
CIRCULAR

HCSF/MDO lMPlTs6/t

Office of the Heod of the
Civil Service of the
Federotion,
Federol Secretoriot ComPlex,
Phose ll,
Abujo.

17th April, 2026

Chief of Stoff to the President, C-lN-C

Deputy Chief of Stoff to the President

Chief Justice of Nigerio

Secretory to the Government of the Federotion

All Honouroble llAinisters

Economic Adviser to the President

Speciol Advisers/Senior Speciol Assistonts

All Choirmen of Commissions

Choirmen of Tribunols

Choirmon, Notionol Drug Low Enforcement Agency

All Permonent Secretories

All Executive Secretories

Auditor-Generol for the Federotion

Accountont-Generol of the Federotion

The lnspector-Generol of Police

Clerk of the Notionol AssemblY

Chief Registror, Supreme Court of Nigerio

All Com ptrollers-Generol

commondont-Generol, Nigerio Security & civil Defense corps

Corp-Morshol, Federol Rood Sofety Corps

All Directors-Generol
All Chief Executive Officers
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The Heod of the civil Service of the Federotion hos opproved the

conduct of the year 2026 Compulsory confirmotion/Promotion (coN PRO)

computer-Bosed Test (cBT) Exominotion for oppointed Adminlstrotive cfficers'

Foreign Affoirs officers, Executive officers, Police officers, Poro-Militory officers'
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ond other Professionols in the Federol Public Service. The Exominotion, which is

conducted by the Coreer Monogement Office, is o stotuiory requirement for
the coreer progression of stoff ocross these codres.

2. The Exominotion portol is now open for condidotes registrotion. Officers
who foil to poss the Exominotion ofter tlrree (3) consecutive ottempts sholl be
required to resign or withdrow from the Service in line with Public Service Rules

030104 ond 030,l05 os stoted below:
(i) PSR030I04 "An officer who foils the Exominqlion ofler lhree

conseculive oltempts sholl by virtue of such foilures be required to
resign or wilhdrow from lhe service".

(ii) PSR 030105 "An officer who foils to toke the Confirmolion
Exominolion ofter 3 yeors of his/her first oppoinlmenl sholl be
required lo resign from Service".
The Permonent Secretory/Heod of Exro-N/inisteriol Office sholl

ensure strict complionce ond enforcement.

3. Eligible cotegories of officers ore os follows:
(o) Administrotive Officers/Professionols {Doctors, Engineers, Teochers,

Nurses etc.) on first oppointment in the Federol Public Service
(b) Administrotive Officers/Professionols promoted from junior pcsts

ond yet to be confirmed

(c) Administrotive Officers/Professionols tronsferred from other
Scheduled Services under 40 years of age ond yet to sotisfy

confirmotion requirements

(d) All unconfirmed Professionols (e.9. Doctors, Engineers, Architects,
Surveyors) in government employment

(e) Officers oppointed os Executive Officers on first oppointment

(f) Executive Officers tronsferred from other Scheduled Services under
40 yeors of oge ond not yet confirmed

(g) Unconfirmed Assistont Executive Officers promoted from junior

posts

(h) All unconfirmed public servonts under the poyroll of the Federol

Government cs opproved by the Notionol Council on
Estoblishments

4. Condidotes will be exomined on the following subjects:

i. Public Service Rules (PSR)

ll. Finonciol Regulotions
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5. Registrotion sholl be completed online vio the COMPRO Portol ol
Wgffiffihg_S$-Sfi$Ly*ffi$$ The slip generoted from the portol must be duly
countersigned by the condidote's Heod of Deportment. Only slips endorsed
by the Director of Humon Resource/Administrotion will be occepted.
Condidotes must uplood their Letter of First Appointment during registrotion.

Steps lo occess lhe COMPRO Porlol:

Step 1 : Visit https://www.ohcsf.gov.ng

Step 2: Click on "Services" ond select "COA/PRO Registrotion"

Step 3: Click "Begin Registrotion"

Step 4: Select the Grode Level cotegory (GL 07 ond obove - Senior
coA PRO)

Step 5: Click on "Poy Senior COA PRO Registrotion Fee"

Step 6: Complete the fornr fields

Siep Z: Uplood o recent possport photogroph

Step 8: Uplood Letter of Appointment

Step 9: Submit the form

Step 10: Print two (2) copies of the completed form (A copy of the signed
form must be retoined by the condidotes' orgonizotion while the second
copy must be forworded to OHCSF).

6. A non-refundoble exominotion fee of Nl0,000 (Ten Thousond Noiro) only
is poyoble per condidote to cover moteriols, logistics, ond venue costs, os

opproved by the Federol Public Service Exominotion Boord. Poyment should
be mode vio REIVI|TA plotform using.

Account Nome: Office of the Heod of the Civil Service of the
Federotion

Purpose: COA/PRO Exominotions
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iii. Computer Appreciotion ond Literocy
iv. Generol Poper
v. Criminol Low (for Police ond Poro-A/ilitory Officers only)
vi. Common Low (for Civilion Officers only)
Relevont Orders, lnstructions, ond Procticol Duties (e.9., Police, Customs,

Correctionol Service, lmmigrotion, Civil Defense, Rood Sofety, Fire Service,

Quorontine Service, NAPTIP) occording to codre.
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The Remito Reference Receipt (RRR) must be ottoched to the exominotion
slip. All documentotion should be enclosed in o seoled envelope ond
submitted to:

Director, Leorning ond Development
Coreer Monogement Office
Office of lhe Heod of lhe Civil Service of lhe Federotion
Block B, 3rd Floor, Room 30,l
Federol Secretoriot, Phose ll, Shehu Shogori Woy,Abujo

7. ln occordonce with the provisions of the PSR, the use of reference
moteriols during the confirmotion exominotion is guided os follows:

PSR 030107 stipulotes thot while officers ore ollowed to refer to Public
Service reference books or other reloted sources during the
confirmotion exominotion, such moteriols ore not permilted in the
Generol Poper, Office Procedure/Rouline, or Speciol Poper. This meons
condidotes must write these components of the exominotion wilhout
ony reference moleriols or lexlbooks.
PSR 030108 outlines the specific reference books opproved for use
(where ollowed) during the exominotion os follows:
(o) For officers on GL06 and below: Public Service Rules, Finonciol

Regulotions, Civil Service Hondbook, Federol Estoblishment Circulors,
ond Notes for Guidonce Nos. l, 2 ond 3

(b) For officers on GL07 and obove: Public Service Rules, Finonciol
Regulotions, Civil Service Hondbook, Federol Estoblishment Circulors,
ond Notes for Guidonce Nos. l, 2 ond 5

MDAs ore to ensure thot oll condidoles ore properly briefed on these
guidelines to ovoid disquolificotion or other exominotion infroctions.

All rVlinistries, Deportments ond Agencies (AADAs) should note thot:

o. Officers must hove served o minimum of Six (6) months to be
eligible for the Exominotion

b. All condidotes must be nominoted ond their registrotion slips

forworded through their N4DAs

c. Condidotes must use volid phone numbers ond emoil oCdresses for
communicotion

d. Physicolly chollenged condidotes should indicote their stotus

during registrotion
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e. Condidote list must be submitted before the deodline for
registrotion

f. Unoccredited condidotes will not be ollowed to write the
Exominotion

9. The Exominotion will toke ploce in JAr\48 CBT Centres in oll the Stote
Copitols ond the FCT. Unless specificolly exempted by Government, oll eligible
officers must poss the Exominotion os prescribed in Chopter 3 of the Public
Service Rules (PSR) within two (2) yeors of their oppointment. The dotes for the
exominotion ond the closure of the registrotion portol will be onnounced of o
loter time. This Circulor is olso ovoiloble on the OHCSF website:

f "Sr:v"r:S

10. Kindly bring the contents of this Circulor to the ottention of oll concerned
officers for strict complionce.

Dr. C" Ukoire
Permonent Secretory (Coreer Monogement Office)

For: Heod of the Civil Service of the Federotion
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