
GOVERNMENT OF INDIA 

Omce of the 

Pr. Chier Commissioner of Income Tax, 

Andhra Pradesh & Telangana 

I TTG-s00004. 10 Floor, D Block, 

Fa: 040-23240403 rTowers, ACGaards, 

Fax: DC (VI):040-23236724 Fyderabad-500 004.
Telephone: DC(Vig):23425484 

(Section)23425485,23425486 
E-mall: ccithyd@nicin 

F.No. SPARROW/APARS/PCCIT/2020-21 Date: 06/04/2021 

To 

All the Officers of Group 'A' Cadre and ITOs posted in Andhra Pradesh & Telangana 

Region 

Madam/Sir,
Guidelines for SPARROW users for filing APARs for the reporting year 
2020-21 - Reg.

Sub:

Ref 1) Guidelines issued vide this Office Memorandum dated 24/07/2020 

2) SOP issued by HRD vide letter dated 22/03/2021 as forwarded vide

this Office letter dated 26/03/2021.
******* 

Kind reference is invited to the above. 

2. As already informed vide this Office letter dated 26/3/2021, the last date for 

submission of self-appraisal of APAR for the year 2020-21 on SPARROW portal is 

15/04/2021 and the hard copy of the basic information in the prescribed format 

along with relevant supporting documents has to be submitted by the Officer 

reported upon to the respective Alternate Custodian well in advance so that the 
APARs can be generated before 10/04/2021 by the Alternate Custdians. The SOP 

issued by HRD vide its letter dated 22/03/2021 was already uploaded on the 
website www.incometaxhyderabad.gov.in on 26/03/2021. All the concerned 

Officers and Alternate Custodians are requested to follow the SOP. The names of 

Alternate Custodians in respect of various PCIT/CIT charges are uploaded on the 

website www.incometaxhyderabad.gov.in. 
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3. In addition to the guidelines issued by this Office vide letter dated 

24/07/2020, the following guidelines and steps may also be followed. 

It is requested to use the link https://sparrow.incometax.gov.in for 
submission of APAR on SPARROW portal.

On Sparrow portal, the workflow has to be created and saved by the Officer 
reported upon by clicking on the menu User Assistance on the side bar > 



Create Self Workflow Select Reporting Year Click Create Workflow
Select the Organisation Select the Reporting Period Select the status 
NRC/Working Select the Form Type Click Actions Click Continue
Select the name of Reporting Officer and Reviewing Officer fill the remarks
column if any> upload the reference documents> Save. Once the 
workilow is saved, the Alternate Custodian can access it from his/her login. 

After the Workflow is created/saved by the Officer reported upon, the 

Alternate Custodian have to generate the APAR by clicking the menu 

Workflow on the side bar Click Create/Update > Search the concerned 

Oficer reported upon by employee code/name> select the officer's namne 

from the dropdown list click search Click Update Workflow Click
Actions Click Generate PAR fill the basic information as submitted by 
the Officer and verified by the DDO in physical form upload the reference 

documents if any click Send to the Officer reported upon Sign it using 
DSC or AADHAR linked mobile number.

The APAR generated by the Alternate Custodian will appear in the Inbox of 

the Officer reported upon for submission of self-appraisal. The Officer

reported upon has to submit the self appraisal by clicking Inbox on the side 
bar click My PAR Select the APAR relevant to a particular reporting 

period fill the self appraisal submit Sign it using DSC or AADHAR 
linked mobile number.

Though on SPARROW portal, the name of the Primary Custodian only 
appears, the hard copy of Basic information should be submitted to the 

respective alternative custodians as per the above mentioned list and 
respective alternate custodians have to fill the basic information on the
SPARROW portal and generate the APARs in respect of the Officers to whom 

they are alternate custodians. 

It may be noted that the reporting period has to be split only Reporting 
Officer-wise irrespective of having multiple reviewing officers during that 
period (i.e. One Reporting Oficer One APAR). 

.As per HRD's letter dated 03/02/2021, till the grade of PCIT, the Primary Custodian in the 0/0. Pr. CCIT, Hyderabad should be chosen as the 
Competent authority for NRC. The present primary custodian is Ms. SathiyaSivaprakasam (Employee Code: 166941). Hence, while creating the workflow
for NRC, the above mentioned primary custodian should be selected as the 
competent authority by all the Officers till the grade of PCIT. 

For the details of Reporting Officers and Reviewing Officers in respect of the Oficers posted in ReFAC (Regional Faceless Assessment Centre) and RFAC (Regional Faceless Appeal Centres), the letters dated 10/09/2020 and 14/10/2020 of ITA-1, CBDT, New Delhi may be referred to respectively. 



For the Officers of the rank of CIT and above, kind reference is invited to 

Order of HRD dated 26/02/2021 wherein it is stated that consequent to 

Orders of CBDT dated 13/08/2020, 27/08/2020 and 25/09/2020 whereby

existing posts as on date of the said orders were diverted to the newly 

created charges; the Officers in the grade of CCIT, PcIT and CIT holding 

posts as mentioned in Column No. (3) of the above said orders as their 

substantive charges , are deemed to have joined as OSD in the office of the 

Pr. CCIT of the respective region with effect from date of relevant diversion 

orders till date of joining in the substantive posts as per subsequent orders 

issued by CBDT in this regard.

Further reference is invited to Guidelines issued by this Office vide 

Memorandum dated 24/07/2020, this Office letter dated 26/03/2021, order 

dated 26/02/2021 of HRD, letter dated 10/09/2020 and 14/10/2020 of 

ITA-1, CBDT, New Delhi which are uploaded on 
the website

www.incometaxhyderabad.gov.in. 

3. All the Officers and alternate custodians are requested to expedite the 

process to ensure smooth completion of the process of APAR submission on the 

SPARROW portal.

(Peeyush Sonkar)

Commissioner of Income Tax (Admn. & TPS) 

O/o. Pr. CCIT, Hyderabad. 



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 



List of Primary/Alternate Custodians in Pr.CCIT AP & TS Charge 

Sl. 
No 

Pr.CCIT/CCIT/ 
DGIT Name of the Charge 

Name of the Custodian/ 
Alternative custodian 

Mr./Ms. 
Designation 

1 

Pr.CCIT, 
Hyderabad 

Pr.CCIT, Hyderabad 

S Sathiya 
 (Primary Custodian) 

DCIT(Hqrs)(Vig)(i/c), 
O/o.Pr.CCIT, 
Hyderabad 

2 
CIT(Audit), Hyderabad 

ANANTHA LAKSHMI 
PRASANNA V 

ITO(Hqrs)(IAP), 
O/o.CIT(Audit), 
Hyderabad 

3 CIT(TDS), Hyderabad 
RAMESH 

ITO(Hqrs)-1, 
O/o.CIT(TDS), 
Hyderabad CIT(AU)-8, Hyderabad 

4 CIT(ITAT)-1, 
Hyderabad 

HARSHAVARDHAN 
BHASKARAPANTULU 

ITO(Hqrs), 
O/o.CIT(ITAT)-1, 
Hyderabad 

5 CIT(ITAT)-2, 
Hyderabad 

VENKATA MADHAV 
RENTALA 

ITO(Hqrs), 
O/o.CIT(ITAT)-2, 
Hyderabad 

6 CIT(DR), ITAT, 
Visaskhapatnam 

RAMANA MURTY 
VENKATA REDDI 

ITO(ITAT), 
O/o.CIT(DR), 
Visakhapatnam 

7 

Pr.CIT-1, Hyderabad 

M USHA SREE 
ITO(Hqrs), O/o.Pr.CIT-
1, Hyderabad 

CIT(AU)-1, Hyderabad 
CIT(AU)-3, Hyderabad 
CIT(AU)-6, Hyderabad 

8 
Pr.CIT-4, Hyderabad 

NAGANANDINI M RAO 
ITO(Hqrs), O/o.Pr.CIT-
4, Hyderabad CIT(AU)-4, Hyderabad 

CIT(AU)-7, Hyderabad 
          

9 

CCIT, Hyderabad 

CCIT, Hyderabad 
MOOKAMBIKEYAN S DCIT(Hqrs), O/o.CCIT, 

Hyderabad 

10 CIT(Judl), Hyderabad 
RAMA SHIV KUMAR 
YERRA 

ITO(Hq)(Jdl), 
O/o.CIT(Jdl.), 
Hyderabad 

11 
Pr.CIT-2, Hyderabad 

MOHAN RAO PINJERLA 
ITO(Hqrs), O/o.Pr.CIT-
2, Hyderabad CIT(AU)-2, Hyderabad 

CIT(AU)-5, Hyderabad 

12 

Pr.CIT, Vijayawada 

RUPALAKSHMI 
SIRIPURAPU 

ITO(Hqrs)-1, 
O/o.Pr.CIT, Vijayawada 

CIT(AU)-1, 
Vijayawada 
CIT(AU)-1, Guntur 
CIT(AU)-2, Guntur 

13 
Pr.CIT, Tirupati 

VASANTHA LAKSHMI 
RAYABHARI 

ITO(Hqrs)-1, 
O/o.Pr.CIT, Tirupati CIT(AU)-1, Tirupati 

CIT(AU)-1, Kurnool 

14 
CIT(TDS), Vijayawada 

KANAKA DURGA 
BHAVANI KAJA 

ITO(Hqrs), 
O/o.CIT(TDS), 
Vijayawada 

15 
Pr.CIT-1, 
Visakhapatnam  

SREENIVASA RAO 
VARANASI 

ITO(Hqrs)-1, 
O/o.Pr.CIT-1, 



CIT(AU)-1, 
Visakhapatnam  

Visakhapatnam 

CIT(AU)-2, 
Visakhapatnam  
CIT(AU), 
Rajahmundry 

16 

CCIT ReAC, 
Vijayawada 

CCIT(ReAC), 
Vijayawada 

D V Subrahmanyam  
ITO(Hq), 
O/o.CCIT(ReAC), 
Vijayawada 

17 Pr.CIT(ReAC)(AU)-1, 
Hyderabad 

Santhi Sudha Mandava 
ITO(Hq), 
O/o.Pr.CIT(ReAC)(AU)
-1, Hyderabad 

18 Pr.CIT(ReAC)(AU)-2, 
Hyderabad 

K Raghuram 
ITO(Hq), 
O/o.Pr.CIT(ReAC)(AU)
-2, Hyderabad 

19 Pr.CIT(ReAC)(AU)-3, 
Hyderabad 

Srinivas Rao 
Kanamarlapudi 

ITO(Hq), 
O/o.Pr.CIT(ReAC)(AU)
-3, Hyderabad 

20 Pr.CIT(ReAC)(AU)-4, 
Hyderabad 

Md Rashid Eqbal 
ITO(Hq), 
O/o.Pr.CIT(ReAC)(AU)
-4, Hyderabad 

21 Pr.CIT(ReAC)(VU)-1, 
Hyderabad 

Ramakrishna Nethi 
ITO(Hq), 
O/o.Pr.CIT(ReAC)(VU)
-1, Hyderabad 

22 Pr.CIT(ReAC)(RU)-1, 
Hyderabad 

Kalluru Veerabhadhra 
Satyanarayana Rao 

ITO(Hq), 
O/o.Pr.CIT(ReAC)(RU)
-1, Hyderabad 

23 

CCIT ReAC, 
Visakhapatnam 

CCIT(ReAC), 
Visakhapatnam 

Ravi Joga Rao Sambhara 
ITO(Hq), 
O/o.CCIT(ReAC), 
Visakhapatnam 

24 Pr.CIT(ReAC)(AU)-1, 
Visakhapatnam 

Srinivasa Rao Nanduri 
ITO(Hq), 
O/o.Pr.CIT(ReAC)(AU)
-1, Visakhapatnam 

25 Pr.CIT(ReAC)(VU)-1, 
Guntur 

Kishore Kumar J G S  
ITO(Hq), 
O/o.Pr.CIT(ReAC)(VU)
-1, Guntur 

26 

DGIT(Inv.), 
Hyderabad 

DGIT(Inv.), Hyderabad 

GAURI SHANKAR 
SINGH 

DDIT(Inv.)(Hqrs),O/o.D
GIT(Inv.), Hyderabad 

27 Pr.DIT(Inv.), 
Hyderabad 

R JAYA KUMAR 
DDIT(Inv.)(Hqrs),O/o.P
R.DIT(Inv.), Hyderabad 

28 

Pr.CIT©, Hyderabad 

MYTHILI T 
DCIT(Hqrs), 
O/o.Pr.CIT©, 
Hyderabad CIT(A)-11, Hyderabad 

CIT(A)-12, Hyderabad 

29 

Pr.CIT©, 
Visakhapatnam 

GOPAL NAIK M 
ACIT(Hqrs)(C), 
Visakhapatnam 

CIT(A)-3, 
Visakhapatnam 



30 

Residuary Charges 

DIT(I& CI), hyderabad 
MONIKA POULDAS 

ITO(Hqrs), O.o.DIT(I & 
CI), Hyderabad 

31 

CIT(Exemp), 
Hyderabad 

SADDIK AHMED 
DCIT(Hq), 
O/o.CIT(Exemp), 
Hyderabad 

CIT(AU)-9, Hyderabad 

32 

CIT(IT & TP), 
Hyderabad 

BRAHMAJI KOTA 
ITO(Hqrs)-1, 
O.o.CIT(IT & TP), 
Hyderabad. 

CIT(A)-10, Hyderabad 
 

 

 

 

 






































