
File No.SECO-13012/16/2021-ELECTION SECTION-SECO-SECO

ELECTION URGENT
STATE ELECTION COMMISSION, ODISHA, 

TOSHALI BHAWAN, 1st FLOOR, SATYANAGAR, 
BHUBANESWAR-751007

E-mail- ID-stateelectioncommission.odisha@gmaiI.com/sec.odisha@gov.in
Fax No.0674-2573494.

No. /SEC, Date: 0^10\ 1^022.

From
Shri R.N. Sahu, IAS
Secretary.

To
All District Magistrates.

Sub: General Election to Urban Local Bodies, 2022-
Preparation of Ward-Wise Electoral Rolls.

Madam/Sir,

I am directed to say that the schedule for preparation of Electoral Rolls for 

the ensuing General Elections to Urban Local Bodies, 2022 will be issued by the 

Commission soon after the final list of Delimitation of Wards & Reservation of 

Seats are received by the Commission.

> Assembly Constituency-wise Electoral Roll database published . in 

January, 2022 by the Chief Electoral Officer, Odisha will be provided 

in a C.D. in Excel Format of the Assembly Constituency (ies) in which 

the ULB is located for preparation of Ward-wise Electoral Rolls for the 

ULBs Elections.
> The Commission is going to prepare the Ward-wise Electoral Roll out 

of the data base of Election Commission of India available in Excel 

format for the first time for which detailed instructions for preparation 

of Electoral Roll out of the database in Excel Format is enclosed.
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> A sample voter list for the ULBs Election, 2022 is also enclosed for 

your reference.

> The preparation of Ward-wise Electoral Roll will start once the 

Commission issue the schedule.

> In order to be in readiness, the Commission desires that necessary 

orientation be given to the personnel to be engaged in the preparation 

of Electoral Roll as per the instructions enclosed in order to save time 

as well as minimize errors.

I would, therefore, request you to appreciate the importance of preparation 

of error free Electoral Roll and issue necessary instructions to the field officials to 

be acquainted with the new format of preparation of Electoral Roll for ULBs 

Elections, 2022.

Yours faithfully,

i ' i' —
Secretary

Memo No. & /SEC. Date: CN / 0| j ZOZZ
Copy forwarded to Principal Secretary to Govt., Housing and Urban 

Development Department for information and necessary action.

. Secretary /f 'I
Memo No. /SEC. Date: OM 0 | / Z Z

Copy forwarded to All Municipal Commissioners/Executive Officers, 
Urban Local Bodies for information and necessary action.



File No.SECO-13012/16/2021-ELECTION SECTION-SECO-SECO

INSTRUCTIONS FOR USE OF ASSEMBLY CONSTITUENCY WISE 
ELECTORAL ROLL DATABASE IN EXCEL FORMAT FOR 
PREPARATION OF WARD-WISE ELECTORAL ROLL FOR ULBs 
ELECTIONS, 2022.

1. The Assembly constituency-wise Electoral Roll database in Excel Format 
of the Electoral Roll published in January, 2022 relating to the ULBs in the 
District will be provided by the Commission.

2. The database consists of 24 columns with different headings available in 
Excel Format.

3. The existing ULB Electoral Roll has 6 columns namely (i) SI. No., (ii) 
House No., (iii) Name with Father or Husband’s name, (iv) Age, (v) 
Gender, (vi) Part No. and SI. No. in assembly Electoral Roll.

4. The Electoral Roll to be prepared will consist of 9 columns namely (i) SI. 
No., (ii) House No., (iii) Name, (iv) Relationship, (v) Father or Husband’s 
name, (vi) Age, (vii) Gender, (viii) Part No. and SI. No. of Assembly 
Electoral Roll, (ix) EPIC Number.

5. Hence, the required information available in the Assembly Electoral Roll 
database are to be copied.

6. For the preparation of ULB Electoral Roll out of the Electoral Roll 
database of Assembly Constituency available in Excel Format, the 
following steps be followed:

i. Copy the Master Excel database of the Assembly Constituency 
which the ULB is a part to a Working Folder.

ii. Select the Assembly constituency in which the ULB is located.
iii. The Assembly Constituency Electoral Roll are available in parts 

(Booths). Total Voters of one ULB may be there in several parts of 
Assembly Electoral Roll.

iv. First locate the parts where the voters of one ULB are available.
v. Some ULBs may have full parts and in some other ULBs, voters 

may be in the some full parts and half part(s).
vi. Once the total voters of the ULB are located, keep an account of the 

parts as well as the voters in a separate sheet.
vii. Copy the Voters of the ULB to the working Folder.
viii. All the Voters in one ULB are supposed to be distributed into 

different Wards of the same ULB. In order to avoid duplication and 
omission, a working sheet shall be prepared manually to arrive at the



figure that all the voters available in the ULB have been included in 
different Wards of the same ULB.

ix. The basic information relating to the first page of Ward wise ULB 
Electoral Roll at the top of the page has to be done manually.

x. Copy the relatable voters to the concerned Ward out of the voters of 
the ULB.

xi. Total voters in one ward may not be available serially in the database 
of Assembly Constituency Electoral Roll. There may be voters of 
one Ward in different Serial Nos. of the same ULB.

xii. Copy the relatable portion of the voters of the concerned Ward from 
different places of the same ULB.

xiii. The Ward-wise Electoral Roll is now ready for preliminary draft 
publication.

xiv. The Commission will prescribe a schedule for inviting claims and 
objections. As the qualifying date for Assembly Electoral Roll and 
ULB Electoral Roll is same, i.e. 1st January, 2022, there will be no 
new enrolment in the Electoral Roll.

xv. However, if any, elector’s name is found in the Assembly Electoral 
Roll, 2022, but his/her name is not found in the Draft ULB Electoral 
Roll due to the Ward-wise splitting, an elector can submit claims for 
correction of Registry for Registration in Form III (for NAC and 
Municipalities) and in Form VII (for Municipal Corporations).

xvi. The Draft Roll together with list of additions in Form I-A (for NACs 
and Municipalities) and in Form No. V-A (For Municipal 
Corporations) shall be published as the Final Roll. Under no 
circumstances, new names will be included in the Draft Electoral 
Roll.

xvii. In case the name of an elector has to be deleted from the draft 
Electoral Roll because of death or otherwise in that case the name of 
the voter has to be struck down in the middle without disturbing the 
SI. No. of the Voter List prepared.

xviii. The final Electoral Roll of all the Wards in a ULB shall together 
form the complete roll of the ULB. The final roll shall then be 
divided into parts for each Polling Station, as approved the 
Commission.

xix. The Electoral Roll so prepared shall be kept secured/ protected to 
avoid manipulations.
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Certfied that the Electoral Roll of Ward No of ULB have been published in accordance with
Odisha Municipal (DW, RS &CE) Rules, 1994 and Odisha Municipalcorporation (DC W,RS & CE) Rules, 2003.

Election Officer Seal and Signature
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