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This user guide will help you on how to fill the application form, how to make the payment 
and how to submit it successfully. 

 
To start filling the application form, users must be registered first to the application. The 
user guide for how to register to the application is already provided in the other link. Once 
you register successfully, the application will navigate you to fill the form. In case you have 
logged out, you can again login to the application and start filling it.  
 

Personal Details Tab 

The first step in the application process is to add our personal information.  

 

 

Fill all the information in the Personal Details section.
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To be eligible to apply for any position, please ensure that you meet the following criteria:  

1.  Age Requirement: You must be above 18 years old. 
2. Nationality: You must have Indian nationality. 

 
Age Limit: 

Sr. No. Name of the Post Age Limit (as on 01.01.2026) 

2 Stenographer Grade-II (Steno) Between 18 – 27 years 

3 Tax Assistant (TA) Between 18 – 27 years 

4 Multi-Tasking Staff (MTS) Between 18 – 25 years 

Relaxation of age: As per Government of India instructions for meritorious sportspersons, 
relaxation of upper age limit up to a maximum of 5 years (10 years in case of SC/ST 
candidates) may be allowed. 

Note: This relaxation will be admissible only to those sportspersons who satisfy all other 
eligibility conditions related to education and sports qualifications, and furnish a certificate 
in the prescribed form, from an authority prescribed in this instruction.  

 
You can select the Post preferences in the next section. As per your eligibility, you can 
select the preferences. Maximum 3 preferences are allowed. 

 
Now in the address section, enter the Permanent and current address. If both are the 
same, you can select the copy in case it is the same as the current address button and it 
will copy all the data from current address to permanent address.  

 
Once you fill all the information on the Personal Information tab, click on the Save and Next 
button. It will navigate to the Education and Experience section.
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Education & Experience 

Once the Personal Details are filled, the Education & Experience details page will open as 
shown in the image below. 

 

Please enter the required details in the respective fields. After filling the mandatory fields, 
click on the Add button shown in the image below. 

 

 
After clicking on the Add button, education data will be shown in the table as shown in the 
image below. Like this you need to add the education details as per the preferences you 
have selected in the personal details section.
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The below table indicates which post preference requires maximum qualification:  

Essential Educational Qualifications: 

 

Sr. No. Name of the Post Essential Educational & Other Qualifications 

1 Stenographer Grade II (Steno) 12th class pass or equivalent from a recognized Board 
or University 

2 Tax Assistant (TA) A Degree of a recognized University or equivalent 
qualification 

3 Multi-Tasking Staff (MTS) Matriculation or Equivalent pass 
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In our application you can edit and delete previously filled education using the Delete and 
Edit options in the Action column. 

 
If you want to edit the data then click on the edit option as shown in the image below 
and edit the information and then click on the update button given on the right side. 
Your data will be updated. Same in case of delete, if you want to delete the education 
detail, just click on the delete button provided in the table.  
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Now, after filling the educational details, if you have worked in any government company 
before or you are working in any government company, then on the same page check the 
option "Do you have work experience?" as shown below. You will see work experience related 
fields. 

 

After clicking on that option, the work experience field will appear as shown in the image 
below, in which you have to fill in your experience details. Once you fill one record click 
on the add button. You can add multiple records like this. If you are still working, then just 
switch on is still working? 
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After clicking on the Add button, the work experience data you filled in will be added to the 
table as shown in the image below.  

If you want to update the data in the work experience table, click on the edit option 
present in the action column in the table. 
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Once you update the information, click on the Update button as shown below. The data 
will get updated. 

 
In case you are still working in the Central government, state government or in the PSU 
then you will need to attach the NOC from that company in the Document section 
afterwards. 

 
Once all the information regarding education and experience is filled, click on the Save & 
Next button. The records will get saved.
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Sports Events Details 
Once all the education and experience, personal information is filled, the application will 
ask for the sports event’s details. Users must add at least one event details in any of the 
years 2026, 2025, 2024, 2023 or 2022 or they can add maximum 3 sports events details in 
each year.  

Click on the + sign as shown in the image above. It will ask for the details of the events. 
Please fill in the details of the sports and save the form. You can also edit the details or 
delete the details if you want.  
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You have to attach the forms also with the given details in the documents section. The form 
download link is given in the bottom section of the Sports events details page. Please 
download the respective form, fill it and upload in the documents section of the application. 
 

Sr no. Achievement In Sport Event/Game Download 

1 
 

If represented India at International Competition with the clearance of the Department 
of Sports, Ministry of Youth Affairs and Sports. 

Form 1 

2 If represented a State/Union Territory in the Senior or Junior Level national 
championships organized by the National Sports Federations recognized by the 

Department of Sports, Ministry of Youth Affairs & Sports or National Games 
organized by the Indian Olympics Association and have won medals or 

positions up to 3rd place. 

Form 2 

3 If represented a university in an Inter-University competition conducted by the 
Association of Indian Universities / Inter-University Sports Board and have won 

medals or positions up to 3rd place in finals. 

Form 3 

4 If represented the State Schools in the National Sports/Games for Schools 
conducted by the All-India School Games Federation and have won medals or 

positions up to 3rd place. 

Form 4 

5 If represented a university in Khelo India University Games conducted with authorization  of 
Department of Sports, Ministry of Youth Affairs and Sports and have won medals or positions 

up to 3rd place or represented a State/UT in Khelo India Youth Games (age category above 
18 years) or Khelo India Winter Games or Khelo India Para Games conducted with 

authorization of Department of Sports, Ministry of Youth Affairs and Sports and have won 

medals or positions up to 3rd place in finals. 

Form 5 

https://mumbai-itax-sportsrecr23.com/assets/form1.pdf
https://mumbai-itax-sportsrecr23.com/assets/form2.pdf
https://mumbai-itax-sportsrecr23.com/assets/form3.pdf
https://mumbai-itax-sportsrecr23.com/assets/form4.pdf
https://mumbai-itax-sportsrecr23.com/assets/form5.pdf
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Upload Documents 

Now, as we have filled in our Personal details, Education and Experience, sports events etc. 
Now the user needs to submit their required mandatory documents.  

They need to submit a photograph, signature and all educational documents. In case they 
are currently working, they need to submit a No Objection Certificate (NOC) from the 
current organisation in case they are working for state government, PSU or central 
government then caste certificate (if applicable), and sports/event documents in the 
given restricted size and pixel. 

 

 
After uploading all mandatory documents, they need to click the "Save and Next" 
button. In case they want to make changes, they should use the "Previous" button for 
editing.



 

Income Tax Department 

Pune Region 

Aayakar Bhavan, 12, Sadhu Vaswani Road, Pune – 411001 

 

 

Preview and Submit 
After completing the documentation process, the user can view their filled application 
form. They can check in case they want to change any information by using the previous 
button. Also, if all information is correct, they can submit the application form and print 
it. But before submitting the form, user should be aware of the following points:  

 
1. Once the form is submitted, no changes will be considered afterward.  
2. Users will not be able to edit any information once the form is submitted.  
3. Users cannot submit another form using the details already provided in 

this application. 
4. Users should ensure all information is accurate before submission as there is no 

provision for modifications post-submission. 
5. Users should double-check that they have included all required documents and 

details before confirming submission. 
 

 
Below image shows how the form will look like at the Preview and Print stage:
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Payment Details 

After previewing and submitting the form, click on the save and next button. The payment 
details page will open as shown in the picture below. 
 

 
After opening the payment details page, you will see the user manual and video guide 
option on the left side of the page. You can use it to see how to pay the application fee or 
read the manual and follow the instructions. 
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If you want to make a payment, click on "Visit Bharatkosh Website" button as below image. 

 

 
Once the payment is done successfully, come back to the payment details page, you will 
see the submit payment details option on the right side of the page, in which you need 
to upload the reference number (as given in the payment receipt) and the image or PDF 
of the payment receipt. 
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After filling in the payment details and submitting it, an alert message will appear where 
you will see the option of Yes and No. After clicking on Yes, your final form will be 
submitted. 
Now the following page will open. In which you can Logout form the application, or you 
can print the form or you can view the payment receipt.  

 

 
 

 

Thank You. 


