GOVERNMENT OF INDIA
MINISTRY OF FINANCE
CENTRAL BOARD OF DIRECT TAXES
(HUMAN RESOURCES DEVELOPMENT)
2 Floor, JLN Stadium, Pragati Vihar, New Delhi —110003.

F.No. HRD/PM/APAR/403/SPARROW/2021-22/o0 4 5 Dated: 09/04/2021

To,
All Pr. CCsIT (CCA)/ Pr. DGsIT/ CCsIT/DGSIT

Subject: SOP (Standard Operating Procedures) for officers for filing and grading of
APARs on SPARROW portal for the reporting year 2020-21 commencing from
01.04.2021-reg.

Respected Sir/Madam,

Kindly refer to the above.

2. In this regard, please find the important instructions to be strictly followed by all officers
reported upon while filing their APARs on SPARROW portal for the reporting year 2020-21

commencing from 01.04.2021.

3. For Officers Reported Upon (ORU)

a) Last date of filing self-appraisal by officers reported upon compulsorily: 15™ April 2021

b) Last date of submission of summary of the Medical Report in respect of Group ‘A’ officers

of the Central Civil Services for the year 2020-21: 30™ June 2021 (Annexure ‘B’)

c) FORMS
o Form type to be filled by the officers posted in Non- assessment charges including
Headquarters and Directorates: Form- 1
e Form type to be filled by the officers posted in NaFAC and ReFAC (AU,VU,RU,TU)
and jurisdictional AOs, Assessing Officers posted in IT&TP, Central charges and
other assessment charges : Form-1(a) (Assessing Officer only)

e For officers of Grade of JCIT/AddI. CIT and above the Forms type already available
on SPARROW shall be used.
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d) The APAR period needs to be ascertained by the ORU (officer reported upon) according
to the time period of supervision by the reporting officer. In case of a single reporting officer
and multiple reviewing officers for a given reporting year, then invariably the reviewing
officer who has supervised the work of ORU for more than 90 days shall be selected in
APAR work flow for the entire reporting year. In case of two or more reviewing officers who
are eligible to review the performance of ORU, the last eligible reviewing officer may be

selected for the entire reporting year.

e) Description of duties of officers to be elaborately given in Section- II (Self-appraisal) in
not more than 1500 words including the accomplishments in the form of Appeal Orders /
Quality Assessment orders/ Penalty Orders/ Draft Assessment orders/V erification
Reports/Review Reports/Technical Reports, for faceless hierarchy and disposal of pending
rectifications, appeal effects, initiation of 148 cases and penalties, dossier handling, scrutiny

reports, prosecution reports Vivad se Vishwas Scheme for ZAOs etc wherever applicable.
f) In the column on outstanding contribution, the ORU shall also mention the specific areas
for capacity building and upgradation of skills undertaken/identified through training

programmes (iGOT, in house trainings, MOOCs through SWAYAM, Seminars attended etc.

4. For Reporting Officers: Integrity Column

a) In Section-III (A) Appraisal while commenting on the integrity of the officer reported upon

ONLY following comments should be put:-(a) Beyond Doubt (b) Since the integrity of the
officer is doubtful, a secret note is attached (c) Not watched the officer’s work for sufficient
time to form a definite judgment but nothing adverse has been reported to me about the

officer in the box provided.

b) If a secret note is written in the integrity column, then the reporting officers shall
communicate the secret note to Pr. CCIT (CCAs) (HQ) manually and not upload on

the system.

¢) If the grading is above 8, the reporting officer shall give an elaborate pen picture to
justify the grading so awarded as the same is considered by DPC for promotions and

empanelments etc. alongwith overall gradings.
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d) In the pen picture the Reporting Officers are advised to focus only on the overall

qualities of the officer including areas of strengths and his attitude towards weaker
sections.

5. The above instructions may kindly be strictly followed by all officers while filing or
grading APARs for RY 2020-21. A user manual for SPARROW (PARICHAY) prepared by
the Directorate of HRD is annexed as Annexure ‘A’ for kind reference by all the officers

concerned.

6. You are requested to kindly circulate the above amongst the all the officers in your field

formation.

7. This issue with the approval of the Competent Authority.

Yours faithfully,

13

a4 -
(Meeta Singh)
Additional Director General-1

HRD, New Delhi
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Awmexvzkﬁ A

DIRECTORATE OF HUMAN RESOURCES
DEVELOPMENT
CBDT NEW DELHI
2021
USER MANUAL FOR SPARROW (PARICHAY)

1. https://sparrow.incometax.gov.in

2. Login using User ID and Password as provided by NIC
(It can be name.employee code@nic.in OR name.employee
code.chdt@nic.in ( Both are valid)

3. The password provided by NIC can be personalized and‘changed by
visiting site |

http://gov.in

=7 Profila & Last login

=] 1 Ao uset 10 vemskephn ey carumn prolte
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a. After login using the user ID and Password at the sparrow URL
it navigates to PARICHAY. Lo

PARICMAY (THE SSO Pltform x

.ﬂk.hl/Att;u nls,’NlClmdu)nml’servlcen;: counts

g Sarichay

Sevle Srwetad Suke

Welcoma. Pleass sign-in

IEnler User Nama ¢.g. usedd@domain.in ? :
s J:
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5. Onlogin a page will appear:

6. CREATE WORK FLOW: TO BE CREATED BY THE CONCERNED
OFFICER

o The Officer can initiate his/her own APAR by clicking on
 USERASSISTANCE from side bar.

o Then select CREATE SELF WORK flow

« For officers who are in the Department may pick WITHIN ’
THE ORGANIZATION, pick FORM TYPE from drop down.
menu as per the designations, ACIT, ADIT /DCIT,
DDIT/ICIT, JDIT and so forth. ' -

¢ The officers on Deputation may pick Form Type from the -
drop-down menu as under IRS (IT) Deputation.

o Here forms used in Ministries are available for all levels.

« The officer may select Reporting and Reviewing

- authorities. |

o For selecting Reporting and Reviewing Authority once
again either the officer can be picked from drop down
menu from within the organization or through a GLOBAL
SEARCH Option available to choose from any other -
Service.

¢ The officers may also choose option of WORKING LEAVE OR
NRC FOR THE SELECT PERIOD. '
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7. Workflow Creation:

Once workflow is created it gets Auto saved and‘; goes to
Custodian. ‘
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SOP FOR CUSTODIAN/ALTERNATE CUSTODIAN

8. The Custodians /Alternate Custodian will then login from
his/her login ID '

The Custodians/Alternate Custodians Dashboard looks like this:

) WELCOME TO SPARROW - x

€9 O @ secure | Mg/ sparrow incometax

art Performance Appraisal Report Recording O

30
190 -
Dos =0
r -
£ 200
Ny N
i e g
‘é‘f
= — 10
= 173 $
g im
-‘%l 17 E
B 5 »
2 4
o ; - SRS LB i G
= ;e i A R e s e e et
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9. Then the Custodian will go to WORK FLOW from Side Bar

¢ Workflow
 Create/Update
Search the Concerned Officer.

®

» Go to Create Work-Flow

e Then go to Action

e Copy Workflow as filled by the Officer.
e Action to Generate PAR

//3DACrOW.INCOMetax.gav.in/SPARROW_ CBOT / workflow/ doehine

Smart Parformance Approlast Report Recording Onling Window BACK TO UNIFIED SPARMOW | Aot = iy - e FLAUA YAGIOOS FAINOOG «
(SPARROW) R

Home » Workhow » Define Workfiom

Besis
Goue: 12078 Meome: INOU BALA Deelgnasien: _ ACITAOCIT/ADITOONT
Serviger IRS4Y Cadre: OROUS A Organtaation; CODT-IF-DELH
Baten; 2012

) Guk te smmren

" Cranition of Wor Flew « Croseng Werew farod

T e aEli S W | -sauser- 2] [-emibor : e o
T aimdon @ e e '"‘“*——-“L-J ::.:::::.u..

& 050 -

T3 Buppad @ Bervdcatnak

oS CHTN BRSO e AT 6 L

ARROW_CBOT /wi Oefine

———— -3 R LY St X AFpn(’?:’ARRO\TI‘)? Opmne Wexiow _ s P M RAUA YAGOOE FARODQ ~

# Spamow - {IRST) Home » Workflow » Dafine Workfiow

S Inbox Baais Information

Code: $3060 Nama: MEETA SINGH Designation: _ CIT/T/ADG
Service: RS-T Cadre: GROUP A Orpanization: COT-T-OELH
& Desogaron Batoh: 1903
ie? Usor Assstnnce ~ (3 Back w0 search
& Role Detall Crestion of Work Fiow - Choosing Woridiow Pariod

1) Workflow  » ENO Sumuw Form Type Actsone
B b - [ (oeeseecl] X m= |
} e T L [
From: | 231202019 . [s] [ Prwiost Commascoarari_[7] | “ . ma I
. = : acametions
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n/SPARROW_CAD

Smant Porformancs Appralsal Report Recording Online Window ACK T
(BPARROW)

BaiC IMOMNAtIon ——

Name:
I3 RANESH KUMAR Cadre. OROUP A Swrvice: IRS-T
T R RN A L Designmion: _ ACITOCITIADITOOIT Baseh 2010 Asssssment Pesios: 01/04/2019 10 YVON2020
« Sec
o ""'"! inacter of ncima Tax ond squivaient (OTHer Man Assossng Officar) £
5 P —— e ——— =

s ear Aaceron S | Beste ntommaten |

1. Neme of 1he Officer Reparted Upea : TRAKESH KUMAR |

Years In Barvies |

-

-, iy A < 7N >
S P sin®, BpaCalo O 2§ i i e

12. Section 1 to be filled by Custodian
« After filling Basic Data in Section 1 the Custodian will then E-sign
through his Aadhar number using OTP received on his AADHAR
linked phone.
« Custodian need to e-sign for each Section 1 generated for each
officer through an OTP each time he/she e-signs

« The Custodian will then send this APAR to the Officer Reported
upon:

-;‘Oﬂlce Smart Padormance Appraisal Report Recording Online Window
g
e

(SPARROW)

Spamow - (RSAT)

& Inbax

7 Sart

£ Doisgation

e |

W Liar AN % A Presant post and dat of KPPRIETEnt Wrerscs

& Roko Detnil

7% Wordton & 5. Paricd of absance from duty{on waining leave

o Jduring e year. i e haS Undergone
specity

M ‘7 wdwd
At S Date: 13052020 (AdmintstrasivalPuraonnel DepL) -

M. RAJA YAQOOS PAROOG (14038) - .
ACITIDCITADTIOON

Raforance Uplond (only péf Siee with 3 maximusm plss]  Choois e No e chosen
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13.The message appears on the Screen:

N 'Y Stcuvu\hnw;l Ji;;;r;yf.v.mmmqgwtln!S_E’A'}&Gw_tﬁDT,'mgss
=Office Smart Punmr.ﬂ‘\anw Apm?g:i\?izlp(‘;\?v l)ieoormng Online Wincow
At Spdtrow (RS,
& bk .
v Sent _
e S e

:f APAR ID : 2020-01042019-31032020-118081 has been Sent Successfully 1o Mr/Ms, ANSHUMAN SHARMA
i (TEMPOO0123)[_) i
1 :
; £
(%) BACK Click the Link to redinect back . '
i

i

"2 T Re W R Lo W S s N
— b Y .. - i Al - ot - S o 5 N LA

The Officer to be Reported upon will be intimated through an email
that the verified APAR is ready to be written.

14. The officer to be Reported upon will once again login in through
his/her ID into Parichay and APAR will be reflected in the My PAR 1

Smant Performance Appraisal Report Recording Oniine Window (SPARROW)

BACK TO

Homa » inbox

W Sunded @ Represenmuon !

& “Znueeh Bate) ‘Bungated Periy)
& Delogakon | sewren: [

—

‘e Lser Assistonoe

= Doasioe ~

- 2020-01042019-

31032020-2233000
b psci¥ Showing 110 1011 anvies

13 Support @ SarviceDesk

7K @ WL A Y N N
If the officer reported upon wants any detail in sectio
may send an error report to be custodian for such cor

= "
o

n 1to be changed, he/she
rections.
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15. SECTION 11 to be filled by the officer (Self Appraisal)
By clicking on APAR ID

Hoip v+ M MEETAS?

%o Spamow - (IRSAT)

Nama: MEETA SINGH Cadre: GROUPA Servica: ST

& inbux
: Designation: _ CITDITADG Batch: 1993 Assessment Pertod: 231272019 10 31032020

mﬂmdmmmv—h"dwwm mwmu‘mm-d

Form Principal Commissioner of income Tax or

- .Sonl

S e g v e erepeerre—y—sery—epemr-

Q Detogabon

I Unine Asnislsnces =
2 Dossewr v

W OsC -

e e

k] Support@SarviceDaek

1 wwdm‘-ztmdnwmmmnwmn
-od-vwmmm.u-nmm-nwum

filling this Section the officer will send it to Reporting Officer

16. After Ing
gn using OTP on an Aadhar linked Phone number/existing DSC

after E-si

Ve e =

e : e e
*s;usmv_cau'r/t'mm/dnsnoquu‘k-oqs:t;dwmmch_hung nf(NBXGaBreYnB2)-KUvY-

cOffice Smart Performance Appraisal Report Recoring Oniine Window (SPARROW) ;
Mg

Workfiow Details (mmmmwmmawmwmnmmnwm)

5 Spormow - (IRS4TH

* ‘standerd

& Inbox -,

mn-&lmﬂn»ﬂbmmy«-mmmw:

v Sert

e ——
G Dologation ) 3 -
. Wmm”nfw
2 Uyer Assisnncs & ] Mave you set the snnual or pertedic work pians or i sopiicatle, ] clats for act of
e ————— Myﬂn”nlﬂﬁlm'
¥ Dosgeor . i Oree Coie
T mnpummmm_nunmrnwum1
(e CWo
. Signature of OTficer Repartad Bpoa
Data: 20092020 Mre. MEETA SINGH (32060) - _
CITIT/ADG

mmmﬂm-ﬁﬂm“[@mﬁm i

Savo As Drat | Bond To Ropurting Aoty ; ;

=
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17. Once the officer Reported upon sends the APAR to Reporting officer

he/she gets alert via EMAIL.

18. Similar step follow for Reporting and Reviewing officer. Each time
they Report or Review they would have to e-sign through Aadhar
number with the help of an OTP received on Aadhar linked phone

number.

19. The Reviewing officer has an option to accept the grading as given
by the Reporting Officer or grade the concerned officer again.

20. If He/She accepts the grading given by Reporting the APAR goes to
Custodian (CR section)

21. If Reviewing Authority wants to grade again then it can be done by
clicking on APPRAISAL again which helps coming back to GRADING
CHART. After grading then the Reviewing can send to CR.

22. After Reviewing the APAR is received back by the
Custodian/Alternate Custodian.

23. The Custodian then Discloses to the Officer Reported/Reviewed
upon. On disclosure the officer being reported upon has two options
either to ACCEPT OR REPRESENT.

24. If the officer accepts APAR it gets CLOSED. If the Ofﬁc‘:e'rReported
upon REPRESENTS then once again the APAR opens and ' WORKFLOW
needs to be CREATED.

Important:

Keep Aadhar linked phone ready for e —sign.
¢ The OTP generated will have 10 minutes validity. :
* The Portal is available on Internet so can be accessed from anywhere.

¢ The Password provided by NIC can be personalized by visiting
http://Gov.in : 2

e Please contact @ 1800111555 for any tech support.
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AnwexvrE - B’

No.21011/01/2009-Estt.(A)-Part
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel & Training

North Block, New Delhi
March 11, 2021
OFFICE MEMORANDUM

Subject:  Extension of timelines for submission of summary of the Medical
Report in respect of Group 'A’ officers of Central Civil Services
for the year 2020-2021 - reg.

The undersigned is directed to say that this Department vide OM
N0.21011/1/2009-Estt.(A)-Part dated 01.02.2012 introduced the scheme of
Annual Medical Examination for the Group 'A' officers of Central Civil Services
of age 40 years and above. As per the said OM, the officer concerned is required
to attach a summary of the Medical Report with his/her APAR.

2. Inview of the prevailing situation, it has been decided with approval of the
competent authority to extend the last date for submission of summary of Medical

Report by Group 'A’ officers of Central Civil Services for the year 2020-2021 upto
30th June, 2021.

3. However, timelines for recording and completion of APAR for the year
2020- 2021, as laid down in this Department's OM No. 21011/01/2005-
Estt(A)(Pt.IT) dated 23rd July, 2009, remain unchanged.

" -\’,\.‘.’-
(Rajesh Sharma)
Under Secretary

All Ministries/Departments/Cadre Controlling authorities of ..the Government of
India

Copy to:

1. EO Division, DoPT, North Block, New Delhi.
2. NIC, for uploading in DoPT website.
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