printing Slides and Handouts

Opening, entering and formatting text in
different parts of a slide and saving

Creating and applying a Master layout,
changing theme and background

Inserting objects, Animation and Creating a
Slide Show

Adjusting number of slides per
printing with borders

page,

Applications of

Government

Computer in

MS office, Word (operations in letter typing
etc). Excel (report formatting futures etc).
Power Point Presentations, Outlook express
or email handlings, MS Access or Database
basic concepts, emails etc.,

General knowledge of computer industry
(like manufacturing companies, available
main software, Famous Net Applications,
Free email providers etc).
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1)
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3)
4)
5)
6)
7)

8)
9)

10)

OZoWoE — 3
BEOOD IN,B TP IOeI R JIBIH
(T .QF.DR wéeioda ss@lcs TP OOV m,gcs ébwdmée% wg%)

3= B0, T, T ©OBMD

1 DRONT BN, OFF DT 25
2 T Jodeen 25
3 QWD BOFETTH 25
4 TS 3 25
5 OFT TWOT 25
6 QONEKOT TIWF, LOTWOST 25

DEET) 150

WP — 4

DT TLFOH T3
Mogh Towpolene SuNi- TOowwel THeST FREHR WY MR TOWRNY ATI, Momd Toe
T233, RO RWE T QTS B WTVBHD  FOONF AT, MO JOWDORNYN STYTOHFTIOO
e, MR TJOWD @Cﬁg DB wmcsgd aacgofo OTH W) Fewmw RONW, MR TOWLW, e,
30000 DB WWORNFITRT, IBIOAW, IWRY TDRF, DTF T, MO B, WTPLOD.
TR0 JOWRORNY WFIR DI, WTRFIS TFCHeNM, TIFRAL Iy WRIT|OAL:- MO TOWRNRY
TEODFTI, MOFd TOWCWOD TRRF, BHTONW, TR TN, 93T FWENW, ©TF N
mmqsgs TFTOORFNALD NI WRFTTND, MO TOWIOR @qsg B emmcjzsgs noos 3 SNEH]
BN,
TR0 JOwWeoknRY 20N:— FWORFTEF, AYOD IBRT I emdraémﬁ@; T3, PTTT JeDTE TBY
QoN0Er0.
3oRnY I PeA- MR BJOWRORNAL FORNY TT QQWRIT, FORNL D ST 0INY
TARO, 30N ATFTH BNOITHYNG ébdaz% SEI{SW

MRsh JOwpowne OHmeS Ty APAD:- MOz TOWCNNIR WIT, DPeWTIF DT, MO
TOWRCNOD A, BREBIOD WITOINW.

TeoFomy QOPOZE Ty 66% TOBRFN:— MO TOWOWNY e%émf D) W OB, Wk mqp%,
dEmING TO3RTI.

FIFWT TOLROPNST TF (T JTowONSNS eoﬁasuo& DB 6@53}1%) eIy, 2006.

m@sé moR m%@oﬁ [IEPA ) mmscz{ 33030 WRAODT, 2005 I JOBTDA.

ToORP Towok TN~ TR FTOWONW TWE, TORPD IJOWOW LMW, IBIIRW, TORP
TOWROWOD  TTORFN, TR TOWCW, AOXWT, WHTTNN, TORP  TOWW A, JOYD
TOWER @cs&fi DB emmc:gp ©RFT DB 63?5?371%, FOORE  JWWFTTRTO, WHTWT )
3395571%.

FOFLT TOLWPODT® TR (PVRFP TJOLRONINY TOTES /) 6@71%?;) DADZNRD, 1996 =Ty FTerws
ToweoHS® TowF (TVRB TJOROWINY ITeaTeDd Y 65%71%3:) (ST IR) dowpnwd, 2006

11) 28ep Zowwok Chdd- 2oy TOwod OWS, BOY TOWOR IPNRW, IEIONW, BT TOWWOROD

TTOODFTI, VY TOWO, mmsé VRTOND, WP TOWR P, VR TOWR @qﬁag BN
emmc%gd SIALDIe W] w;aémfo, 3}33&05 FOORNFAWOF BT WRFTO, WHTT B ssrwémb.

12) smoreds Towmons® Do (WUR TJOwRowIny Immd wH3Y d3neh) Jonpish, 1996 I, ITFLE

ToweoS® TR (WU TJOWRONSNY TroTeDd F0BY 6171@?3) (SIR) dekzbiss, 2006
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13)

14)

1)

2)

3)
4)
5)
6)

7)
8)

10)

11)

12)

13)

14)

TOREFH I eROR- TOLFH WD) HePTHOD WHTT, 907 VTR W) TOCTE,
MO TOWHOW, TOVRB TOWHOR DY RYP TOWORR BOWOPTEOZ TFOFTT eNTY [0, FoONF

QIF BT WHTOONRNT DOHTTNLY, -

Toseeori—  TWOWRCWSNY DIBRES, WRCONWD, TEOFIA wodeert Towm, WIoWH  wolsen, Bey
o3peTD FWS, T TOWOR TOR.
B0 — TIOF LT TOWOONT TotF BHAONTD, 1993.

SYLLABUS FOR SPECIFIC PAPER

Constitution _of Grama Panchayat:- Declaration of Panchayat Area and establishment of Grama
Panchayats, Constitution of Grama Panchayath Standing Committees, Method of voting and procedure for
election, Appointment of administrator of Grama Panchayats, Term of office and conditions of service of
Adhyaksha and Updhyaksha of Grama Panchayats, Meeting of the Grama Panchayat, Quorum and
procedure, resolutions, Minutes, Ward sabha, Grama Sabha, Jama Bandi

Functions, Duties and Powers of Grama Panchayats, Adhyaksha and Upadhyaksha:- Functions of the
Grama Panchayat, General powers of the Grama Panchayat, Standing Committees, other Committees,
Powers and duties of the Adhyaksha and Upadhyaksha, Salary and Allowances to the Adhyaksha and
Upadhyaksha.

Staff of Grama Panchavyats:- Secretary, Staffing pattern and schedule of employees, Appointment and
Control of employees.

Taxes and Fees:- Levy of Taxes, rate, by Grama Panchayats, Recovery of Taxes and Other Dues, Appeal
against assessment etc.,

Grants and Funds of Grama Panchayats:- Grant to Grama Panchayats, Discretionary grant, Grama
Panchayat fund, Scheme Grants.

Financial Control and Audit:-Presentation of accounts and budget of Grama Panchayat, Revision of
budget, Audit of accounts.

The Karnataka Panchayat Raj (Grama Panchayats Accounts and Budget ) Rules, 2006.

Mahtma Gandhi National Rural Employment Guarantee Act, 2005 and Rules.

Constitution_of Taluk Panchayat:- Constituion of Taluk Panchayat, Meetings of Taluk Panchayat,
Functions of Taluk Panchayat, General powers of Taluk Panchayat, Taluk Panchayat fund, Powers and
duties of the Adhyaksha and Upadhyaksha of Taluk Panchayat, Executive Officer, Powers and duties of
Executive Officer.

The Karnataka Panchayat Raj (Taluk Panchayats Finance and Accounts) Rules, 1996 and The
Karnataka Panchayat Raj (Taluk Panchayats Finance and Accounts) (Amendment) Rules, 2006.
Constituion of Zilla Panchayat:- Constituion of Zilla Panchayat, Meetings of Zilla Panchayat, Functions of
the Zilla Panchayat, General Powers of Zilla Panchayat, Zilla Panchayat Fund, Powers and duties of the
Adhyaksha and Upadhyaksha of Zilla Panchayat, Chief Executive Officer, Powers and duties of Chief
Executive Officer.

The Karnataka Panchayat Raj (Zilla Panchayats Finance and Accounts) Rules, 1996 and The
Karnataka Panchayat Raj (Zilla Panchayats Finance and Accounts) (Amendment) Rules, 2006.
Inspection and Supervision:- Power of Inspection and Supervision, Technical Supervision and Inspections,
Government and Chief Executive Officer’s powers in respect of Grama Panchayat, Taluk Panchayat and
Zilla Panchayat.

Miscellaneous:- Dissolution of Panchayats, Appeals, Finance Commision, State Election Commission,
District Planning Committee, State Panchayat Council.

Note: Reference : Karnataka Panchayat Raj Act, 1993
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TOFWT BTFTT @@%3 mwws ﬁo&ig: 233 115 B3R 2005, dx00z: 19.11.2005

CERTIFICATE FOR THE PERSONS WITH DISABILITIES

This is to certify that Sri / Smt/Kum ... ... 2. SON
[wife [ daughter OF SNIT ... s e
Age .........ovevnviinenn. . 0ld, male / female, Registration NO ..,
isacaseof .............................. He / She is physically disabled/visual disabled/speech

& hearing disabledand has ..................ccoce. % (oo oL peICENT)

permanent (physical impairment visual impairment speech & hearing impairment) in
relationo his/her .............oooi s

Note :
1. This condition is progressive/non-progressive/likely to improve/not likely
to improve. *
2. Re-assessment is not recommended/is recommended after a period

0] A months/years. *

* Strike out which is not applicable

(Recent Attested
Photograph showing
the disability
affixed here)
Sd/- Sd/- Sd/-
(Doctor) (Doctor) (Doctor)
(Seal) (Seal) (Seal)

Countersigned by the
Medical Superintendent CMO/Head
of Hospital (with seal)

Signature / Thumb impression
of the disabled person
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