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To, 

Madam/Sir, 

/\II Pr.Chief Commi ss ioners of Income I ax and .Pr. Directors General of Income Tax, Delhi Region, 

New Delhi. 

/\II Chief Commi ss ioners of Incom e r c1 x and Directors General of Income Tax, Delhi Region , New 

Delhi. 

The Pr. Commissioners/commi ss ioners of Income Tax, Delhi -01,04,07,10,12,15,20, ReFAC (AU) -- I to 

10, ReFAC (VU) I to 4, Re FAC (RU) I & 2, ReF/\C (TU) 01 , Central I to 3 and Intl . Tax-- I to 3, New 

Delhi . 

The Commissioners/Directors of Income Tax, (/\ppeal Unit) I to 31, (Appeal) -23 to 31, (Appeal) -42 to 

44, APA, Exemption, l&CI, /\udit 01 & 02, ITAT, Judicial, Appropriate Authority, TDS -01 & 02, DRP, 

CO, Transfer Pricing 01 to 03, New Delhi . 

The Addi. Directors General of Income Tax, Expenditure Budget, DTRTI , Recovery, IT, Aud it, lnfra-O1 

& 02, Investigation - 01 & 02, L&R-OI & 02, TPS, Vigilance, HRD, New Delhi. 

The Addl./Joint Commissioners of Income Tax, Coordin;ition, Personnel, Vigilance, New Delhi. 

The Under Secretary (V &L), Cl3DT, New Drlhi . 

The Dy/Asstt. Commissioners of Income Tax, /\dmn, Coord, Finance, Litigation, Pers ., Vigilance, New 

Delhi. 

Subject : Timely completion of /\P/\Rs for thr. Report ing Yr.Jr 2021 -22 in case of Non Gt1zetted Staff.-reg. 

Kindly refer to this officr. letter in F.No . 4 -2021 22/corrcspondencc/NG Personnel(APAR)/6691 dated 

16.09.2021(copy enclosed) vide which the guidelines in relation to the timely completion of APARs were 

circulated and the 13oard letter in F.No. HRD/PM//\PAR/403/SP/\RROW/2021-22/10885 dated 18.02 .2022(copy 

enclosed) vidc which the guidelines in relation to timely completion of /\P/\Rs by Group/\ and Group B officers of 

the Income Tax Department have been issued . 

2
· In light ~f-

th
e ~ame, th e _undersigned has been directed to state that since /\PARs are vital for propr.r 

personnel admin1strat1on and it ,s r.ssf'ntiJI th,1t the I d . . 
· Y arc comp etc in a time-bound manner and as writing o ( 



/\P/\Rs w ith in t he due dal-r. is r1 publ ic duty o f c;ich Offi cial, Lh c /\P/\R tim elines to be fo llowed fo r the Report ing 

Period 20 21 22 arc communica ted herewi th in th r form of " /\nn exurc /\ " and in relation to th e fi ll ing of /\P/\Rs, 

the offi cials m ay find lhc d rsired /\P/\R forms for res pec ti ve ca dres on th e websi te www.inco_r[)ctaxdc lh i.org 

3. KeepinR in view th e p,u 1delines is~ ued for tim ely co mp letion of /\P/\R s iss ued vide OM No. 21011/0 2/ 2009 

Es t t./\ dated 16.0, .2009 of th e DOPT, th e undr.rslgnr d has been direc ted to request you to inform all offi cia ls in 

your Charge th at, if t he sr lf appraisal from th e Off icial Repo rted Upon(ORU) is not received in ti m e, the 

Rcportin p, Officer shou ld t ake It upon him self/herse l f to remind the o fficial Lo be reported upon in w ri ting, aski ng 

him/ her to submi t hi s/her se l f apprai sal. If no se lf appraisal is rece ived by the sti pulated d;ite (i .e 15
th 

April, 

2022), the Reportinp, Offi cer c:a n proceed to wri te th r repor t as pr r the DoP'f OM. r he t imeline for report ing 

/\P/\R fo r Repor t inp, Yra r 702 1. :U is 10'" June, ?. 077 . 

4 . The undersigned has been fu rth er di rec ted to request you lo inform all o ffi cials in your Charge th at in 

case the /\P /\ R is not repo rted (wh ere se lf appr c:Ji sc:J I w as submitted) / no t in i tia ted and reported (where self 

appraisa l was not submitted) by th e Repo r ting Off icer for any reason beyond 30.06.9- 022, he/ she shall forfei t 

his/her right to enter any rem arks in th e /\P/\H of the ORU and th e Reviewing Officer shall init i;ite all such 

unreported /\P/\Rs and forward th e sam e to the cus todian office by 31.07.2022, after which the Review ing 

Officer shall also forfeit his/her right to ente r any remarks in the /\PAR . 

5 . Lastly, in view of the said DoPT OM as mentioned at 5. No.3, the undersigned has been directed to 

reiterate that the Competent /\ut'hority will review th e status post the lapse of timelines availabl e for Revi ewing 

Officer and may call for the explanation of the concerned Official Reported Upon/ Report ing Officer/ Reviewing 

Officer for not having performed th e publi c duty of writing the /\P/\Rs within the due date in appropriate cases. 

Action as per DoPT guidelines where the /\P/\Rs arc not written or not graded as per the timelines may also be 

proposed, wherever necessary. ( . 

Y urs a~hfuly, 

Encl : /1.s above 

ty-y" 

' M\t>))'t° 
(VI RATH) 

JCIT(OSD), (HQRS. P 

NEW DELHI 

Copy to : 

1. Th e /\ddl/Joinl Commissioner of Income Tax, Admini stration, Coordination , Vigilance, New Delhi . 

2. The Deputy//\ssistant Commissioner of Income Tax, /\dmn/Coord/Finance/Personncl/Vigilance and all DDOs 

Delhi Charge including Central and DG (lnv)( Excmption), Dl(lnv), New Delhi . 

3. The Income Tax Officer, PRO/Protocol/Wclfarc/Admn/Form Store/MST unit, New Delhi. 

4. All recognized Associations, New Delhi, Notice Board and on the website Y.:-.'"":'.IN., incometaxdclhi.org 

l VIVEK N 

JCIT(OSD), lHQRS. PER NNEL NG). 

NEW DELHI 
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To, - \ ). ""~~~,·,·1_Nc ; l',•r~1111u~~~Al' ,\I(; /i1~1 I --· .. ____ ,. --- OAT!D·lq_:J /20}~ 

All Pr.Chief Cn 11rn1· .. ' .. . . . . 
New De lhi ISS IOllu s o f lnrnmr l ax and Pr . Dir PC.to rs Gene ml of lnco rn e 1 ;ix, [)~ lh i R~g,on, 

All Chief Con · · · 
. rn11ss1oners of Income Tax and Directors General of Income Tax, Delhi Region, New 

Delh1. 

The Pr. Commissioners/commissioners of Income Tax, Delhi-01,04,07,10,12,15,20, ReFAC (AU)-\ 

to lO, ReFAC (VU)- I to 4, ReFAC (RU)- I & 2, ReFAC (TU)-01, Central- I to 3 and Intl. Tax- I to 3, 
New Delh i. 

The Commissioners/Directors of Income Tax, (Appeal Unit)-1 to 31 , (Appeal)-23 to 31, (Appeal)-

42 to 44, APA, Exemption, l&CI, Audit- 01 & 02, ITAT, Judicial, Appropriate Authority, TDS -01 & 

02, DRP, CO, Transfer Pricing-QI to 03, New Delhi. 

The Addi. Directors General of Income Tax, Expenditure Budget, DTRTI, Recovery, IT, Audit, 

lnfra-01 & 02, Investigation- 01 & 02, L&R-01 & 02, TPS, Vigilance, HRD, New Delhi . 

The Addl./Joint Commissioners of Income Tax, Coordination, Personnel, Vigilance, New Delhi. 

The Under Secretary (V &L), CBDT, New Delhi . 

The Dy/Asstt. Commissioners of Income Tax, Admn, Coard, Finance, Litigation, Pers., Vigilance, 

New Delhi. 

Madam/Sir, 

Subject:- Timely completion of APARs for the Reporting Year 2020-21-Non-submission of APAR

lnitiation of APARs by Reporting/Reviewing Officer - reg. · 

Kindly refer to the subject cited above and the OM~ No. 21011/02/2015-Esstt.lA-11)-part II {copy 

enclosed) dated 17.06.2021 of the DoPT vide which timelines for recording of APAR for the year 2020-21 

had been issued . 

2. In this regard, the undersigned has been directed to state that the extended date of submission of 

self-appraisal to the Reporting Officer for the Reporting Year 2020-21 (i.e. 31.08.2021) has \apsed. 

However, there are still some APARs pending with the Officers/officials Reported Upon for submission of 



self-appraisa ls 
It 1~ 1ri tr 1,,1 (~ d th .-it !\P!\H , . 

that th . . ~ ,He vrl ,1 I In, pr /J pr• r ,,., , , . 
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f' h Off' , 111,111111,, Writ inp of /\ P/\P . . 
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1""t' ' t ll('dlll r , if the se lf apprai~a l is no t received Report inP. Offi c,, , should take ,t upon 
im ,1~ ,c, ' 1' 11 tn i 1'1111nd I he off / ff' . . - " . 

1 _. icer O 1c1al l o '1e reported upon in wr iting, tJs k,ng him/her to submit 
, 1~ he, ~e lf appr,11sa l If -If . . . . . . 

· no se appraisal rs rece ived by the st ipulat ed elate, the Re porting Offrce r ca n 
p, l ' Ct><:'d t 0 write the • - . 

repoi I as per the Do PT OM The time line for repor ti ng APAR as per DoPT for Report ing 

) ea, 2020-21 is 30.09 .2021. It is, therefo re, advised that the process as expla ined above should be 

Ct"' mp lt=>ted before 30.09 202 1. 

~ F 
urther. in view of the OM No. 21011/02/2009-Estt.A dated 16.02 .2009 of the DOPT, the 

undersigned has been directed to request you to inform all officers in your Charge that in case the APAR is 

not reported (where self-appraisal was submitted)/ not initiated and reported (where self-appraisal was 

not subm itted) by the Reporting Officer for any reason beyond 30.09.2021, he/she shall forfeit his/her 

r ight to enter any remarks in the APAR of the officer/official to be reported upon and the Reviewing Officer 

shall ini t iate all such unreported APARs on the next working day (i .e. 01.10.2021 ). The timeline for 

reviewing APAR as per DoPT for Reporting Year 2020-21 is 15.11.2021 after which the Reviewing Officer 

shall also forfeit his/her right to enter any remarks in the APAR. 

5. In view of the OM No. 21011/02/2009-Estt.A dated 16.02 .2009 of the DoPT, the undersigned has 

been further directed to convey that the Competent Authority will review the status post the lapse of 

rime/ines available for Reviewing Officer and may call for the explanation of the concerned officers 

'. Officer/ Official Reported Upon I Reporting Officer I Reviewing Officer) for not having performed the 

public duty of writing the APARs within the due date in appropriate cases. Action as per DoPT guidelines 

where the APARs are not written or not graded as per the timelines may also be proposed, wherever 

necessary. 

6. 1 have a/so been directed to convey that each CC Charge should ensure that APARs are completed as 

per the time/ines given by DoPT and appropriate action as per DoPT guidelines is taken . 

Encl : As above 

( VIVE TH) 

DCIT, (HQRS. ERSONNEL), 

NEW DELHI 

Copy to: 

1. The Addi/Joint Commissioner of Income Tax, Administration, Coordination, Vigilance, New Delhi . 

2. The Deputy/Assistant Commissioner of Income Tax, Admn/Coord/Finance/Personnel/Vigilance and all 

DDOs Delhi Charge including Central and DG (lnv)(fxemption), Dl(lnv), New Delhi. 

3. The Income Tax Officer, PRO/Protocol/Welfare/Admn/Form Store/MST unit, New Delhi. 

4 All rec.ognized Associat ions, New Delhi. 

S. Notice Board and on the website www.incometaxde lhi .org 
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OVvlPf; te U1t~ s 1tuc1 l101 1 di IsI11g ou\ of the tock down clue to spreacJ of corona 1
1
ru ", 

: l r·: v1 cv. o: t1·H~ ureva1l 111g s,tua t,on 11 has been decided to furthe r extend the 
1·nellnes fo1 d,str 1bul1on 'onli 1·H? generation . recorcl111g and completion of r,PAR for the 
year 2020-2 1 ror C,r oup f\ ' · B' and ·c officers of Central Civil Servi ces as a one-

t1n1e rneasure as spec1 r1ed 1n Annexure 

• The extended t1melines for the APAR yea r 2020-21 shall also apply to the 
reoortrng / rev1 ewmg ; accepting author1t1es . who have demitted office or retired from 
service on or after ?8 02 2021 and they shall be allowed to record their remarks till 

the respective extenclecj cut-off dales 

cl r urtJ1er. the d(-;Cis1on conveyed v,do OM of even number dated 14 06 2021 
oerIn1< 1ng recording and cornplet1on of APAR for the year 2020-21 from the conduct of 
Annual Medica Exarrnn at1on and tl,ercafter submIssIon of summary of med ical "e port 

':iY 31 1 2 2021 sr,ali stand 

{Murali Bhavararu~ r' 

Dep uty Secretary to the Govt of lnd 1d 

A.II Min1stnes/Deµart 1 1 HJrns/C adre Controll1119 Authorit ies of the Government of India 

Copy to 

1 AIS 01v1s1on DolJT , North Block . New Delh i 
2 NIC for uploading in OoPT website 
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Oisdosure or APAR to tl,e officer 
re ported upon where there ,s accepting 

a0tl1onty 
F~ece pt of re t:)1 esentat•on ,f ,H1y on APAR 

31 "t December . 202 1 

15 days from the date of 

disclosure 

S f orwa rd1 119 of representations to the 

comµetent ~ut11ority ,11 Where there ,s no accepting aut11onty 31 •·
1 

December . 2021 

(lli Vl/he'e !here ,s accepting authority for 15'" January. 2022 for APAR 

APAR 9 Disposal ot representation by the conipetent W1th1n one 111onth of the date 
authority of receipt of representation by 

'. the competent authonty 

1 O Comn,unicatton of t11e dec1s1on of the W1th1n 15 days ot finalization 
competent authontv oo the representation of dec1s1on by competent 

. by the APAR Cell . authonly 
1 1 End o' entire AP ,e..R p; ocess atter which the 31st March. 2022 

APAR will be !111JIIY take'l on record 



I 
APAR / SPARROW 

URGENT 

GOVERNMENT OF INDIA 
MINISTRY OF FINANCE 

CENTRAL BOARD OF DIRECT TAXES 
(Human Resources Development) . 

2nd Floor, K Ramp, JLN Stadium , Pragati Vlha~, New Delhi -110003 
sparrow.hrd@incometax.gov.1n 

F.No. HRD/PM/APAR/403/SPARROW/2021 -22 /10885 Dated:18/02/2022 

To, 

All the Pr.CCslT(CCA)/Pr.DGslT/CCslT/DGslT 

Subject:- Timely completion of APARs as per the timelines of the DoPT by Group A & 
Group B Officers of the Income Tax Department- reg. 

Respected Madam/Sir, 

Kindly refer to the DoPT OM No. 35014/4/83-Estt.A dated 23rd September 1985 and 
DoPT OM No. 21011/02/2009-Estt.A dated 16th February 2009 regarding timely preparation 
and proper maintenance of APARs. 

2. In order to reduce APAR deficiencies which were one of the main reasons for delay 
in holding DPCs, the CBDT with the approval of Competent Authority has migrated to the 
SPARROW portal to ensure timely completion of APAR cycles. However, it is seen that a 
number of APARs still remain pending for the following reasons: 

a) at the level of Officers Reported Upon (ORU): due to non-submission of self
appraisals within the due dates: or 

b) at the level of Reporting Officers: due to non-reporting / non-initiation of APARs 
within due dates; or 

c) at the level of Reviewing Officers: due to non-reviewing / non-initiation of APARs 
within due dates. 

This has resulted in delay in completion of APAR cycles. 

3. Recently, the DPCs/Screening Committees have taken an adverse view that a large 
nu~b~r of NRCs are drawn in respect of IRS(IT) Officers due to non-reporting or non
revie~m~ of APARs by the Reporting Officers/Reviewing Officers on time or delayed 
subm1ss1on of self-appraisals by the ORUs. 

1 
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· M No 35014/4/83-Estt.A dated 23r11 

· · the Do PT O . th F b 2009 · 
4 Therefore , keeping in view 011 /02/2009-Estt.A dated 16 e ruary, ; ,t 
· b 1985 and ooPT OM No. 21 . . hall apply with effect from the 

Septem er . th following guidelines s 
has been decided that e 

Reporting Year 2021 ·22: . . bmitted b the ORU 
o self-a ra1sal is su 

· If no self-work flow is created or n ORU does not create self-workflow or 
1. I' (I 15th April) • If the b 

within DoPT time mes ,e. . ~ · C 15th April) , the ORU shall e 

does not submit self-ap~raisal _by due ::~~f-~~~kflow is created by the ORU, the 
considered as a defaulting officer. If n h ORUs after obtaining Basic 
Primary Custodian shall create workflows of sue . . . their APARs by 30th 

Information of the ORU from the concern~d ODOs and initiate p . Custodian 
April Where the self-appraisal is not submitted by the ORUs, the nmary th M 
shall. force forward all such blank APARs to the Reporting Officers by 15 ay 

mentioning reasons in the comments section. 

· r r 30th 
ii. If the Reporting Officer does not report the APAR within DoPT time me1.~. 

June): The Reporting Officer shall forfeit the right to enter any remarks m the 
APAR, and the APAR shall be FORCE FORWARDED on SPARROW by the 

concerned Primary Custodian to the Reviewing Officer on the next working day._ In 

such situations, the Reviewing Officer shall report the APAR and a No Review 
Certificate will be placed in the Dossier. While reporting the APAR in such cases, 

the Reviewing Officer shall report about the INTEGRITY of the ORU also. The 

Reporting Officer shall be considered as a defaulting officer in such cases. 

iii. If the Reviewing Officer does not review the APAR (which has been duly 
reported by the Reporting Officer) within DoPT timeline (i.e. 31 st July}: The 

Reviewing Officer shall forfeit his right to enter any remarks in the APAR and the 

APAR shall be FORCE FORWARDED by the Primary Custodian to the next stage. A 

No Review Certificate would be placed in the Dossier in such a case. The Reviewing 

Officer shall be considered as a defaulting officer in such cases. 

iv. Where no self-appraisal was submitted by the ORU AND both the Reporting 

Officer and Reviewing Officer also not reported APAR within timelines·. A No 

APAR Certificat~. mentioning all the facts, shall be placed in the Dossier. The 

Primary Custodian shall mention all facts regarding non-submission of se\f-appraisa\ 
by ORU, non-reporting by Reporting Officer and non-reporting by the Reviewing 
Officer in remarks section while force forwarding the APAR to next stage. These 
remarks shall have heading of 'No APAR Certificate' . The ORU, the Reporting 
Officer and the Reviewing Officer shall be considered as defaulting officers in such 
cases. 

v. In the month of October. the Primary Custodian shall prepare a list of such 
defaulting officers, i.e. 

a. ORUs, who have not created self-workflow and/or not submitted se\1-
appraisal within timeline (i.e. 15th April) , 

b. Reporting Officers, who have not reported APARs within the t,me\\ne t\ 
30th June), and ' .E 
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c. Reviewing Officers , who have not reviewed the APARs (or not reported the 
unreported APARs) within timeline (i.e . 31 st July). 

vi . In case the defaulting officer is up to the level of PCIT, the Primary Custodian shall submit this list to the Pr.CCIT(CCA) concerned. Where the defaulting officer is of the level of CCIT & above, the Primary Custodian shall send this list to the 
Pr. DGIT(HRD) . 

vii . The Pr.CCIT(CCA) may call for the explanation of the concerned officers (up to the level of PCIT) for not having performed the public duty of writing the APARs within the due date and in the absence of proper justification may direct that a written warning/advisory for the delay in completing the APAR be placed in the APAR folder of the defaulting officer concerned. For the ORUs, who are on deputation, the Pr.DGIT(HRD) may call for the explanation as above. In the cases of the defaulting officers of the level of CCIT & above, the Pr.DGIT(HRD) may call for the explanation as above after approval from the Chairman, CBDT (Draft Show Cause Notice is attached herewith for ready reference as per Annexure-1 ). 

viii. In such cases where the Reporting officer or Reviewing Officer have forfeited their right to make any entry in the APAR of the ORU (although the self-appraisal had been submitted by the ORU in time) , the APAR format with the self-appraisal 
submitted by the ORU will be placed in the APAR dossier of the ORU. 

ix. If the APAR is not accepted/represented by the ORU within 15 days of communication: The ORU will forfeit right to make any representation and the APAR shall be force forwarded/closed by the Primary Custodian (mentioning 
reasons of force closing in remarks section) . 

I 

x. The whole exercise of closure of APAR cycle after disposing all representations and issuing of written warning/advisory to defaulting officers shall be completed by 30th 

November. 

xi. 1st April to 15th April will be observed as "APAR Fortnight" in the Department every 
year to enhance timely compliance. 

5. As per the above instructions, the duties/responsibilities of the various officers/sections regarding APARs shall be as under: 

Table A : Responsibilities of the Officer Reported Upon (ORU}: 

Timeline I Responsibilitv Action upon failure Immediately after ! i. Login to SPARROW account; The explanation shall be called for by -31 st March I ii. Create self-work flow correctly 
( advisable to do it (following the SOP dated Pr.CCIT(CCA): for ORUs upto PCIT level in the first week of 22.03.21 and SOP dated 
April only) 09.04.21 issued by the HRD) and Pr.DGIT(HRD): for ORUs who are on save it; 
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- - --- --------

-- - ---. . informat\ondeputation --- - ... Prepare basic . t ·t \ I 111 . correctly filling all 18 points , gned :t Pr.DGIT(HRD): for ?RUs of CCIT &. 
J [APAR Fortnight] verified from the ODO an? se / b ve levels with prior approval of the ; ctive Primary a O 

\ 

Alterna e 
to thet· rceusspt:dian for initiation Chairman , CBDT \ 

- _of AP~~- - ~ --~ - the [as per para 4(v to vii) of this letter] 
By 151'1 Ap~ - Submit self-appraisal . o 

Reporting Officer on line on 
i 

Within 15 days 
from the date of 
receipt of 
communication of 
APAR 

SPARROW portal If not accepted/represented within 15 
i. Accept the APAR t· n the days of communication, the ORU s~all ii. Or submit a representa ion o forfeit right to make any representation 

SPARROW portal and the APAR shall be force closed by 
the Primary Custodian. 

Within 15 days i. 
from change of ii. 
Reporting Officer iii. 
(due to transfer / 
retirement / any 

1 other reason) iv. 

Login to SPARROW account; . 
Create self-work flow c?rrectly and s~~e it; oints et it verified from the 
Prepare basic information corre~tly Pf1ll_ing all/ 1:lt~rnat~ ~ustodian for initiation ODO and send it to the respective nmary 

of AP~~ ;- . APAR b the Custodian submit self-appraisal to the After in1t1at1on of Y ' 
anytime during the Reporting Officer 
ear 

Table B: Responsibilities of the Reporting Officer: 

Timeline Responsibility 
After 15 th April up i. 
to 30th June 

Report the APARs of all such ORUs 
whose performance has been observed 
for more than 3 months. 

Comments on 
representations 

ii. Where the ORU had not created self
workflow and/or had not submitted self
appraisal, then after completing the 
process of initiating the APAR by the 
Primary Custodian as laid down in para 
4(i), the Reporting Officer will report the 
APAR on the basis of the experience of 
the work and conduct of the ORU. While 
doing so, the Reporting Officer can also 
point out the failure of the ORU to create 
self-workflow within the stipulated time 
and/or submit self-appraisal within the 
stipulated time. 

The Reporting Officer may send his 
comments as sought by the Primary 
custodian on representation within 15 days. 

Action upon failure 
i. The explanation shall be 
called for by -

Pr.CCIT(CCA): for defaulting 
Reporting Officers upto PCIT level 

Pr.DGIT(HRD): for defaulting 
Reporting Officers of CCIT & above 
levels with prior approval of the 
Chairman, CBDT 

[as per para 4(v to vii) of this letter] 

ii . Reporting Officer shall i 
forfeit right to enter any remarks in 
the APAR of the ORU beyond 
30th June. 

If no comments are received within 
15 days, the Primary Custodian will 
proceed further for disposal of the 
representation without such 
comments. Within one month 

of retirement I 
VRS 

The Reporting Officer is expected to report the APARs submitted by the ORUs to · 
him within one month of his retirement/ VRS 



f 

/ ,J' , 
Table C: Responsibilities of the Reviewing Officer: 

Timeline Responsibility Action uoon failure 

After 3am June Where ORU has submitted self-appraisal 

up to 31 st July 

i. The explanation shall 
be called for by -

Comments on 
representations 

i. Review the APARs of the ORUs which have been 

received after reporting by the concerned Reporting 

Officers . 
ii. If the Reporting Officer did not report in time and the 

APAR has been received by the Reviewing Officer 

force forwarded by the Primary Custodian , the 

Reviewing Officer shall report the APAR and shall 

report about the INTEGRITY of the ORU also. 

Where ORU has not submitted self-appraisal 

i. After initiation of APAR by the Primary Custodian [as 

laid down in para 4(i)], if the Reporting . Officer has 

reported the APAR within time, the Reviewing Officer 

shall review the APAR. 
ii. After initiation of APAR by the Primary Custodian [as 

laid down in para 4(i)], if the Reporting Officer also 

failed to report the APAR within due date and the 

blank APAR is force forwarded to the Reviewing 

Officer, the Reviewing Officer will proceed to report 

the APAR on the basis of the experience of the work 

and conduct of the ORU. While doing so, the 

Reviewing Officer can also point out the failure of the 

ORU to submit self-appraisal within the stipulated 

time and failure of the Reporting Officer to report the 

APAR within the stipulated time. The Reviewing 

Officer shall report about the INTEGRITY of the ORU 

also. After reporting this APAR, the Reviewing Officer 

will submit the APAR to CR Section . 

The Reviewing Officer Officer may send his comments as 

sought by the Primary custodian on representation within 

15 days. 

Pr.CCIT(CCA): for 
defaulting Reviewing 
Officers upto PCIT level 

Pr.DGIT(HRD): for 
defaulting Reviewing 
Officers of CCIT & 
above levels with prior 
approval of the 
Chairman, CBDT 

[as per para 4(v to vii) 
of this letter] 

ii. The Reviewing 
Officer shall forfeit 
right to enter any 
remarks in the APAR 
of the ORU beyond 
31 st July. 

If no comments are 
received within 15 days, 
the Primary Custodian 
will proceed further for 
disposal of the 
representation without 

such comments. 

Table D: Responsibilities of the Primary Custdian /Alternate Custodian/ the APAR 
section: 

Timeline Responsibility 
From 1st to 

i. The Primary/Alternate Custodians shall keep reminding all officers of their charge from 
15ih April 

time to time to create self-work flow for APAR on the SPARROW portal. 

[APAR ii. They shall initiate APARs promptly as and when self-work flow is received on 

Fortniaht) SPARROW from the ORUs (following the SOP dated 01.04.21 issued by HRD). 

After i. The Primary Custodian shall prepare a list of such ORUs who have not created self-
15th 

April workflow. 
up to 30th ii. The Primary Custodian shall get Basic Information of such ORUs from their DO0s in 
April 

the format for Basic information (as per the attached format Annexure-2). The DDOs 

shall Prepare and verify the basic information on the basis of service books/ records. 

5 
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·-·········----···--· f h ORUs and initiate their 

T
. hen the P·rimaryCustodr'an-shair create workflow O sue \ 

iii. 
APAR. . . custodian in this process. 

Tl,e Alternate Custodians shall assist the Primary 

iv. 
--------:---:;--:::~nci:,j"""~ 

L----.r.--1--:~-=:-:---~ --- APAR still pending in the account of any ORU, the·l 

15 ' If the Primary C_ustodian finds any hat blank APARs to the Reportin~ Officers 

By 
May Primary Custodian shall for~e . forward t f f rce forwardino in remarks section ). 

concerned for ~ ortlng (mentioning reas~JJ.~. o o . 

1h 
· d' all Reporting Officers of their 

From 16 The Primary/Alternate Custod ians shall keep remin ing 

May up to charge to report the APARs on SPARROW portal. 

30th June ·-·----------
lh p • 

Next Where the Report ing Officers have not reported the APARs till 3o J.un~, 
th

e nma~ 

working Custodian shall FORCE FORWARD all such unreported APARs (mentioning reas?ns. 

day after force forward ing in remarks section) to the next stage (i.e. to the concerned Reviewing 

30
th 

June ! Officers). Then the Revie.wing Officers shall report such_ . .::.A~P..!:..A~R~s~·---------, 

1 st
51
July to I The Primary/Alternate Custodians shall keep reminding all Reviewing ~fficers of their 

1 31 July I charge to review the APARs (which have been duly reported by the Reporting Officers) or 

I 
report the APARs (where the Reporting Officers had forfeited rights to report due to non-

reoorting within due date) on SPARROW portal. 

Next 
working 
day after 
31 st July 
1st August 
tO 1 SI 

September 

By mid
September 

First week 
of October 

The Primary Custodian shall FORCE FORWARD all such APARs to th_e ~R se~tion 

(mentioning reasons of force forwarding in remarks section), where the Reviewing officers 

have not reviewed or reported the APARs, as the case may be, within due date. 

The Primary Custodian shall disclose the reviewed APARs on SPARROW portal to the 

concerned ORUs. The Primary Custodians should disclose the APARs immediately as 

and when the reviewed APARs are received by the CR section. In any case, this process 

must be completed by 1st September. 

Categorise the representations received on the SPARROW portal as and when received 

and take action as indicated below: 

(a) Representations of CIT and above: The HRD will seek comments/views of the 

Reporting and Reviewing Officers concerned on such representations and submit the 

same to the Competent Authority for d~cision. 

(b) Representations of officers below CIT level where the Competent Authority is 

Board: If representation pertains to any officer of the grade of Addi.CIT or below and 

where the Pr.CCIT is reporting or reviewing officer and the Competent Authority is 

Zonal Member or Hon'ble Chairperson, the Primary Custodian concerned shall get the 

comments/views of the Reporting and Reviewing Officers concerned on the 

rep_resentations . After re~eipt of the comments/views of the Reporting and Reviewing 

Officers, the representation along with these comments/views should be sent to the 

HR~ for p~Uing u·p to the Competent Authority at CBDT level. If no comments are 

received w1th1n 15 days from the Reporting/Reviewing Officers, only the representation 

sho~ld be sent to the HRD mentioning the facts that comments have not been 

received . 

(c) Where the Compet~nt Authority to decide the representations are t 

Pr.CCIT{C~A): The Primary Custodian concerned shall obtain the comments/vie~;~ 

the Reporting and Reviewing Officers concerned on the representations Aft • t 

of the comments/views of the Reporting and Reviewing Officers . th er ;~ce1p 

Custodian shall put up / send the representation along with th , _e nmary 

Reporting and Reviewing Officers to the con e comme~ts/v1ews of the 

with a request to dispose the same with· cerned Competent Authority for disposal 

representation . The Competent Authorit ,n one month from the date. of receipt of 

re~resentation by ~assing detailed reaso~e~ay al:? be req~est~d to dispose of the \ 

13h ~pril 2010, 19h May 2011 and 31st J spea ing order m view of the OMs dated 

received within 15 days from the Re ort~n~ary ~01_4 of the DoPT. If no comments are \ 

mav proceed further without these c:mme~t:ev1ewmg Officers, the Primary custodian 

i. Prepare a list of following defaulting officers: 
1 
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, --
ii. 

a) OR -- · US , who had not er - - - - - -appraisal within ti 
I 

eat~d sel f-work flow on SPARROW or not submitted self-b) R . . . me lne (1.e. upto 151h April) eporting Officers h · c) R . · w o did not report APARs within timeline (i.e. 301h June) ev1ewing Officer h S . s, w o did not review APARs within timeline (i.e. 31'1 July) ubmit the above details to 

Pr.CCIT(CCA): for defaulting officers upto PCIT level 

I OBy 1511' 11. 
\ ctober 

Pr.DGIT(HRDl:_fQ_r defaulting officers of CCIT & above levels• . Primary Custodian of Pr ,CCIT(CCA): Issue Show Cause Notices seeking explanations from the defaulting officers (upto PCIT level) after approval of the 
2 . 

I 3 

Pr.CCIT(CCA) . 
. Primary . Custodian of Pr.D,GIT(HRD): Issue Show Cau~e Notices seek:n;i- \ explanations from the defaulting officers (who are on deputation) after approva the Pr.DGIT(HRD). 
. Primary Custodian of Pr.DGIT(HRD} : Issue Show Cause Notices seeking explanations from the defaulting officers (of the level of CCIT & above) after aooroval of the Chairman, CBDT. By 151n 

November In respect of Representations 
i. Upload the decision of the 

SPARROW portal. 
In respect of Defaulting Officers 

Competent Authority on representations on the 

ii. After receipt of the explanations from the defaulting officers, the Primary Custodi<:'n shall get decisions on the same from the Competent Authority [Pr.CCIT(CCA)/Pr.DGIT(HRD)/Chairman(CBDT)] and place an appr?~riate warning/advisory in the APAR dossier of the defaulting officers as per the dec1s1on of the Competent Authoritv. By 30m Close the APAR cycle on the SPARROW portal after preparing NRCs wherever applicable mentioning detailed reasons of the NRCs. NRCs upto the PCIT level are to be 1 drawn by the Primary Custodian . NRCs-of CCIT & above and of deputation officers shall I be drawn by the HRD. 

November 

Where the Reporting officer or Reviewing Officer ~ave forfeited th~ir right to_ make any entry in the APAR of the ORU, the APAR format with the self-appraisal submitted by the \ ORU will be placed in the APAR dossier of the ORU as per para 4(viii) above. *The details to be mailed to HRD at email id: sparrow.hrd@incometax.gov.in . 
6. The stage at which an officer becomes a "Defaulting Officer" along with actions to be taken is further clarified as under: 

Table E: Summary of actions as per various situations 
s. Self-appraisal Reporting Reviewing Stage Remarks No. Stage Stage 
(i) Submitted Reported within Reviewed within APAR will be disclosed by the Primary within timeline timeline timeline custodian. 

: 

I 

(ii) Submitted Reported within Not reviewed within Re_viewing Officer would be defaulting \ 
within timeline timeline timeline officer as per para 4(v to vii) above and \ 

~o Rev_iew Ce~ificate would be placed , in dossier mentioning all facts. 
1 

(iii) Submitted Not reported Would be force Reporting Officer would be defaulting \ 
within timeline within timeline forwarded to officer as per para 4(v to vii) above and \ Reviewing Officer ~o Re~iew Ce~ificate would be placed \ (iv) Submitted 

who will Report in dossier m~nttoning all facts . i Not reported Force forwarded to Both ReoortmQ and Reviewing Officers \ 7 



7 within timeline 

(v) I Not subrnltted I with in timeline 

-- ----- Off' would be defaulting officers as within timeline - Reviewing icer per but not Reported by para 4(v to vii) above and the AP f\R Reviewing Officer filed by the ORU shall be placed in \he 
I 'th·n timeline dossier with a certificate mentioning all ' a SO WI I ( .. . ) ] 

Reported within Reviewed 
timeline after timeline 
initiation of 

facts [as per para 4 v11r . 
w ith in- O RU would be defaulting officer a~ per ·, 

para 4(v to vi i) a~ove . APAR _will be \ 
disclosed by the Primary custodran. , 

\ 
APAR by 
Primary 
Custodian 

(vi) Not submitted Not reported ~ Wo~ be force ORU and Reporting Officer would be I 
defaulting officers as per para 4(v to : 
vii) above and No Review Certificate 
would be placed in dossier mention ing 
all facts. 

within timeline within timeline forwarded to 
even after Reviewing Officer 
initiation of who will Report 
APAR by 

' 

Primary 
--:c.,--+- - ----+---=-C--=--us,~to~d~ia~n:____ --+--------+-:=--=-:--:--::::-------:::---;:;--;-;:-----~-=--=-=-:---:-::-:::---(vii) Not submitted Not reported Force forwarded to ORU , Reporting Officer and Reviewing within timel ine with in timeline Reviewing Officer Officer would be defaulting officers as even after but not Reported by per para 4(v to vii) above and No initiation of Reviewing Officer APAR Certificate would be placed in APAR by also within timeline dossier mentioning all facts . Primary 

Custodian 
(vi ii) Submitted ORU would be defaulting officer as per para 4(v to vii) above and rest actions after 15th April shall be as per the situation nos. (i) to (iv) in this table above. ' up to 15th May 

7. For any other circumstances in which NRCs are to be issued, the extant DoPT guidelines shall apply. 

8. It is once again reiterated that from the Reporting Year 2021-22 onwards, the option of "FORCE FORWARING" of APAR will be applied on SPARROW, and action as proposed in above paras would be taken on the officers who fail to perform their public duty regarding APARs. Whenever the Primary Custodian will force forward the APAR to the next stage, it is mandatory for the Primary Custodian to mention reasons of force forwarding in detail in the remarks section there. 

9. Reminders will be placed on irsofficersonline and also through SMSs to inform officers to follow the timelines as provided by the DoPT. 

10. This issues with the approval of the Chairman , CBDT. 

Encl : Annexure-1 & 2 
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Yours faithfu\\y, 

(Meeta s· gh) \< 
Additional Director Gene a\.1 

HRD, CBOT, New Oe\h\ 
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' No. 21011 /02/2009-Estt .(A) 

Government of India 

Ministry of Personnel, Public Grievahces and Pensions 

Department of Personnel and Training 
***** 

New Delhi, d~ted 'tt·,_e 16th February, 2009 

OFFICE MEMORANDUM 

Subject:- Timely preparation and proper maintenance of ACRs. 

The undersigned is directed to say that this P~partment h~~J.~~$,ri .'~f'!l.8hasizing 

from time to time the need to complete the 1\rm~al}~,9hfi9¢ritial Rep·6rts J>(~Jr:-qJ~s.ses of 

employees in time for smooth consjder~Jib~ ; :qfi ~fl'.~l~s p~rtaining ~ :tct ~ ~~rifJtmation, 

promotion, deputation to ex-cadre posts,_.:,-.e#2\ ~A-·. tlrfre schedule was --,-.p~:$tJ.l~.~d for 

various stages in the matter of writing: 9r c 9.~Ji8J~-ri.tia! ~~eports in th~s Depa_ftW~{0..M. 

No. 35014/4/83-Estt.(A) dated 23.9.l~~~-<· :The _ writing of ACR 1s a publlc_fr;,~~t and 

responsibility. All Ministries/Departments are again requ~sted ·to ensure thaF1tti_e time 

schedule for preparation of Confidential :g ~p6rts and ottier instr~ctions as laid -~o_wn in 

this Department's O.M. dated 23.'9.J \ia•s ,· ·are foHowed -to -e,nsure that AC~ s are 

completed in time. 

2. As cases continue to occur where confirmation, 'r~gvlar promotipn, 

appointment to sensitive posts, et¢., _could not be considered in tir,ne:;because of npb

availability of ACRs for the relevc!flt .p_erioc;f, the ma~er o.f timely ~qry,pletior:, of A~:8.~ _ 

was further reviewed in this Departm~nt __ ·arid it has been 'k>uhd hec~.s-sary to prespr,ftl'~ 

a time limit after which the Report,ih.g(~eviewing Officer shall forfeit h·is right to red:trcf 

the_ A~R._, ill~~.@g~~Q~;g~~~si~2Jttte~~'l'~t!it-~ill!~£~~~~~n2~~~ Jl2~-- -:- 0 

.-::~JNl~dfilea;}2:3.~9.;1:J&J!~~1.~Q~H~Jg;tt>JHe~ll~~~;lt9~s;~farias~,pJts~~1~1~Jfi.~1~se;!l n~~~ --IR1i1$~0t 

1tf!ti§t~ .1i2Y'JIJ:~~;B~R~I~i~g . 9ftLe~rntQJi~~1ll~~~ms§~J1'.;.o~yl:intf~,G>ig,,~_1J11.e;;oJJ;ttte1~ NL~~~~-~ 

tB~~:~:n~09ia 1_ y~~r -~rrge,tj;~h~ ;~1:1:aJl}g[~1~tJ~~J!lWJ!~D.~~V~ro~~rfJks~it(:;1tie1~§!l 'oM!i,e 

.offic,~rJrf~e rep,pr,t~q ,UJJ,Pn.:and 'he::s:tJ~J_l}§@.o:ml!ta.Jl'.i~~i'§l.i.:elolffiJJ5'.im'.f:f&'rTr~pn.ttittgltt1Ue· 

Rev]e,wing ·offioe'f~.ii1: lhe ·.ne)<t _,worKil@I f:l~yJ~ fntffa"r:ly7ttffg~ ~ 'ew.i'ng fiGJficet ls.t1el!~ jsa.· 

fdrfetMJ]_$'· t,jgh:tJPl .~.D1$.JJrJJJYJi eJtla f:k&~frnl helS.A@~-;b:e.1y.6ifdfiB~fMFN6gcrstl 0ftfhe /&7~eJil"tIBl~fi.'b 

f_fig.{~tf~[r9i~\-~W~-@J~~.r1<;1~ijt The Section entrusted with main_taining the ACRs shalC-wh·,1e 

forwarding the ACRs for self-appraisal with copy to the Reporting/Reviewing Officers, 

also annex the schedule .of dates _as enclosed.herewith. It st-iall also bring to the notice 

of the Secretary concerned in the case of Ministry/Department and the Head of the 

organization in the case of attached and subordinat~ offjp~s: the names of those Group 

A and 8 Reporting Officers and Group A Reyi~wing -Officers . 1n .the month of October 

after receiving 'the completed CRs wh~ hav~ f~iied to j rflVaJe/re·view the AC Rs even by 

3p
th 

June, ?~ 31
st 

August as the case fJlc!Y t:>e~t 9~e~~t;r:_-eJa_cy4~~Q~J1m~Qf/Jj~~d:of 

th~. pf®a-r:i•jzaJiaoiio{l tfei ~ase111ti att9,.Qb,~~~!\IR!l'lgJa~te~ ffr0e~mav:~aiteqt -tQ ~G~ll f(]L!J-the 

explah~afibn of ~th~e ~G.QJlG~[IJ~.d_;Qf{LG~]:s.i_cttrm~i~-axr~~i reJiq[[fl~~J.n.~::P}!~li~·-~ !J:NRf ~ ting 

the 'J\CR~ --~it_hinAtie~:i~ue .. aate· aort11in.4.t[~~ b1>i®'21~ti l?JQR~r-justification dir~:c.t that _a 

wr,t~~n ~ arrf i~g,--f 6.:r.:de,t!Y'-"!n 'cc?mplefing~fh~AGR~!ee:~~fa®d in the ACR folder of the 

defaultiNg officer concernec:J . - · 

Contd .2/-



I r .. 

3. In case the remarks of the Reporting officer or F~ovloWln(J Officer as t~~ ca~e may be have not been entered in the ACR due to tho concerned o{(locir f orfe!ting his right to make any entry as per the provision In para 2 above, m pertlf lC1)lc, t6 .this e~ect shall be added in his ACR for the relevant period . In cas0 bolh _tli<l f~oport1ng offl~er and Reviewing officer had forfeited their rights lo enter any rometrxs, tlW en tor~at with the self appraisal given by the officer to be reported upon will uo · pl l:WOd ,n his ACR doss~~ 
· 

' 

' 4. All the Ministries/Departments are requested to kindly bring :to ~11(¾ n9tlCe _of ~If concerned the above instructions for future preparation 1and ,hfalrHenar,co . d~ ;ACF_s·. , These instructions shall be applicable for the A~R,s for the p_erip~ ~pos~b~ -oh1ilr9,s: 1_0 case any CR for the past period is pending compl,etioh, ! the concerned 'Head _. -QfJbe . Organisation in the case of attached/subordin.ate '6ffice_s ,arid?Jifie )JolriP'.§,e·c~1arV,.' -, cgncerned in the Ministries/Departments may take appropriiite +tl~'a~'Clfofto 'rjhsiff~1~~~.t -~:.~-.·'. the CR dossier is complete within the next 6 months eith~r\vlth the 'r<ilevinLCR,-0i{h;e;:-~ i 

5. 

required 'No Report Certificate" for valid reasons. · · . ✓, -~:,;,- :\': ~ ;·,?·.,,:~ · _. · ·\-.;, ~: · 
• ' - ' ,;• • t , - ✓., -; ~ _: ~ 

'/;\ - ., ~·. '. .. ~ ~ ~~' -, ~' ~ ✓~ .. •• ;:' t ~ 
,, • <-,, •• ~' ., , ::· . -~ ~- ' . ,.: .·;,, .. -., . :.,. . ·, 

Hindi version will follow. .. ':. ,: 

;:;_" :_. . .-

'. , .. . ... '. . ,_ . ~-- ' ~ - . .;, ·~ 

' ~- ! 

I r • : 

, . . . ·' . 
, - . 

Cond.3/-



j 

I 
I . I 

Ti~ne schedule fo ' • , 
~ prcparation/conipletion of APAR 

(Reporting year- Financial year) 

S.No.-- Actf~,;ity ·-- - - - -- ·'--·· ~- -·-·· --- . ____ -~ ___ ___ .. _ 

1. - --i)· ·t?b ~----------- __ J}~~Jy_which to be.: corn12.lcted - · ·-- · ·--

If> 1 Uuon of blank APAR . .11~'March. ·---- - - --------

forms to all couccmed ( ' t . ('fl . 
ff L b 1.e., 0 .11s may be completed even a week e,,rJier) 

01 Jeer lO e reported -upon where . 

self-appraisal has to be ,:riven ano 

to reporting officers v-:liorc self-

appraisal is. not fo be given) 

----- ... . , · 

2. SubriiJ~·sfo~;:}q{--~~!f.:app.raisif ·ro
repmiirtg .. offit'er. b.y ·dfficer to be 

repo1ted upon. (yv-!Jorc applicable). 

15°' April. 
··- -· - ··-- · ·--- -- --- -------

,:.______ · - ·~ ~•· :·· ... : . ~ ••, . 

3. Si!bm~sfofo,lr~#Zfft:~fi:c1-;6ftihg: 30ih-.t~~ ·: --- - ·------·--- -------
. ·officer to~ re~ie:wiog\}fficcr · 

I 
I 

,-4-;-_-~-+_ -::ie::-.e-~-fe:-:-.~-:--_-:-___ "-~7-'.~~-~~.--':!r~;i:':;-;_~F-=':t"-c!,,..._·_~.:.,.-__ f.,,.,~.;.;-~,.,:_~:....·: - s-c_0_-J_t
1 
.WJt1~- "· 

to Ai:j:m.Irijstratfon or CR 
Sectio.iilceff , . 6/ accep· tin~ 

. 0 

aufu9rit)\ ~ME~!~~pNv!ded'. 
r'. 5~:'""::'·~.-.-~, ~-- i-A- .-.p-,praili.,...'"'-"c.;·,11;; ~'wtf iJJ\;i!\)'i,ii~i;/yTJ j •'Jffii&{ • •- • •• <~ . -·-- • , •• _-_. ·_. a:.... 

-r6t•· - ~?:ltl!\~:'.:6::l~f;;jit't:t:.~, .=1:c~~->·:•"_-~-c -
I accepti.ti'g' a,Jtnont:y 

7. 

{h) .Disc1o$ti.f~-~- t9· - tli\; offiGe.F ]5 th Septcm br::r 

reportf?,~; i.j'p~--.:_ v,:,.beit,J tbe,re. is 

a6'-..,eptlrig: ati-tEhnty · · 
. . . , •.·: ~.·:• ,.· ,'·· . 

--+----------·---------
ifoceip~ . 9f f~pf.~$e)~tation, . if aJ1y, 15 days · from- t.he date • of receipt of 

on A:P'A·R. · ,_, . .. . · · · ciiiti:rn'unicat16rr-
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