TR TIFR GOVERNMENT OF INDIA

T HET ITTHT Office of the
i Pr. Chief Commissioner of Income Tax,

3|.l RN .”EI ! Andhra Pradesh & Telangana
UG T deaTeT 10" Floor, ‘D’ Block,
10 dF #foreT, D’ salleh, Telephone: IT Towers, A.C.Guards,
sy RrER, Todr, DC(Vig):23425484 o dliy‘_le;aba_d'_soo 4. _
(Sect10n)23425485,23425486 yderabad.dcit. q.wg@lncometax.gov.ln.
IMEH, FeTG-500004. Fax: DC (Vig):040-23236724
Fax: 040-23240403
F.No. Pr.CCIT/Con./APARs/ Gr ‘A’ & Gr ‘B’/2023-24 Dt: 27.03.2024
To,

The Director General of Income tax (Inv.), Hyderabad.

The Chief Commissioner of Income tax, Hyderabad.

The Chief Commissioner of Income tax, Vijayawada.

The Chief Commissioner of Income tax, Visakhapatnam.

The Pr.Director of Income Tax(Inv.), Hyderabad.

The Pr.Commissioner of Income Tax(Central), Hyderabad, Visakhapatnam.

The Pr.Commissioner of Income Tax(AU)-1/2/3/4, Hyderabad,

The Pr.Commissioner of Income Tax(AU)-1,Visakhapatnam.

The Pr.Commissioner of Income Tax(VU)-1, Hyderabad.

The Pr.Commissioner of Income Tax(VU), Guntur.

The Pr.Commissioner of Income Tax(RU)-1, Hyderabad.

The Pr.Commissioner of Income Tax-1/2/4, Hyderabad, Tirupati, Vijayawada,Visakhapatnam.
The Commissioner of Income tax, Audit/Exemptions /IT&TP/ Judicial, Hyderabad.
The Director of Income tax, (I & CI), Hyderabad.

The Commissioner of Income tax,TDS, Hyderabad, Vijayawada.

The Commissioner of Income tax(DR),ITAT- 1/2, Hyderabad,Visakhapatnam.

The Commissioner of Income tax(Appeal Unit) -1/2/3/4/5/6/7/8/9, Hyderabad.

The Commissioner of Income tax(Appeals) - 10/11/12, Hyderabad.

The Commissioner of Income tax(Appeal Unit) -1/2, Guntur,

The Commissioner of Income tax(Appeal Unit) -1, Kurnool, Rajamundry, Tirupati, Vijayawada,
The Commissioner of Income tax(Appeal Unit) - 1/2, Visakhapatnam.

The Commissioner of Income tax(Appeals) - 3, Visakhapatnam.

Sir / Madam,

Sub: APAR writing on SPARROW portal for the reporting period 2023-24- reg.

B

Kindly refer to the above.

2. Inthis connection, I am directed to inform you that the timeline for submission of Self-Appraisal of
APAR by the officer reported upon is 30™ April, 2024 for the reporting year 2023-24. All the Group ‘A’ &
Group ‘B’ officers who are required to file APARs in SPARROW portal are directed to submit their basic
employee information to their Primary Custodian/Alternate Custodian with all the required details manually
latest by 15™ April, 2024. In this regard, the Custodian/Alternate Custodians for initiation of APARs have
been nominated by the HRD for each CCIT /DGIT /PCIT /CIT charge as per annexure-A enclosed.

3. Strict directions may also be issued that concerned Alternate Custodians must collect the basic
information Proforma manually from the users/ officers reported upon whose basic information details are to
be uploaded on SPARROW portal and fill up their basic information on SPARROW portal latest by
30.04.2024. Further, I am also directed to enclose the time schedule regarding preparation / completion of
APAR as per annexure-B.



4. Tam further directed to request you to direct all Group ‘A’ & ‘B’ officers and concerned custodian /PAR
Managers posted under your administrative control to go through the above letters / general guidelines and
instruction carefully and strictly adhere to the same.

Yours faithfully,

Encl: As above. W

(Vamsi Dileep Meeravath)
Deputy Commissioner of Income Tax (Hq)(Vig),
O/o Pr.CCIT, AP&TS, Hyderabad.



Annexure-A

e List of Primary/Alternate Custodians in Pr.CCIT AP & TS Charge
Name of the
‘ ﬁflo Pr.C(lj)I(';I‘I/g T For the Office of gﬁ::ﬁ:ﬁ:é Designation Mobile
custodian Mr./Ms.
VAMSI DILEEP DCIT(Hgrs)(Vig),
1 Pr.CCIT, Hyderabad MEERAVATH O/0.Pr.CCIT, 9959946810
(Primary Custodian) Hyderabad
. LAKSHMI ITO(Hgrs)(IAP),
2 g%g;‘;g:(){ SRINIVAS O/o.CIT(Audit), 8985970729
AMBADIPUDI Hyderabad
CIT(TDS), ITO(Hgrs)-1,
Hyderabad RAJKUMAR K 0O/0.CIT(TDS),
g CIT(Appeal Unit)-3, Hyderabad 8985970688
Hyderabad
GVK VARA ITO(Hqrs),
4 CIT(DR)(ITAT)-1, PRASAD O/0.CIT(ITAT)-1, 8985970561
Hyderabad Hyderabad
AMARNATH ITO(Hqrs),
5 Pr.CCIT, CITg{Dylz)e(rEll;,:;[)-z, TANIKEDAR O/0.CIT(ITAT)-2, 8985970691
Hyderabad Hyderabad
NAGA SURYA ITO(ITAT),
6 (\:;3;51112}11{;1););;{1‘:51’ RAO O/o0.CIT(DR), 8985970597
VENTRAPRAGADA Visakhapatnam
Pr.CIT-1, Hyderabad
CIT(Appeal Unit)-1,
Hyderabad
7 CIT(Appeal Unit)-3, ITO(Hgrs), O/o0.Pr.CIT- 8985970656
Hyderabad BRAHMAIJI KOTA 1, Hyderabad
CIT(Appeal Unit)-6,
Hyderabad
Pr.CIT-4, Hyderabad
CIT(Appeal Unit)-4,
8 Hyderabad AMIT BISWAS ITO(Hgrs), O/0.Pr.CIT- 8985970750
CIT(Appeal Unit)-7, 4, Hyderabad
Hyderabad
9 CCIT, Hyderabad M. Raja Reddy DCIT(Hgrs), O/0.CCIT, 8085970205
Hyderabad
ITO(Hq)(Jdl),
10 CIT(Judl), ALOK DIXIT O/oFCI%)(J dL), 8985971674
Hyderabad
Hyderabad
Pr.CIT-2, Hyderabad
CIT(Appeal Unit)-2,
Hyderabad ASHISH KUMAR | ITO(Hgrs), O/o.Pr.CIT-
t CIT(Appeal Unit)-5, SINGH 2, Hyderabad SOETROTH
Hyderabad
Pr.CIT, Vijayawada
CIT(Appeal Unit)-1,
Vijayawada SVSS
12 CIT(Appeal Unit)-1, NAGESWARA ITO(Hgqrs), 8985970870
Guntur RAO O/0.Pr.CIT, Vijayawada
CClT, CIT(Appeal Unit)-2
Hyderabad Guntur ’
Pr.CIT, Tirupati
CIT(Appeal Unit)-1, | RAMA KRISHNA ITO(Hqrs),
13 Tirupati SS 0O/0.Pr.CIT, Tirupati 8985970502
CIT(Appeal Unit)-1,
Kurnool
ITO(Hgrs),
14 C.I.T(TDS)’ BHAVANI O/o.CfT(c"lFD)S), 8985970848
Vijayawada Vii d
jayawada
15' Pr.CIT-1,
Visakhapatnam
CIT(Appeal Unit)-1, | PRABIR KUMAR
Visakhapatnam PAUL ITO(Hgrs), 8985970823
CIT(Appeal Unit)-2, O/o0.Pr.CIT-
Visakhapatnam 1,Visakhapatnam
CIT(Appeal Unit),
Rajahmundry




VAMSI MOHAN

ITO(Hg),

CCIT O/0.CCIT(ReAC) 8985971140
16 .. ’ 2
Vijayawada PORTRL Vijayawada
ITO(Hq),
17 Pr.CIT(AU)-1, SREEDEVIMITTA | O/o.Pr.CIT(ReAC)(AU) 8985970947
Hyderabad -1, Hyderabad
| ITO(Hg),
13 Pr.CIT(AU)-2, JYOTSNA O/o0.Pr.CIT(ReAC)(AU) 8985970825
Hyderabad -2, Hyderabad
ITO(Hq),
O/0.Pr.CIT(ReAC)(AU)
Pr.CIT(AU)-3, 8985970653
19 Hyderabad PAIDESHWAR -3, Hyderabad
RAO
ITO(Hqg),
SHASHIBHUSHAN
20 car Pr.CIT (AU)-4, KUMAR 0/0.Pr.CIT(ReAC)(AU) 8985970801
VlJayawada Hyderabad _4’ Hyderabad
ITO(Hq),
21 Pr.CIT (VU)-1, B ANITHA O/0.Pr.CIT(ReAC)(VU) 8985970716
Hyderabad -1, Hyderabad
ITO(Hq),
2 Pr.CIT (RU)-1, O/0.Pr.CIT(ReAC)(RU) 8985970607
Hyderabad V SHOBHA RANI -1, Hyderabad
ITO(Hg),
CCIT, DURG}? AI;I;{ASAD 0/0.CCIT(ReAC), 8985972385
Visakhapatnam Visakhapatnam
CHANDRA ITO(Hg),
24 CCIT, Pr.CIT (AU)-1, SEKHAR O/0.Pr.CIT(ReAC)(AU) 8985970719
Visakhapatnam Visakhapatnam PRADHAN -1, Visakhapatnam
ITO(Hq),
25 Pr.CIT(VU)-1, G ARUN KUMAR | O/o.Pr.CIT(ReAC)(VU) 8985970579
Guntur -1, Guntur
y DGIT(Inv.), R;Imasubram;iman Dcl?llg(flv.)(léqzs),O;oéD
Hyderabad arayanan lyer (Inv.), Hyderaba
. Pr.DIT(Inv.), Rakesh Kumar ‘;II))IITT(I;‘V')(H}CI”Z)’OC’ 'z 9969234542
Hyderabad DIT(ny.); Hyderaba
Pr.CIT (Central),
DGIT(Inv.), Hyderabad
,g | Hyderabad CiT(Appeals)-11, | © Koc}’{a“;; Rama DCIT(Hqrs), 8985970250
Hyderabad eady O/0.Pr.CITO, Hyderabad
CIT(Appeals)-12,
Hyderabad
Pr.CIT(Central),
2 Visakhapatnam | Sri C V A Rama Rao ]\)/CITk(}? qrst)(c)’ 8985970203
CIT(Appeals)-3, 1sakhapatham
Visakhapatnam
. DIT(I& CI), Y PRABHAKAR ITO((I:{Iqri)I, (j/o.]l?l’;“(l & 8085070696
hyderabad ), Hyderaba
CIT(Exemptions), Guruswamy
Hyderabad Radhakrishnan,
N el ACIT(HQ), DCIT(Hy), 9445960125
| barges | CIT(Appeal Unit)9, | O/o.CIT(Exem), Ol CLT(Exemp),
Charges bad Hyderabad
Hyderaba Hyderabad Y
CITAT & TP),
1 Hyderabad MUNNANGI ITO(Hgrs), 8985970988/
CIT(Appeals)-10, SRINIVASA RAO O/o.CIT(IT & TP), 9951955545
Hyderabad Hyderabad.




E5ti/ACR maters

Annekure- B

Time schedule for preparation/completion of APAR
(Reporting year- Financial year)

: [SNo. | Actiﬁty N

_Date by which to be completed

Is

| Distribution of hlank APAR
| forms to all concerned (i.e., to
officer to be reported upon where
self-appraisal has to be given and
to reporting officers where self-
appraisal is not to be given)

31" March. :
-(This may be completed even a week earlier).

)

Submission of self-appraisal to
reportinig officer by officer to be
reported upon (where applicable).

35 April,

Submission of report by reporting
officer to reviewing officer

30" June

Report to be completed by
Reviewing Officer and to be sent
10 -~ Administration  or CR

Section/Cetl - or accepting
authority, wherever provided.

31 July

Appraisal by aécepting authority,
wherever provided

31" August

(a) Disclosure to the officer
| reported Upon where there is.no
accepting authority

(b) Disclosure to the officer
reported upon where there is
accepting authority

017 September

15" September

Receipt of rep;eséntation, if any,
on APAR

communication

the competent authority

(2) where there is no accepting
authority for APAR
(a) where there s accepting
authority for APAR

Forwardiﬁg of representations to

21" September

06" October

Disposal of representation by the
competent authority

representation.

10.

Communication of the decision of
the competent authority on the
representation by the APAR Cell

15" November

End of entire APAR process, after
which the APAR will be finally
taken on record

30" November

15 days from the datc of receipt  of

Within one mcath from the date of receipt of




