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NOTIFICATION

Online applications are hereby invited from the prospective candidates
through the Proforma application to be made available in the Board's website
(boardodisha.nic.inJ w.e.f 1't October, 2024 in respect of the Annual
Departmental Exam on Accounts & Office Procedure etc.,2O24 conducted by
Board of Revenue, Cuttack, Odisha for Ministerial Officers, Registration Officials and
Revenue Inspectors at all District Headquarters of the State. No offline applications
will be entertained. The link for submission of application online shall be made
available from 0 1. 1 0.2 024 (Tuesday) to 01.71.2024(Friday).

The candidate are requested to visit the Board's website and before
proceeding for filling the online application form, they are required to go through
the GUIDELINES AND INSTRUCTIONS AVAILABLE IN BOARD'S WEBSITE
(ANNEXURE-r).

DOCUMENTS TO BE UPLOADED:
. Candidates must upload recent coloured passport sixe photograph and

scanned signature as per the instruction mentioned in Annexure-1.
. The forwarding letter duly signed or approved by the Head of Office must be

uploaded.
o No application without forwarding letter shall be entertained.

Candidates are advised to check Board's website regularly for latest updates like
availability of Admit Cards etc. For any query and technical assistance, Exam Branch,
Board of Revenue, Odisha may be contacted.
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The exam will be held as per the following schedule:
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LOGIN-1 (For Creation of Application ID & Password): 

 

GUIDELINE AND INSTRUCTION 
FOR ONLINE SUBMISSION OF APPLICATION FORM FOR 

THE ANNUAL DEPARTMENTAL EXAMINATION ON ACCOUNTS & OFFICE PROCEDURE ETC., 

2024 
 

PREREQUISITE: 
 

Before proceeding for filling the Online Application Form the 
applicant is required to have the following: 
 

1) Personal Mobile Number of the applicant, for validations and 
future correspondence. In case you provide wrong/incorrect mobile 
phone number, you will not be able to receive the updates. 

2)  Clearly scanned latest Passport size Photograph, Signature (size limited 
to minimum 10KB and maximum 50KB each). Forwarding letter 
from the heads of the office where the applicant is posted (size 
limited to 150KB to 300KB) and the scanned HSE/Equivalent 
Certificate (Optional) for exemption from passing of ODIA in the 
Departmental Examination. 

 

 Go to Board’s Official Website: http://boardodisha.nic.in/. 

 Click on EXAMINATION ICON. 

 A screen as shown below will appear. 

 

 

 Click on ANNUAL DEPARTMENTAL EXAMINATION ON 

ACCOUNTS & OFFICE PROCEDURE LINK. 

 A screen as shown below will appear. 

 Click on APPLY ONLINE available on the right hand side panel 

http://boardodisha.nic.in/


 

 

 

MINISTERIAL SERVICE 

 

 The examination form will appear on the screen as shown below. 

 Now you are ready for filling up of the form. Please fill the details as 

per the format wherever it is mentioned. The fields which are marked as * 

are mandatory. 

The form MUST be filled with utmost care and accuracy. 
 

FILL  THE  ONLINE APPLICATION  FORM 

 

 



 

 

PART 1 OF THE FORM : ENTER THE PERSONAL DETAILS , VIZ. 

a. Name of the Service 

b. Designation (must be written in Full i.e. Junior Assistant/ Senior Assistant/ 

Revenue Inspector /Senior Revenue Assistant etc.) 

c. Applicant name 

d. Father’s/Husband Name 

e. Date of Birth 

f. HRMS ID(if available) 

g. Date of Joining in Govt. Service. 

h. Email ID. 

 
PART 2 OF THE FORM 

 SELECT SUBJECTS / PAPERS YOU WANT TO APPEAR. 

SUBJECT/PAPERS 

 
ACCOUNTS & OFFICE PROCEDURE(GROUP-A) 

PAPER-I 

PAPER-II 

 

ACCOUNTS & OFFICE PROCEDURE(GROUP-B) 
PAPER-III 

PAPER-IV 

REGISTRATIONLAWS &STATUTORYRULES.(onlyfortheSeniorClerks/Assistantsofthe 
RegistrationOffices) 

SPL. EXAM.INODIA(FORR.I.s) 

 PART 3 OF THE FORM : ADDRESS DETAILS.  
o District Name 

o Name of The Office 

o Address of Office 

o Pincode 

o Mobile no. 

 



 

 

PART 4 OF THE FORM : DOCUMENT UPLOAD.  

o Scanned copy of forwarding letter. (150KB-300KB) 

o One passport size photograph.(10KB-50KB) 

o Signature of the Candidate.(10KB-50KB) 

 After filling all these information Candidate has to click on “SUBMIT” button. 

 After Submission of application , create your password as per the instruction. 

o The Password should be more than 8 characters which must 

contain at least one upper case, one lower case, one symbol and 
one number digit(ex:0,1,2,3etc.), 

o Enter the security code (Captcha), which is displayed on the screen. 

o Click on Confirm button to finally submit the application form. 

o After confirmation a Unique Application ID will be provided 

to the candidate as displayed below. 

 

 

 One can take the printout of the acknowledgement by pressing:“CTRL +P” 

 A system generated Forwarding Letter will be Provided to all Candidate. 

 Take a Printout for approval of the Higher Authority. 

 



 

 

 

LOGIN-2 (for Uploading of Forwarding Letter):  

o After approval of the higher authority in the hardcopy, the same need to be 

uploaded in the Candidate Login. 

o Go to Candidate Login using the Unique Application ID & Password. 

o Click on the Upload the Forwarding Letter option. 

o Upload the Scanned copy of the Forwarding Letter (150KB-300KB). 

o Click on SUBMIT. 
  

Finally candidate can log into his / her User Id by entering the Application ID 

with Password created during submission of Application. 

After successfully applying the form, the entered form can be displayed / modified as 

per the desire of the candidate by accessing the form with Application Form 

No. & Password. 

By logging into the Applicant Login, a screen is displayed with different option. 
o Download acknowledgement 
o Download forwarding Letter 

But the Admit Card can only be downloaded before 15 days of the Examination.  

 

**************THANKYOU************** 
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