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OFFICE OF THE CONTROLLER OF DEFENCE ACCOUNTS 

3?Z1i1 	oiitofl, 3fc1ttcr-781171 

UDAYAN VIHAR, NARANGI, GUWAHATI: 781171. 
-Ie-mai1:cda-guw@.niC.ifl 	t/FAX:0361 -2640204 Off/Ph: 0361-2640394,2641142. 

No. AN/IB/APAR/SPARROW/GR B&C/VoI-11 	 vatea: uo.uo.ui 

IMPORTANT CIRCULAR NO. 57 

(Through Website Only) 

Subject: 	Implementation of third phase of SPARROW for Senior Auditors/ Auditor in 

DAD. 

** * *** * * ******** * * 

In 	compliance 	with 	Headquarters 	Office 	Circular 	No. 

AN/XIII/13133/Misc/SPARROW/2017 dated 28/07/2021 (Copy enclosed), third phase• 

of SPARROW for Senior Auditors! Auditor in DAD has been implemented. The 

APAR5/MTPARs, for the Reporting Period 2020-2021, in respect of all Senior Auditors 

and Auditors under CDA Guwahati has been generated online over SPARROW Portal. 

All users can access the SPARROW application through URL 

on Internet for completion of APARs/MTPARs. 

No hard copies of APAR form in respect of SA/Adr shall be issued / processed for the 

FY 2020-21 from this end. 

Further, all users must strictly adhere to the timeline for the completion of 

their respective part as circulated by DOPT letter No. 21011/02/2015-Estt (A-II)-part-II 

dated 17th June 2021 (Copy enclosed). In this regard all Senior Auditors and Auditors must 

complete their Self Appraisal before 31s' August 2021, after which the APARs /MTPARs 

shall be force forwarded to the Reporting Officer and no further extension shall be 

provided. 

In case any discrepancies or problem faced by the users in 

accessing/ processing of APARs/ MTPARs, the issue may immediately brought to the 

notice of ADMIN-IB Section of MO CDA Guwahati through NIC mail 

only. 

CONT/ Page 2 



Page-2 

Officer-in-charge of all the sections of Main Office and sub offices are also 

requested to ensure that online APARs/MTPARs in respect of all Senior 

Auditors/ Auditors under them have been generated over SPARROW Portal and any left 

out cases may brought to the notice of ADMIN-IB Section. 

The content of this circular may be noted by all. 

- 

1. . 	 iI 	 I N.K. Biswas, IDAS 

• 	 3F f 	(TF) I Deputy Controller (Admin) 

Copy to: 

1. All GOs/Sr. AOs/AOs/Hindi Officer of M. 0. CDA Guwahati. 

2. All Sections of the Main Office 

3. All Sub Offices under CDA Guwahati: Through website only 

• 4. PStoCDA 

5. Display of NOtice Board 

6. The Officer in Charge, EDP - For uploading in CDA Guwahati Website please. 

Also to embed the link of SPARROW FOR 

in CDA Guwahati Website. 

2\Li'C 
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MEFT (r1TFr)/ cco s Officer (Admin) 
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RU471f9 I Controller c,enert of Defence Accounts 

39T9 eTT 	 t 	n4ti Ulan Batar Road Pa la m 
DeUrnCantt 110010 

F . 	 . 	.. 
F\tN LLp c vig 

e-rna} sparrowb dad@hub nc ri 
011 	665362 2665813 Fax No 11 2674806J25674821 	 - 

j\J y  /\./\j jj/I 2F1 33/Nis:!S1'\.i.R(..)\'V/2{.) 	 i.)a led ,  2.O720.2i 

To 
1\il Pr. (.ntrI Ier .t(ont1rui1ers/(si \ (.F) 

(1 hrou.rh CGDA vebsitt) 

t1b: I mplernti atiun of third phasc oi P/\.kROVV for SA/Ad r in Dr1ncc 

Acc..iunts 1..).pi.rtmen t. 	.. 	 . 

I'll cont.1.11tu"'Ition of this H.Qrs Officc 1etftr of even no dated.  

O6O42O2I. 
In .irder to inip1en€ri. 	third pliric. of SPARROW for Scnior 

And itor/A udi to rs  in L)efence Accounts D 	rtment, it is intimated that the online 

\J'\R of SAIAdr is ri.ow live on the SPARROW 
Uti (fl1 	I I Ii U Pt 	btiid U dt a O\ tn On Internet for I)1O1dtfl 

updal.ion 1 data haeiprocsUng of Al );\ ft 

thertorc, reqiicstcd to iiiU t nate Uie name ol the oflici a k 	vho 
' 

	

1.1 pOVIOI1 	ut der mentioned n.ilcs in each contn.iJ icr offices by into in ni at 
on. 	pa rrd ad@ht.ibai.i cm, so as to en able tii.is I Ic2rs  offi Ct 	to assigii the 

riles for processing of on. line APA.R. . . . 
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4 	\1tetnittvt  Create the \\ ikfIo/1'  R 	SAO/AO1A O 

rn - 

5. Access tbe do'ier ot competed S.A.O/AO A /AO 

Acces 	.A.PA..R.s 	 (only one person 

Authoid 	 in 	each 
* controller) - 

6. EviD 	Rectificati.on ot data, transier in or. SAQ/AO/AAO 

\1 eri transfer out u.f th. staff 

Notcr,- 

fyJ}) 	naer (5.1 No 1) and E..v[L) Verified (SL No. 6) should not e 

the ain officr 

ii. only one Fficer can be designated as Primary Custodian and. D ssicr 

.Acccs A uthuri tv n each Cont rollers 4fices. 

iii. F1 1) Manager, EMF) Verifier, PAR Manager and. Alternative, 

Custodian can he allotted to multiple officials. 

iv 	I a officials Who are atrecidy perm ing the roles mentioned under 

column 'in. 2 of table iii respect of SAO1AO/AA() can also he assi ned (to 

be nom mated again) similar or d iftercat roles in respect of SA/Adr. 

4. lmrthe.r, it is also noted that alect facility via SMS/.mai.l is no 
oporationa as of now. I....lowever, efforts are hein made to make i 

(pc'raOonal in due course. it is,therefore, necessary that all the users to 

chuck their ii ihO\ of A[ \R fo r adhenrig the hme Innit in p1 nec ing of  

5. A standard Operation Porceu d re(SOP) is at....ached for use and read 

rc1e.crice. in case of any,  ci ifficul ties in the implementation of SPARROW 

this .1 iQis office may be approached through the andvem enLioned mail. 

6. . 	En view f the above, hard copies of AFAR form of .SA/Adr should 
tL bc issud/pro ...essed for the AY 2020k21, 

7. Matter may please he accorded 'Top Priority'. 	 / 

(Rajeev Ran jan Kirnar) 
D CG1)'\(AN) 



Standard Operating Pro edure (SOP) 

For 
Group-'B' Non-Gazetted and 'C employ!es 

The SPARROW application of Senior Auditors/Auditors is now accessible 
through URL ittps://sparrowbandc-dadcgdagov.in on Internet for uploading/ 
updation of data base/processing of AFAR 

(I: 	s//parru:Landcdad cgda.go 	through Internet) 

r 

This is the first screen of Smart Performance Appraisal Report Recording 
Online Window (SPARROW) system This screen asks for the User Name, Password 
and OTP to log in to the system. System. authenticates the user name and password 
from the database and then allows the user to continue. 

3. 	User name is NIC e-mail ID in full and password is NIC e-mail password OTP 
will be send on mobile number linked with MC. mail ID. 

4 	Aftei logging in through User ID & Password, the following screen appear' 
and in the left side of the screen below SPARROW icon, different tab is available and 
Administrator and user may click the tab as per their requirement. 



, 



(ii). In the above screen, there are three icons in the tool bars. EMDs should have 
to be clicked on 'Search Employee through. which EMD can. search any employee of 

their organization and by clicking 'Create New Employee' for feeding the data of a 
new employee. 

(in) Dining the feeding of data the following points should be taken care for 

(a) All the asterisk mark data should be mandatory to feed 

(b) Others column are optional. 

(c) When the date of birth is filed in the right side of the above screen the date of 
birth in the left side (Christian era in words) should automatically indicated 

(d) In the 'Login Type' option EMD Manager to click on LDAP 

(e) For the 'Type of Appointment' click on Regular Basis. 





There are six icons in the toll bar, EMD verifier can search the employee and edit their 
data, initiate transfer, relieving the employee and also transfer in the employee in their 
organization. 



After clicking the 'search' button., the following screen appears:- 





L 



After clicking the button 'Send to Officer Reported upon' , the following screen 

appears:- 



----x--------------- x------------ 


