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1. SPARROW URL

All the staff and faculties of NEIGRIHMS can access SPARROW portal by typing
https://sparrow.neigrihms.gov.in in the browser. The User Id and password to login is the NIC
email ID and password. Those who do not have the NIC email ID shall have to apply for the
same by filling the form available on the NEIGRIHMS website.

2. Movement of PAR —Custodian (Establishment I).
A. Creation of Workflow

e The Custodian creates the workflow by clicking on workflow -> Create/Update workflow

@ APAR - (NORTH EASTERN
INDIRA GANDHI REGIONAL

INSTITUTE OF HEALTH &
MEDICAL SCIENCES
(NEIGRIHMS)) +

-

Workflow

Create/Update

- d Update Wo
Copy Workicer

L Ofiicer Consent

e Select the Assessment period; search Officer, to create a workflow.

As a result the list of searched employee page appears, select the employee and click Create
Workflow button as shown

& Sparrow

Workflow With All Organization

e s - E S e M o
L User Assistance = Batch CPSE v Choose Cadre - Mabile Number
& Role Detail

Assessment Priod: o 0te

mINPROCESS () MCOMPLETED O NOT STARTED m

N - e
3 Work flow L
I S S S N N
B PAR ~

" u] D.5. SUDHAKA, 1800 51091 DIRECTOR FINANCE CENTRAL SER... Create Workflow

= ier
_ 12 o SUDHIR SHAR 1500 34275 DIREGTOR EXPLORATION CENTRAL SER Creats Worklow
Eosc ~ 13 o SURINDER SN, 1900 330 GENERAL MANAGER HR NOT APPLICAS.
= - . Greate Workflow

©Suppori@ServiceDesk 14 o TALERI SUVAR 1300 75451 CHIEF MANAGING DIRECTOR CENTRAL SER P—

15 o Shyam Sundar ... 1900 ness DIRECTOR CENTRAL SER... P—
18 o SUBIR DAS 1300 48823 DIRECTOR CENTRAL SER. Create Workll
17 o KR VASUDEVAN 1900 90369760 DIRECTOR FINANCE CENTRAL SER... P—
18 o SUBIR CHANDRA 1300 90025982 NOT AVAILABLE CENTRAL SER. Create Workll

18 o Gopu Sudarsan.. 1900 temp_cpse34 CHAIRMAN CUM MANAGING DIRECTOR CENTRAL SER... P—

] o WENKATASUBR. 1900 95087 CHIEF VIGILANGE OFFICER CENTRAL SER Create Workflow

Shewing 110 20 of 26 entries
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https://sparrow.neigrihms.gov.in/

e As aresult page appears; provide Status and Type of Form and click on Action and Continue
as shown

Home »Workflow » Define Workflow

Basic

Code: 1316 Name: REZON STRONG SOHTUN SAWKMIE Designation: DATAPROCESSING ASSISTANT GRADE- |

Service: NORTH EASTERN INDIRA GANDHI REGIONAL INSTITUTE OF Cadre: QOTHERS Qrganization: NORTH EASTERN INDIRA GANDHI REGIONAL INSTITUTE OF
HEALTH & MEDICAL SCIENCES (NEIGRIHMS) HEALTHAND MEDICAL SCIENCE

Batch: 2018

< Back lo search

Creation of Work Flow - Choosing Workflow Period

o Fom: 004205 Te: 20w

Assessment Period Status Form Type Actione

‘ Form-1V Apar for Tech & paramedical staff

This optien is used to create new work flow

e A page appears, by default the Standard tab will be opened, select the officers as required,
click Save button as shown

- Basic Ir

Code: 1316 Name: REZON STRONG SOHTUN SAWKMIE Designation: DATAPROCESSING ASSISTANT G

Service: NORTH EASTERN INDIRA GANDHI REGIONAL INSTITUTE OF Cadre: OTHERS Organization: NORTH EASTERN INDIRA GANDH
HEALTH & MEDICAL SCIENCES (NEIGRIHMS) HEALTH AND MEDICAL SCIENCE

Batch: 2018 Status: APAR Form Type: Form-IV Apar for Tech & paramedice

Work Flow for Assessment Period :01/04/2025 to 31/03/2026

Officer Repartec Upon | REZON STRONG SOHTUN SAWKMIE(1315 [DATA FROCESSING ASSISTANT GRADE- | -NORTH EASTERN INDIRA GAN.. 30/04/2026

2 Reporting Authority | SHAMBHU NATH LAL(1432)[PROGRAMMER -NORTH EASTERN INDIRA GANDHI REGIONAL INSTITUTE OF HEALTHAN...| ¥ ‘ 3110512026

: Reviewing Authority | SHAMBHU NATH LAL(1432)[PROGRAMMER -NORTH EASTERN INDIRA GANDHI REGIONAL INSTITUTE OF HEALTHAN...| ¥ \ 300612026

4 CR Section To Disclose | MOVALYZA DKHAR(1314]DATA PROCESSING ASSISTANT GRADE- | -NORTH EASTERN INDIRA GANDHI REGIONALIN...| = | 1510872026

5 Officer Disclosure | REZON STRONG SOHTUN SAWKMIE(1316)[DATA PROCESSING ASSISTANT GRADE- | -NORTH EASTERN INDIRA GAN___| ¥ ‘ 3110872026

6 CR Section for Closing | MOVALYZA DKHAR(1314)[DATA PROCESSING ASSISTANT GRADE- | -NORTH EASTERN INDIRA GANDHI REGIONALIN .. | ‘ 3010972026
 Action

Saveand Next | Back To Employee Search
Save




e Workflow save successfully message is displayed as shown:

Home »Workflow » Define Workflow

Basic

Zode: 1316 Name: REZON STRONG SOHTUN SAWKMIE Designation: DATA PROCESSING ASSISTANT GRADE- |

service: NORTH EASTERN INDIRA GANDHI REGIONAL INSTITUTE OF Cadre: OTHERS Organization: NORTH EASTERN INDIRA GANDHI REGIONAL |
HEALTH & MEDICAL SCIENCES (NEIGRIHMS) HEALTH AND MEDICAL SCIENCE

3atch: 2018

¢ Back to search
Workflow has been created successfully.

Creation of Work Flow - Choosing Workflow Period

From: | 01/04/2025 To: | 3170312026 | apar ‘ | | Form-1v Apar for Tecn & paramedicat stam |- |

Note:

» Global Search (“): To search the officer from global organization. If the Reporting or
Reviewing Officer belongs to another organisation then the custodian can use the Global
Search icon to search for such Officers.

» Auto delegation (&): Custodian can provide the auto delegation privileges by clicking the Auto
Delegation () button ,in that case the PAR will be moved to custodian account for Manual
Process for the further approval. Kindly Refer the NIC manual on SPARROW for more details.

Easic Information
Code: TEMFEELT  Mame: SURENDIER SINEH SIROH Designation: DIRECTOR
 Intex
servion crse Caom: CENTRAL SERVICES omanization: BRARAT ELECTRONIGS LINTED
Bach: 1200 Status: WIRKING Ferm Typ: CST ARAR Fom
o Worlk Flow for Asses smeet Fariod :D1DU2017 to HDH201E
@ Fole Detsi m
[ Work fiow = Global Auto
Ofear Rapanza Ugen SURENDER SNGH SIRTIHKTEN PRETDIRECTOR -BHARAT ELECTRIONCS LIMITED] Search & Delegation
2 Repartng Authonty ~EELECT- A |j |5
! Fevarng ufterly ~SELECT- CRET & GEM
) 4 Arcapting Authorty _SELECT- i T L]
G Suppong Senicelask < . |j
CRBect a R - — 0
CR Beten T acioae ATUL BHATTC21MEICHARMAN MECON LIMITED] - 150820 i il
e O Becieauie SURENDER SINGH SIRCIHKTEMPEEDYDIRECTOR -BHARAT ELECTROMCS LIMITED] - IR 4] ]
CR Sextion for Chesing ATLL BHATTICZMICHARMAN MECOH LIMTED] = HE 3] Wi
; Acticn




B. PAR Generation by Custodian.

e The Custodian can now generate the PAR for the officers whose workflow has been created.
The Custodian click on PAR and Generation as shown

@ APAR - (NORTH EASTERN Home »Wor
INDIRA GANDHI REGIONAL

INSTITUTE OF HEALTH & Basic Informat
MEDICAL SCIENCES
(NEIGRIHMS)) +

Code:

< | Back to sean
I~ User Assistance »
Role Mappi
7 Role Mapping Creation of W
#=Role Detail

m im
L Officer Consent

®PAR =

Generation
Update Section 1
Tracking

Force Forward

Bulk Disclosure

B EMD

e Select Assessment Period, search user and click Search button then click on Generate as

Home » APAR Generation
‘Generation of PAR
Assessment Period : 2025-2026 A
Employee Search by : Employes Code Choose Designation v REZON STRONG SOHTUN SAWKMIE
Batch NORTH EASTERN INDIRA GANDHIR ¥ Choose Cadre v
Generated [ Not Generated @
earcll‘ ‘CopyH auelH PDFHcsvHsnuww-uws' ‘
“. PARE Form P -“ teKActon
Form-IV Apar fo.. 1316 2018 REZON STRON_.. DATAPROCES... 01-04-2025 31-03-2026

howing 1 to 1 of 1 entry



e As aresult the Basic Information form screen appears, custodian fills the details and click on Send to
Officer Reported Upon.

Workflow Details (Kindly click here and verify the Details of ing Authorities by g the mouse over the respective name.)

Standard

Basic Information

©
Wi o e aftort

Reporting and Reviewing Officers

Period Worked
Authority Designation

Reporting Authority SHAMBHU NATH LAL PROGRAMMER 01/04/2025 31/03/2026 -

Reviewing Authority SHAMBHU NATH LAL PROGRAMMER 01/04/2025 i‘ 31/03/2026 i‘

[ mwwmrmﬁﬁﬁmaﬂmﬁ)
! ture on behalf of (Admi

Date :
Department)

Reference Upload (only pdf files with 3mb maximum size) Chaose File | No file chosen

Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

I ———
Save As Draft Send To Officer Reported Upon m
e——

¢ A confirmation window appears click on OK

SE= DM EW TOICWS_XLNY DA DT LU 22 T2 TAVICDEA LN CVEVLI IO LO S DTINITE LAY 20 11D Vv

sparrow.neigrihms.gov.in says

Once Form is Submitted, data will not be changed. Are You Sure want

To submit,

e As aresult message page appears PAR is sent to the officer as shown.

PAR ID : 2026-01042025-31032026-4221165 has been sent successfully to Mr/Ms. REZON STRONG SOHTUN SAWKMIE (1316) [DATA PROCESSING ASSISTANT GRADE- 1 ]

[rezonstrong[dot]sawkmie[atjneigrihms[dot]gov]dot]in]

@ BACK Click the Link to redirect back .



3. Movement of PAR-Standard Flow.

Stage 1: Officer fills Self Appraisal of their APAR:
Officer performs the following steps to fill PAR:

e Officer is required to login to SPARROW using NIC email ID and password.

e Click on Inbox and click on My PAR tab. Click the PAR ID (in blue) under My Par tab to open

PAR as shown below.
-~ | S

Search: ‘

|Dﬂpy H ExmelH PDFHCSVH Show 10rows ¥

“--“ e fom e s S SSae et

] | 202501042025 31032025 4222260 | FormVA... 2000212026 MOVALYZ... 200212026 Officer Re... 300412026

Sheowing 1 to 1 of 1 entry

e Officer can check the Basic information tab and if any discrepancy, then the same can be
reported by clicking on the Submit Data error report as follows:

Standard

Basic Information ‘
Period of absence from duty on leave, fraining eic during the year:

aafyr
St oft Aoft ot PR feaoft
Absence Category Type Remarks

Choose Absence Reason

wferde g wften sl

Reporting and Reviewing Officers

Period Worked
Authority Designation

Reporting Authority SHAMBHU NATH LAL PROGRAMMER 011042025 31/03/2026

Reviewing Authority SHAMBHU NATH LAL PROGRAMMER 011042025 31/03/2026

‘Submit Data Error Report




e Type the discrepancy and click on Submit Data Error Report

Report Data Error

Remarks: *

(Maximum words limitis 100 2
for Remarks)

incorrect leave of absence. please rechech the dates |

I Submit Data Error Report

Submit Data Error Report

e Click on OK

ftwa J GIS
sparrow.neigrihms.gov.in says

Diata Error Report created successfully.

e Click on Close.

Report Data Error

Remarks: *

(Maximum words limitis 100 8
for Remarks)

incorrect leave of absence. please rechech the dates

L |
Submit Data Error Report Close
—

e The discrepancy will be updated by the Custodian from Establishment section. Once the
changes are updated, the same will automatically be updated in the PAR sent to the Officer.
¢ In case there is no discrepancy then Officer can follow the next step.
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o Officer fills the Self Appraisal form. Officer can also attach any relevant document if required

as follows:

Reference Upload (only pdf files with 3mb maximum size)

Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference documen

o file chosen

o After the Officer has fill the Self Appraisal form , click Send To Reporting Authority button, as

shown below

Name: REZON STRONG SOHTUN SAWKMIE Cadre: OTHERS Service: NORTH EASTERN INDIRA GANDHI REGIONAL
INSTITUTE OF HEALTH & MEDIGAL SCIENCES
(NEIGRIHMS)

Designation: DATA PROGESSING ASSISTANT GRADE- | BatchiYear of joining: 2018 Assessment Period: 01/04/2025 to 3110372026

Form Type: Form.I\V Apar for Tech & paramedical staff

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Standard

Se\prpvaisal

2. 010412025 ¥ 3110312026 9% & T aAf4 & R 0 GRT &0 10 B @1 A e
Brief resume of the work done by you during the year/period from 01/04/2025 to 31/03/2026
(R =T e I 9 100 Wedl  a4fere 7 81 od gee WiT A @)
(The resume to be furnished should be limited to 100 words, ideally in bullet form)

(Maximum words limit is 100)

fest

3. PUdovaterl (38 wie, JEER, wTe i i) v uiie 1 1 99 @1 AT B g S

Please indicate achievements (e.g. training, seminar, qualification obtained etc.) and need of training or sKill upgradation.

test

forttes o St o1 gedieR, Rt Rl feredt it &,
Date :23/02/2026 Signature of the officer reported upon
- Shri REZON STRONG SOHTUN SAWKMIE (1316)

DATA PROCESSING ASSISTANT GRADE- |

Reference Upload (only pdf files with 3mb maximum size) Choose File | No file chosen

Note : All supportive documents such as Medical Certificate, Resume efc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

SaveAsDral  Send To Reporting Authority

¢ A confirmation window appears click on OK button as shown

UMY 1 T UL VLY | RO U WY L O N P TN TR ] RS LO UL T S —

ftwa JGs
sparrow.neigrihms.gov.in says

Once Form is Submitted, data will not be changed. Are You Sure want
To submit.

11



¢ A confirmation screen will appear as follows:

FPAR 1D : 2026-01042025-31032026-4221165 has been sent successfully to Mr/Ms. SHAMBHU NATH LAL (1432) [PROGRAMMER ] [shambhu[dofinath[dot]ial[atineigrihms[dotlgovidotin]

@ BACK Click the Link to redirect back .

Stage 2: Assessment of APAR by Reporting Authority

Reporting Authority performs the following steps to Forward to Reviewing Authority:

e Reporting Officer is required to login to SPARROW using NIC email ID and password.
e Click on Inbox and click on Assess PAR tab. Click the PAR ID ( ) under Assess Par tab
to open PAR as shown below.

Home ¥ Inbox

W Standard W Representaion ® Marked ® Unmarked # Drafted (E ) Electronic

Assess PAR[1)

Search: ‘CMHEMHPDFHCSV‘ Show 10rows ¥

“--““ ot “ — i S
E [ ] 202601042025 31032026-4221165 FormIVA... REZON S... 230212028 REZONSS... 231022026 Reporting ... 31105/2026

Showing 11o 1of 1 entry

APAR NG LEV R R (T Training @G Avr @D Probaiion Repe

e A page appears, Reporting Authority can view Basic Information & Self Appraisal forms by
clicking on the respective tabs

12



Name: REZON STRONG SOHTUN SAWKMIE Cadre: OTHERS Service:

Designation: DATA PROCESSING ASSISTANT GRADE- | BatchiYear of joining: 2018 Aszsess|

Form Type: Form-IV Apar for Tech & paramedical staff

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

LEE]
Form

Tt R RTATSHa we & & aiftfs S e gerea
ANNUAL PERFORMANCE APPRAISAL FOR TECHNICAL AND PARAMEDICAL STAFF

01/04/2025 ¥ 31/03/2026 T & Haf¥l & fag &1 Fee geaiea
Performance Appraisal Report for the period from 01/04/2025 to 31/03/2026

W 1- Yeryd S-dRT
Section 1- Basic Information
(SIS U THUHTE HTHET FR1 WY =4 & fag)

(To be filled by the Administration Division/APAR Section)

el =iy
Personal Data
1. e @1 REZON STRONG SOHTUN SAWKMIE
Mame of Officer :
2. FHwaNE: 271071331
Date of Birth :
5. URG9E: DATA PROCESSING ASSISTANT GRADE- |
Desianation of the Post held :
Basic Information
Name: REZOMN STROMNG SOHTUMN SAVWKMIE Cadre: OTHERS
Designation: DATA PROCESSING ASSISTANT GRADE- | Batch/Year of joining: 2018

Form Type: Form-IV Apar for Tech & paramedical staff

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Standard
Self Appraisal |

Name of officer reported upon :- REZON STRONG SOHTUN SAWKN

w|s -
Section Il-Self Appraisal

iS4 s 5= =T =g, st g fadt == &)
{To be filled in by the officer reported upon)

1. ool w1 A& faaeor :

Brief description of duties :

test

2. 01/04/2025 | 31/03/2026 dF & g/ HGTH &F R 19 =T ow e o &1 Sfgna fFawor
Brief resume of the work done by you during the yeariperiod from 01/04/2025 to 31/03/2026
(Fan == aren |R 99 100 =S A s = 1 ud geic 9ige A 8n
{The resume to be furnished should be limited to 100 words, ideally in bullet form)

e The Reporting Officer is required to click on the Appraisal tab and grade the PAR accordingly
as shown below:
Note# The method of grading will vary depending on the types of APAR — Eg shown below is for
APAR of Tech and Paramedical staff

13



Standard

‘ I Appraisal

(Note: Numerical Grading is to be awarded for each of the attribute by the Reporting Officer. This assessment should rate the officer. Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to the best
grade. Please read carefully the guidelines before filling the entries.)

2110 % T W ST TG 1 [rid (56 TS $1 YR 40% )
Assessment of Work Output on a scale of 1-10. (Weightage to the Section will be 40%)

[z fasivany Wik SRR 1 A3 (1-10) (Blaw 2) Wi 27 g i R ¥ wwiten i o1 Tite AT t e
S.No Attributes Grading {1-10) By Reporting Officer (Col 2) HafEaEn Initial of the Reviewing Officer
Revised Grading By Reviewing Officer if
disagreement in Col 2

P AT e
Quality of workioutput

I e AR ! S
Professional and Technical Skilll knowledge

0 T
Analytical ability

Vo P et S e et o R # dafirevEE
Proficiency in work namely tion/Mai of technicaldaboratory records & reports

T T R A [T ) § (iv) T 3 9GS AR W]
(Overall Grading on “Work Output”[Based on items at (i} to (iv) above]

3,110 & T W efSe feaalt T edie (59 S SR 30% g

Knnnnnmnnt af Marnanal Atidhibnn an a anals afd 40 Mlninkénns bn bhin Brnfine sl ha 9001 n

e The reporting Officer can upload a reference document if required.

L2 I5H

Place : shillong
IGGIEEE

Date : 23/02/2026

Reference Upload (only pdf files with 3Jmb maximum size) Choose File Mo file chosen

Mote : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference documen

Save As Draft Send To Reviewing Authority

14



e Click Send to Reviewing Authority button as shown

VVOTKTIOW LeTans (ninary CliCK nere ana venrty tne Uetans of ASSessIing AuUtnornues oy novering me mouse over mne respecuve name.)

| I Appraizsal

(THTHAT 100 Tregf H)

{Maximum words limit is 100)

Standard

1

test

9. THA TS (1-10 F R TR)

Overall grade (on a score of 1-10)

3

[Fite: T0 AT S0RIE (2), (3) 3R (4) T e Fuia 329 & o B, 999! & Tde 998 & 9d ed & 1S 13 3muifyd g
Note: the overall grading will be based on addition of the mean value of each group of indictors in proportion to weightage assigned for (2}, (3) and (4) above].

L IE

Place : shillong

fate :
Date : 23/02/2026

Reference Upload (only pdf files with 3mb maximum size) Choose File | No

Mote : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

Save As Draft Send To Re NN Saving

e The successfully sent message will appear as shown below

MESSAGE

PAR 1D : 2026-01042025-31032026-4221165 has been sent successfully to Mr/Ms. SHAMBHU NATH LAL (1432) [PROGRAMMER ] [shambhu[dot]nath[dot]lal[atineigrinms|[dot]govidot]in]

@ BACHK Click the Link to redirect back .

15



Stage 3: Assessment of APAR by Reviewing Authority

Reviewing Authority performs the following steps to Forward to CR Section.

e Reviewing Officer is required to login to SPARROW using NIC email ID and password.

e Click on Inbox and click on Assess PAR tab. Click the PAR ID ( ) under Assess Par tab
to open PAR as shown below.

W Standard W Representafion ™ Marked ® Unmarked # Drafied (E ) Elecironic

@G5S crar @ED Leave nre @GTD Training @GR ~wr @EEER Probation Re

Copy | | Exesi || POF || CSV || Show10rows ¥
mmm S S i
Reviewing...

M 2026.01042025-31032026-4221165 Form-V A... REZON §... 23/02/2026 SHAMBH. .. 2310212026

3010612026

Showing 110 1 of 1 entry

e A page appears, Reviewing Authority can view Basic Information & Self Appraisal forms by
clicking on the respective tabs.

e For the APAR type as follows:

I.  Store Officers/Assistant Store Officers & Store Keepers

[I.  APAR Administrative Officer/Asst. Administrative Officedr/Office Superintendent
[ll.  Tech and Paramedical Staff
IV. UDC &LDC

V.  Deputy Director (Admn)/Financial Adviser;

» the Reviewing Authority can click on the Appraisal tab and provide Grading under the

Grading By Reviewing Officer column in case the Reviewing Authority disagree with
the grading provided by the Reporting Authority as shown below:

16



Standard

‘ I Appraisal |

[T U@ TIET T 0y e Repormng UNcer]
1, T e AT wsH # fET TSy A Wewe §7 91 T, A aregni 6 i 9 o S

Does the Reporting Officer agree with the statement made in section-II7 If not, the extent of disagreement and reasons thereof:
@fives Tl No

(rite: Feehfe SRt e &% 1o Ui & o e AT & Tt § 5t o A T e o fore e feal 1 g1 3 1.0 3 T R Ui e g iy, TR WA I 7S 1 91 10 ST 73 91 el v g1 g wend
W 8 e Feanfet & e A g A1)

(Note: Numerical Grading is to be awarded for each of the attribute by the Reporting Officer. This assessment should rate the officer. Grades should be assigned on a scale of 1-10, in whole numbers, with 1 referring to the lowest grade and 10 to the best
grade. Please read carefully the guidelines before filling the entries.)

2,110 % T T Y TG T i (5965 9 HR 40% §) o
Assessment of Work Qutput on a scale of 1-10. (Weightage to the Section will be 40%)

X8 ferut TicdeT st g 3T (1-10) @Hlaw 2) i 2 7 regafy i R A wfien afiem &1 e SRIBHI S SR
() Attributes Grading (1-10) By Reporting Officer (Col 2) it AT Initial of the Reviewing Officer

Revised Grading By Reviewing Officer if
disagreementin Col 2

| e \ ,
Quality of workloutput

I S AR aEe SR \ \
Professional and Technical Skilll knowledge

I TS g \ .
Analytical ability

v T o S e e Rt ofiw Rié & fudirevEre , .

» The Reviewing Authority can provide their reviews and comments under the review tab
and click on Send to CR Section as shown below:

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Standard

T T M

(Maximum words limit is 100)

17

| am both reporting and reviewing authority in this case, therefore, | have nothing more to add

5 WIS (110 P TAR)

Overall grade on a scale of 1-10

820

[ S AT3% &1 SUa SuRied €SIl & (2), (3) 1R (4) & o Fruiid 9291 & orurd # gl & Wd® 94g & ofiid 4ed & =13 W Heiid ghfl

[Note: The overall grading will be used on addition of the mean value of each group of indicators in propertion to weightage assigned for (2), (3) and (4) of the section-lIl above]

e Tl s & GHRIR
Place : Signature of the Reviewing officer
lace : A A HERT A ¢
fatw : Name in block letters : Shri SHAMBHU NATH LAL (1432)
Date : 23/02/2026 s

Designation : PROGRAMMER

Nofile chosen

Reference Upload (only pdf files with Imb maximum size)

Note : All supportive documents such as Medical Cerfificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

Save As Draft Send Seci I Back
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e For the other APAR types such as APAR for Medical Faculties, APAR for lecturers the
Reviewing Authority can provide their Gradings, reviews and comments under the review tab
and click on Send to CR Section as shown below:

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Standard

(Maximum words limit is 100)

17

| am both reporting and reviewing authority in this case, therefore, | have nothing more to add

5 WHOUS (1410 FHAR)
Qverall grade on a scale of 1-10

8.20

[ T AT 1 S Swdied @s-  (2), (3) SR (4)  forg Freffea 3291 & oo & 90! & Yeie Wi & S 00 & wig T mid g

[Note: The overall grading will be used on addition of the mean value of each group of indicators in proportion to weightage assigned for (2), (3) and (4) of the section-Ill above]

M wlleft DR B FEIEK
Place : Signature of the Reviewing officer
: T I HERT
jroich Name in block letters : Shri SHAMBHU NATH LAL (1432)
Date : 23/02/2026 TG :

Designation : PROGRAMMER

Reference Upload (only pdf files with 3mb maximum size) Choose File | No file chosen

Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference decument

Save As Draft Send To CR Section Back

¢ A confirmation window appears click on OK button as shown

sparrow.neigrihms.gov.in says

Once Form is Submitted, data will not be changed. Are You Sure want

To submit,

18



e A message prompts “Sent Successfully” to is displayed as shown below

PAR ID - 2026-01042025-31032026-4221165 has been sent succassiully to Mr/Ms. MOVALYZA DKHAR (1314) [DATA PROCESSING ASSISTANT GRADE- | ] [movalyzaldot]dkharfafineigrihms[dotjgovidotlin]

(<) BACK Click the Link to redirect back .

Stage 4: Disclosing of APAR to the officer reported upon by Custodian.

e After the PAR has been graded by the Reporting and Reviewing Officer, it will be sent to CR
Section (Custodian from Establishment |). The Custodian will then disclose the PAR to the
Officer.

e Click PAR ID under Process tab to open PAR as shown

Home ¥ Inbox

W Standard W Representation @ Marked @ Unmarked 4 Drafted (E ) Electronic

EE— - |

APAR NN LEV JE NRC Training AR (@R Probation R

Search: ‘ Copy ‘ ‘ Excel | ‘ PDF ‘ | csv | ‘ Show 10 rows
“.. 8 St i S st
n APAR M 2026.01042025-31032026 4221165 Form.IVA... REZONS... 2310212026 SHAMEH... 2310212026 CR Sectio... 15i08/2026

Showing 110 1 of 1 entry

e PAR s opened, click Officer Disclosure to disclose the PAR as shown
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Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Standard
| | Disclose To Officer

Name of officer reported upon :- REZON STRONG SOHTUN SAWKMIE
Disclose To Officer

This is to certify that this APAR ( PAR Id : 2026-01042025-31032026-4221165 ) for the period 01/04/2025 to 31/03/2026 has been disclosed to the officer reported upon ( REZON STRONG SOHTUN SAWKMIE ) and all actions in compliance to the DOP&T O.M No.
21011/1/2005-Estt. (A) (Pt.II) dated 14th May, 2009 in connection with the Annual Performance Appraisal report of the officer have been completed.

Signature At Disclosure Lev

Date: 24/022026
Smt. MOVALYZA DKHAR (1314) - DATA PROCESSING ASSISTAN
GRADE-

Reference Upload {only pdf files with 3mb maximum size)
Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

Officer Disclosure

A confirmation window appears click on OK button as shown

RETIE  oparrow-cpse solfice.govin iys

Are yodl Sune you want b0 submal

e and versy the Details of Assessing Authorites. by howvering the mouse ver The nespective namss )

A message prompts “Sent Successfully” as shown

PAR 1D : 2026-01042025-31032026-4221165 has been sent successfully to Mr/Ms. REZON STRONG SOHTUN SAWKMIE (1316) [DATA PROCESSING ASSISTANT GRADE- | ]

[rezonstrong[dot]sawkmie[atjneigrihms]deot]govdot]in]

@ BACK Click the Link to redirect back .
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Stage 5: Acceptance of APAR by the Officer reported upon.
Officer performs the following steps to Accept PAR

e On disclosure the officer will need to login to SPARROW and go to inbox. Click on the My PAR
tab. Click the PAR ID ( ), to view PAR grading as shown below.

Home » Inbox:

¥ Standard W Repressntation M Marked M Unmarked # Drafled (E ) Electionic
5D wrar @ED Leave nre @D Training @GR Awr @EEED Probation Rep:

=z ] | [ | —

[ Excel | | PDF || CSV || Show10rows

Search: opy Il
“-- SR fom bee mm sentbete CoeaSeas femetates
E [ ] I [ 2026-01042025-31032026-4221165 I Form4V A... 2410212026 MOVALYZ... 2410272026 Officer Di... 3110812026

Shawing 110 1 of 1 entry

e Officer can view their grading by clicking on the Appraisal and Reviewing tab.

Standard

Section Electronic{Form)

MWame of officer reported upon :- REZON STRONG £

s |l geaie—
Section - Il Appraisal
(et R a1 frerd) g1 AR 5T
(To be filled in by the Reporting Offi

1. 9 Wiaden SfEerl W5 # Ry 0 oy ¥ weHd §2 91 76!, O1 a9 i 9 9ue oRm:

Does the Reporting Officer agree with the statement made in section-1l? If not, the extent of disagreement and reasons thereof:

® gl ves =gl No
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Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the

Standard

=

Name of officer repor

(To be
1. e ST © ded J9rra

Length of service under the Reviewing Officer

test

e Click I Accept else Put to Representation as shown below

Standard
[ [ [ [ [ oticoraccepance

Name of officer reported upon :- REZON STRONG SOHTUN SAWKMIE

OFFICER ACCEPTANCE

The full APAR ( PAR Id : 2026-01042025-31032026-4221185 ) including the overall score and assessment of integrity has been shown/communicated to me. The final grading awarded has also been noted.

Date: 24/02/2026 Signature At Officer Level

Shri REZON STRONG SOHTUN SAWKMIE (1316) - DATA PROCESSING ASSISTANT

GRADE- |
Reference Upload (only pdf files with 3mb maximum size) Mo file chosen
Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document
[ 1accent | Putfor Representation Back

Cnnurinht 2072 NIC A1l Rinhts Rasarsad This site is dacinnsd rsvalnned

e A confirmation window appears click on OK button as shown
ETENEREN DI NENERETREN  sparow-cpsecoffice.govin says
Omce Form is Submitted, data will not be changed. Are You Sure want
Basic Information To submit
Nasmi: SURENDER SINGH SIRGHI “ _— Service:
AMNCE
DE'SW malion: DIRECTOR Assessment Period:
WAlark-flans Madsils (Windh cliel haora and wardho tha Matalle Af Accoccinn Aidhartice ba hararinn tha masica Aaor tha raonacsthua nama
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e A message prompts “Sent Successfully” as shown

MESSAGE

PAR 1D - 2026-01042025-31032026-4221165 has been sent successfully to Mr./Ms. MOVALYZA DKHAR (1314) [DATAPROCESSING ASSISTANT GRADE- | ] [movalyza[dot]dkharfat]neigrihms[dotlgovidot]in]

(<) BACK Click the Link to redirect back

Stage 6: Closure of APAR by Custodian:
Custodian performs the steps to Close the PAR.

e At this stage the Custodian from Establishment | will close the PAR

e Click PARID ( ) under Process tab to open the PAR as shown

Home » Inbox

Standard W Representation g Marked B Unmarked & Drafted (E ) Electronic

earch: ‘

APAR ™ 2026-01042025-31032026-4221165 Form-IV A.. REZON S.. 24/02/2026

howing 1 to 1 of 1 entry
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Click Close to close the PAR as shown

Standard

Officer Acceptance

Date: 24/02/2026

Name of officer reported upon :- REZON STRONG 5C

OFFICER ACCEPTANCE

The full APAR ( PAR Id : 2026-01042025-31032026-4221165 ) including the overall score and assessment of integrity has been shown/communicated to me.

Close

A confirmation window appears click on OK button as shown

sparrow.neigrihms.gov.in says

Are you sure you want to submit ?

Cancel
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A message prompts “Successfully Closed” as shown

PAR 1D : 2026-01042025-31032026-4221165 has been successfully closed

(<) BACK Click the Link to redirect back .

Stage 7: Viewing of Closed APAR by Officer reported upon.

Officer can view their Closed APAR

The officer can click on Dossier (closed PAR) and My Completed PAR

L Officer Consent

W Dossier (Closed PAR) »

My Completed PAR

My ACR Status

#eSign -

(&) Support@SeviceDesk

25



o Enter the Assessment period and click Submit button

Home ¥ Dossier My Completed PAR

My Completed PAR

Assessment Period : 2023-2026 w |m

e C(Click on the + as shown below

Unigue Dossier ID : 2026-01042025-31032026-4221165
Period : 01/0412025 TO 3110372026

Status : APAR

Form Name : Form-IV Apar for Tech & paramedical staff

e The Officer can download the complete APAR as shown below

Unique Dossier ID : 2026-01042025-31032026-4221165

Period : 01/04/2025 TO 31/03/2026

Status @ APAR

Form Name : Form-IV Apar for Tech & paramedical staff

- —

1 Complete Completed (APAR) *
2 Section PDF Appraisal (APAR) &
3 Section PDF Reviewing (APAR) &
4 Section PDF Seff Appraisal (APAR) *
5 Section PDF Officer Acceplance (APAR) *
[ Section PDF Basic Information (APAR) *
7 Section PDF Disclose To Officer (APAR) &

4. Movement of PAR- Representation Flow

Stage 1: Officer Put for representation:

Officer performs the following steps to Put for representation

o If Officer don’t accept the PAR and want to sent for representation then under the Officer
Acceptance tab Click Put for Representation to Put for Representation as shown
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Standard

Officer Acceptance

Name of officer reported upon :- officer_neigrihms35

OFFICER ACCEPTANCE

The full APAR { PAR Id : 2026-01042025-31032026-2413470-22763 ) including the overall score and assessment of integrity has been shown/communicated to me. The final grading awarded has also been noted.

Date: 25/02/2026

Reference Upload (only pdf files with 3mb maximum size) Choose File | No file chosen

Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

¢ A window appears, enter the reason, browse the reference file (if any) and click Submit as
shown

Put for Representation

Choose Stage W

{Minimum word limit is 50)

124

Case for Representation

With due respect, | would like to submit my representation regarding the APAR grading awarded to me for the year 2024-25.1 -
sincerely believe that cerfain aspects of my per and ibuti during the rting period may not have been .
fully reflected in the assessment.

During the year, | actively il to the i ion and of ponsibilities,

Batos sionature

Reference Upload {only pdf files with 3mb maximum size) Choose File | No file chosen

Note : All supportive documents such as Medical Certificate,
Resume etc. if applicable, need to be clubbed as single pdf and
uploaded as Reference document

=
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¢ A Confirmation Message will appear as follows:

L DAY W YRS LD R 2 DL BT LD WO RS AU DT BV I Y SOV R La b

ftwa u|
trgsparrow.railtel.in says

Cnce Form is Submitted, data will not be changed. Are You Sure want

To submit 7

e A message prompts successfully sent as shown

MESSAGE

FAR 1D : 2026-01042025-31032026-2413470-22763 has been sent successtully to Mr/Ms. officer_neigrinms2 (ofcer_neigrinms2) [ASSISTANT ENGINEER CIVIL ] [omcer_neigrinms2[atnic[dot]in]

(<) BACK Click the Link to redirect back .

Stage 2: Forwarding of request to Competent Authority Stage | by
Custodian (Rep-CR Section)

Custodian perform the following steps to forward the request to Competent Authority Stage |

¢ When an Officer sends a representation, the PAR will appear in the inbox under the Assess
PAR tab of the Custodian. The Current Stage column of the APAR will show as Rep-CR
Section as shown below

e R

Search: Copy. Excel il PDF
] M 2026-01042025-31032026-2061793 Form-ll Ap... officer_ne.. 19/01/2026 officer_ne... 19/01/2026 Reviewing...
12 E ] M 2026-01042025-31032026-2062998 Form.I AP... officer_ne... 19/01/2026 officer_ne... 19/01/2026 Reviewing...
13 E n M 2026-01042025-31032026-2413470-22763 Form-ll Ap... officer_ne... 25/02/2026 officer_ne... 2502/2026

Showing 11 to 13 of 13 entries
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¢ If no Representation workflow has been created, when the Custodian click to open the APAR,
error message as follows will be displayed

Representation workflow is not defined. Kindly create the representation workflow before opening the PAR.

@ BACK Click the Link to redirect back .

e The Custodian will require to create a Representation workflow. Goto Workflow and update the
workflow of the concerned officer for that respective assessment period for which the
representation has been filed as follows:

Assessment Period : * | 20252025 v
Employee Search by : Code offcer_nelgrihms35 | choose pesignation [
Batch | NEIGRIHMS ‘ - | Choose Cadre ‘- |
= INPROCESS ® COMPLETED[J O NOT STARTED m

| Copy || Eeesl | oSV || POF || Showtrows 7 |

Search: |

“““ Alotment YearB=(eh Emploves Code

officer_neigrihm. 1900 officer_neigrihms35 TECHNICAL OFFICER ARCHITECT C...

Action

Update Workllow

Showing 110 1 o7 1 entry

Update Workiiow

Creation of Work Flow - Choosing Workflow Period

From: 01042025 | To: | 31030025 \APAR | |  Fomn AgarforSa Car Drer H

n From:  01/04/2025 To: | 31/032026 ‘APAR |'| ‘Funn-ﬂr\pavfumecwers H Delete
i Fom oisens | o e | | SELECT- || | -SELECT- H

e Click on Save and next as follows:
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Work Flow for Assessment Period :01/04/2025 to 31/03/2026

e ————————
Officer Reported Upon | omcer_neignnms3sioficer_neiarinms3s)TECHNICAL OFFICER -MES-HQ CHIEF ENGINEER EASTERN COMMAND] 300712026
2 Reporting Authority | officer_neigrinms38(oficer_neigrinms38)[BARRACK STORE OFFICER -MES-HQ CHIEF ENGINEER EASTERN COMMAND] ‘ 310712026 +].5}
3 Reviewing Authority | offcer_neigr - nei TANT CIVIL -MES-HQ CHIEF ENGINEER EASTERN COMMAND] ‘ 310712026 +].5}
4 CR Section To Disclose | officer_neigrinms2(officer_neigiinms2){ASSISTANT ENGINEER CIVIL -MES-HQ CHIEF ENGINEER EASTERN COMMAND) ‘ 1510812026 4]
5 Officer Disclosure | officer_neigrinms35(officer_neigrinms35)[TECHNICAL OFFICER -MES-HQ CHIEF ENGINEER EASTERN COMMAND] 31/0812026 +].5}
6 CR Section for Closing | officer_neigrinms2(officer_neigiinms2){ASSISTANT ENGINEER CIVIL -MES-HQ CHIEF ENGINEER EASTERN COMMAND) ‘ 3010972026 4]
Action
{ Update | Save and Next

e Enter the name of the Competent Authority Stage | and Stage Il and click on Update as follows:

‘Work Flow for Assessment Period :01/04/2025 to 31/03/2026

Workflow hag peen ully.

Representation
e ———————————————— —
Rep - CR Section | omcer_neigrinms2(ofmicer SSISTANT CIVIL-MES-HQ CHIEF ENGINEER EASTERN GOMMA...| ~ | 3010972026
2 Competent Authority- Stage | I | officr_neigrinms25 officer_neigrinms25)/ASSISTANT ENGINEER CIVIL-MES-HQ CHIEF ENGINEER EASTERN COM... | ¥ (I_ 151012026 0
3 Rep - Reporting Authorty | officer_neigrinms38(officer_neigrinms38)[BARRACK STORE OFFICER -MES-HO CHIEF ENGINEER EASTERN COMM. | -6 3011012026 15
4 Rep - Reviewing Authority | ofmcar_neigrin -_neig [ASSISTANT CIVIL -MES-HQ CHIEF ENGINEER EASTERN COM... | ¥ :‘L& 1511172026 15
3 Competent Authoriy - Stge Il I | officer_neigrinms34officer_neigrinms34)[EXECUTIVE ENGINEER -MES-HQ CHIEF ENGINEER EASTERN COMMAND] | ~ ‘RI 151212026 30
. Rop - CR Socton To Disclose | [ oFficer neigrinms3aiofficer neigrinms34)[EXECUTIVE ENGINEER -MES-HQ CHIEF ENGINEER EASTERN COMMAND |
officer_neigrihms2(officer TSTART TIVIL-WMES-HQ CHIEF EASTERN COMWA. .| 7| 011212026 15
i Rep - Employee Disclosure | officar_neigrinms35(oficer_neigninms35)[TECHNICAL OFFICER -MES-HQ CHIEF ENGINEER EASTERN COMMAND] | 301272026 15
8 Rep - CR Section for Clozing | officer_neigrinmsayofiicer_neigrinms2)[ASSISTANT ENGINEER CIVIL-MES-HQ CHIEF ENGINEER EASTERN COMMA | - 3011212026 15

Action
[ Update Save and Next

Back To Employee Search

e The Custodian click on inbox and click the PAR ID under Assess PAR as shown below

Search: ‘

“-- PR mm- et S TaetDates

| Copy || Excel H POF H csv H Show 10 rows

e Custodian (Rep-CR Section) fills the Letter Information
Authority button, as shown

" E L] M 2026-01042025-31032026-2061793 Form-ll Ap... officer_ne... 19/01/2026 officer_ne... 1910172026 Reviewing... 310772026
12 E [ M 2026-01042025-31032026-2062998 Fom-l AP... officer_ne... 19/01/2026 officer_ne... 1910172026 Reviewing... 310772026
13 E ] I M 2026-01042025-31032026-2413470-22763 I Fom-Il Ap... officer_n 251022026 officer_ne... 250212026 Rep-CR... 3000972026

form and click Send To Competent
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Representation

Letter information
Choase Stage

Letter Section(Rep - CR Section)

REMARKS OF CR SECTION

for review of scorg|

No file chosen

Reference Upload (only pdf files with 3mb maximum size)
Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

Representation

Letter information

Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

Letter | - Empl

]

Case for Representation

With due respect, | would like to submit my representation regarding the APAR grading awarded to me for the year 2024-25. 1 sincerely believe that certain aspects of my performance and contributions during the reporting period may not have been fully reflected in the

assessment.

of assigned ensured timely completion of tasks, coordinated effectively with various departments, and maintained high standards of efficiency and accountability. | have

towards achieving objectives

During the year, | actively contributed to the successful i and
consistently adhered to institutional guidelines and

In view of the above, | humbly request a kind review of my APAR grading. | shall be grateful for a reconsideration of the assessment based on my actual performance and contributions.
Signature

Date: 25/02/2026
Smt. officer_neigrihms35
officer_neigrihms35

TECHNICAL OFFICER

Reference Upload (only pdf files with 3mb maximum size)

Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

Save As Draf Send To Competent Authority w

¢ A confirmation window appears click on OK button as shown

trgsparrow.railtel.in says

Cnce Form is Submitted, data will not be changed. Are You Sure want

To submit.

Cancel
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e A message prompts “Sent Successfully” as shown

PAR 1D : 2026-01042025-31032026-2413470-22763 has been sent successfully to Mr./Ms. officer_neigrihms25 (officer_neigrihms25) [ASSISTANT ENGINEER CIVIL ]
[officer_neigrihms35]at]nic[dot]in]

@ BACK Click the Link to redirect back .

Stage 3: Forwarding of PAR to Rep-Reporting Authority by Competent
Authority — Stage | for consideration.

Competent Authority- Stage | Officer performs the following steps for consideration:

e Competent Authority- Stage | officer click the PAR ID in inbox under the Assess PAR tab to
open the PAR as shown

- Assess PAR(1)
I

Searcn| | Gy || Bed || POF || coV || SrowtOrs ¥
m..mm

E [ ] I B 2026-11042025-31032026 24147022763 I FormIAp... officer_ne.. officer_ne... Competen... 1514002026

e Apage appears, Competent Authority enters remarks , click Send to Reporting Authority button
to forward the request to next authority, as shown

Representation

Choose Stage v

Letter Section(Competent Authority- Stage I}

REMARKS OF COMPETENT AUTHORITY

kindly review|

Reference Upload (only pdf files with 3mb maximum size} Choose File | No file chosen

Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

Letter Section(Rep - CR Section)

REMARKS OF CR SECTION
for review of score
= o
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¢ A confirmation window appears click on OK button as shown

NITREDWW | _JLIS]0 T N-NWLUASLSYXUIRNILOFDPWG I TLXUIVRU -FSIZQ&WTKSTaTusL odes

oftwz J Gl
trgsparrow.railtel.in says

Once Form is Submitted, data will not be changed. Are You Sure want

To submit.

e A message prompts “Sent Successfully” is shown

MESSAGE

PAR 1D : 2026-01042025-31032026-2413470-22763 has been sent successfully to Mr/Ms. officer_neigrihms38 (officer_neigrihms38) [EARRACK STORE OFFICER ] [officer_neigrinms35[af)nic[dot]in]

(<) BACK Click the Link to redirect back .

Stage 4: Forwarding of PAR to Rep-Reviewing Authority by Rep-
Reporting Authority:

Rep-Reporting Authority performs the following steps to forward PAR to Rep-Reviewing
Authority

e Rep-Reporting Authority clicks on inbox and under the Assess PAR tab, click the PAR ID to
open the PAR as shown

I Assess PAR[1) I
I—I

Seen:h‘ ‘CupyHEdePDFHEHShwmm"

“--“ R esrbet S S i

E ] Il 2026-01042025-31032026-2413470-22763 I Forml Ap... officer_ne.. officer_ne.. Rep - Rep... 301012026

Showing 11o 10f 1 entry
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e A page appears, enter the remarks as shown

Representation

Letter Information

Choose Stage .

Letter Section(Rep - Reporting Authority)

REMARKS OF REPORTING AUTHORITY

reviewed and provided the new gradings

Reference Upload (only pdf files with 3mb maximum size) Choose File | No file chosen

Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

e The Reporting Officer can change the gradings by clicking on the Reporting Officer tab, enter
the new gradings wherever applicable and click on send to Reviewing Authority button as
shown below:

Representation

apaTIy 0 WOTR T teanT

d)  ATHF W Gedl
General administrative efficiency.

test

V. ST BT 39 9E0E U8 W &0 Y Sl & s
Assessment of Officer’s overall work in his/her particular position

TSR ¥ F TR A TG AT T [ g o7 ved & am ary Afd e e vl & o # sl tgd auT GnaanseRiF A Sad 91 TEE AEGEdaT U8 IR A 9410 368 aid
Exceptionally brilliantioutstanding/well above average standard/ good average man/ the average man fairly competent but without special ability o initiative/insufficient initiative and capacity for work without constant super- vision/indifferent but just
worth retaining/not worth retaining in the present position.

updated the gradings fo excellence|

|y et

GENERAL REMARKS:

(3 =it oft T el wee g, oY, S8 o fah IR fadear s fadn feoadt < oeifRea ot o 61w o 5 Rt # ot it & el & fawor & wena § o o oy 39 o0 witee A sig A 8)

(Make any general comments you think desirable e.g. special remarks on any characteristics not brought out. Do you agree with the officer's own account of work recorded in this report or is there anything you wish to modify or add)

test

TiEEE et =7 gEaR
Bl D fest
Place ;| tes Signature of the Reporting officer
“TM/Name : Shri. officer_neigrihms38 (officer_neigrihms38)
TEA/Designation : BARRACK STORE OFFICER

feT®iDate : 25/0212026

SaveAsDrat | Send To Reviewing Authority m

Copyright © 2022, NIC. All Rights Reserved. This site is designed, developed and hosted by National Informatics Centre (NIC) Government of India, is best viewsd in Mozilla Firefox and Google Chrome.
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¢ A confirmation window appears click on OK button as shown

trgsparrow.railtel.in says

Once Form is Submitted, data will not be changed. Are You Sure want

To submit.

e A message prompts “Sent Successfully” as shown

MESSAGE

PAR 1D : 2026-01042025-31032026-2413470-22763 has been sent successfully fo Mr/Ms. officer_neigrinms40 (officer_neigrihms40) [ASSISTANT ENGIMEER CIVIL ] [officer_neigrinms35[at]nic[dotlin]

() BACK Click the Link to redirect back .

Stage 5: Forwarding of PAR to Competent Authority by Rep-Reviewing
Authority.

Rep-Reviewing Authority performs the following steps to forward PAR to Competent Authority.

e Rep-Reviewing Authority clicks on inbox and under the Assess PAR tab, click the PAR ID to
open the PAR as shown

g
I Assess PAR(1)

APAR Leave NRC @7 Training AWR Probation Repar

Seemh‘ | Coy || Bl || FOF || CSV || Stowtomows T
“--“ FARID gieeread Sentisee Gurent sge et fues
E L] I ¥ 2026.01042025-31032026-2413470-22763 I Forml Ap... officer_ne... officer_ne.. Rep - Revi... 151112026

Showing 110 1 of 1 entry

e A page appears, enter the remarks as shown
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Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Representation

Letter Information

Choose Stage v

Letter Section{Rep - Reviewing Authority)

REMARKS OF REVIEWING AUTHORITY

reviewed and new grades given

Reference Upload (only pdf files with 3mb maximum size) Choose File | No file chosen

Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

e For the APAR type as follows :
i.Store Officers/Assistant Store Officers & Store Keepers
i.APAR Administrative Officer/Asst. Administrative Officedr/Office Superintendent
iii. Tech and Paramedical Staff
iv.UDC & LDC
v.Deputy Director (Admn)/Financial Adviser ;

» the Reviewing Authority can change the gradings by clicking on the Reporting Officer tab
and provide the updated Gradings under the Revised Grading By Reviewing Officer
column in case the Reviewing Authority disagree with the grading provided by the
Reporting Authority as shown below:
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vt Refie et vl ity
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N e 2etns M ped plume Reltf B I @ delemene

» The Reviewing Authority can provide their reviews and comments under the Reviewing
Officer tab and click on Send to Competent Authority button as shown below:
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Representation | —

Reviewing Officer

Assessment of Integrity.

fest

5. & HUSN B WEET & T 58 g T ofF S ar f giaa o g S o9 Hend §7 SR 9 9i9d g1 a1 T §, O $uan ST adng |

Has the officer been informed of any markings below ‘Norma’ with which you agree? If he has not been, please state why?
OYes ONo  @Notapplicable

6. wian ifEremdt g &1 s A femfordt, e e g soatE @ He mime g

General Remarks by the reviewing officer, including a note of any particular achievement.

fest

e it & gaR

I/ Place :  test Signature of the Reviewing officer

&l Date : 25/0212026 MiName : Not Applicable officer_neigrihms40
(officer_neigrinms40)
Ug-H/Designation : ASSISTANT ENGINEER CIVIL

Reference Upload {only pdf files with 3mb maximum size) Choose File | No file chosen

Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

Save As Draft

e For the other APAR types such as APAR for Medical Faculties, APAR for lecturers etc the
Reviewing Officer can change the gradings by clicking on the Reviewing Officer tab, enter the
new gradings wherever applicable and click on Send to Competent Authority button as shown
below:

Representation

Reviewing Officer

Assessment of Integrity.

test

5 T ST o A @ i R T e o e | gfa o man § R s weed §7 oK 5 gia el fear man §, @ eoa er g

Has the officer been informed of any markings below ‘Normal’ with which you agree? If he has not been, please state why?
Oves ONo  @Notapplicable

6. g e g1 &1 I W et e B Rde syt @ e i gl

General Remarks by the reviewing officer, including a note of any particular achievement.

fest

wfien s & g

Signature of the Reviewing officer
W/ Place: fest 9 a

Teiep Date : 261022026 SMiName : Not Applicable officer_neigrihms40
(officer_neigrihms40)
YgHiDesignation : ASSISTANT ENGINEER CIVIL

Reference Upload (only pdf files with 3mb maximum size) Choose File | No file chosen

Mote : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

SaveAsDrafl  Send

¢ A confirmation window appears click on OK button as shown

ftwa ul
trgsparrow.railtel.in says

Once Form is Submitted, data will not be changed. Are You Sure want

Cance'

To submit.
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¢ A message prompts “Sent Successfully” as shown

MESSAGE

PAR 1D : 2026-01042025-31032026-2413470-22763 has been sent successfully fo Mr/Ms. officer_neigrihms34 (officer_neigrihms34) [EXECUTIVE ENGINEER ] [officer_neigrinms35[at]nic[dot]in]

(<) BACK Click the Link to redirect back .

Stage 6: Forwarding of PAR to CR Custodian by Competent Authority-
Stage |l

Competent Authority- Stage Il performs the following steps to forward PAR to CR Custodian
(RepCR Section):

e The Competent Authority Stage Il clicks on inbox and under the Assess PAR tab, click the PAR
ID to open the PAR as shown

Seean:h:l ‘ | copy || mea || PoF || sV || showiorows ¥
“-- s = ki “ Senibete SutentSee feretbsis
1 E [] [ 2026.01042025-31032026-2413470-22763 Forml Ap... officer_ne... 2510212026 officer_ne... 251022026 Competen... 1512/2026

Showing 1 to 1 of 1 entry

e Apage appears, enter the remarks as shown

‘Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Representation

Letter Information | ‘ ‘

Choose Stage v

Letter Section(Competent Authority - Stage Il

REMARKS OF COMPETENT AUTHORITY

‘agreed viith the new gradingy

Reference Upload (only pdf files with 3mb maximum size) Choose File | No file chosen

Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

Letter Section{Rep - Reviewing Authority)

REMARKS OF REVIEWING AUTHORITY

reviewed and new grades given

SaveAsDraft | Send To CR Seclion m

Copyright ® 2022, NIC_ All Rights Reserved. This site s designed, developed and hosted by National Informatics Centre (NIC) Government of India, is best viewed in Mozilla Firefox and Google Chrome.
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o |f the Competent Authority Stage Il does not agree with the gradings provided by both the
reporting and reviewing officers, then the Competent Authority Stage Il can change the
gradings by clicking on Reporting Officer tab and/or Reviewing Officer tab as shown.

Representation
| Reporting Officer |
I

V. T @ S ST U W S TG S @1 st

Assessment of Officer's overall work in his/her particular position

SR 9 § TUIET S e N & $g1 =0T Jig AfFa e Gy drga @ 95a & e s afsufaa Frow w@aem & o1 1 srafa vea a1 draanserie A Haa a1 Fae aE@Edaur 98 W T 8410 6 ahe
i brilli above average standard/ good average man/ the average man fairly competent but without special ability or initiative/insufficient initiative and capacity for work without constant super- vision/indifferent but just
worth retaining/not worth retaining in the present position.

new grading by Competent Authority

T femfomt

GENERAL REMARKS:

(39 i1 off wrarg fewft &% 9, S, 54 & el 0 fadraar o fade feondt =i seafia 7 @1 78 611 =91 oy 59 RUiE # g1 sifierd & ®rl & faavu & weud § o1 fiw o 59 oo wilv a1 sl 9i6d )

{Make any general comments you think desirable e.g. special remarks on any characteristics not brought out. Do you agree with the officer's own account of work recorded in this report or is there anything you wish to modify or add)

test

B T L T T T

Representation

| | Reviewing Officer

4. GOiE B el

Assessment of Integrity.

test

5. o ATl ST wHE A =1 3 T e ale & 9 1 gfad S wn § EE oy Wend §7 S 98 i el fean T §, O S99 SR a4y

Has the officer been informed of any markings below “Mormal’ with which you agree? If he has not been, please state why?
C¥es CNe  ®Notapplicable

6. HIET TSN GNT 41 715 9y ot femad Tt fagig st o e i ghi

General Remarks by the reviewing officer, including a note of any particular achievement.

new grading by Cempetent Authority

o The Competent Authority Stage 1l click Send To CR Section button, as shown

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Representation

Letter Information

Choose Stage

<

Letter Section(Competent Authority - Stage II)

REMARKS OF COMPETENT AUTHORITY

agreed viith the new gradingd

Date:

Reference Upload (only pdf files with 3mb maximum size) Choose File | No file chosen

Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

Letter Section(Rep - Reviewing Authority)

REMARKS OF REVIEWING AUTHORITY

reviewed and new grades given

Copyright ® 2022, NIC All Rights Reserved. This site is designed, developed Informatios. Indis, is Wozilla Firefox and Google Chrome.

39



¢ A confirmation window appears click on OK button as shown

PNIAA I 1 IOV Y VI DI R S L IV LA VG T T LAY LAY RS LA U AT S —

frwz 16
trgsparrow.railtel.in says

Once Form is Submitted, data will not be changed. Are You Sure want

To submit.

¢ A message prompts “Sent Successfully” is shown

PAR ID : 2026-01042025-31032026-2413470-22763 has been sent successfully to Mr/Ms. officer_neigrihms2 (officer_neigrihms2) [ASSISTANT ENGINEER CIVIL | [officer_neigrihms35[at]nic[dot]in]

@ BACK Click the Link to redirect back .

Stage 7: Disclosure of PAR by Custodian(Rep-CR Section).

Custodian (Rep-CR Section) performs the following steps to disclose PAR:

e Custodian (Rep-CR Section) clicks the PAR ID under Inbox -> Process tab to open the PAR as shown

SPARROW portal for various services have been splitted, you may found that PARs of other services officer are not available in your Inbox. Please use re:

(=L Hiome * Inbos

W Stancat W Represantaian

oo ] e | = J e e

Process(3]

I User Assastance =

Stk et Ex p— e pro— p—rs Sor ot
1 = n HMB-0I043017 CFREE AFAR Fom DEERAK SABH 04102018 ATUL BHATT [ 04102018 CR Section To
b E ] CRSE APAR Form GOUTAM CHAT Q52018 SALIL KUM&R 05102018 CR Section To
3 E | | CRSE APAR Form P K SARANGI 03122018 GOUTAM CHAT. 03122018 Rap - CR Saclio

Snowing 110 3 of 3 entnes

8 Suppori@Senvicalesk
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A page appears , click Disclose to Employee button, as shown

Representation

Disclose To Officer

Name of officer reported upon :- officer_neigrihms3s

Disclose To Officer

This is to certify that this APAR ( PAR Id : 2026-01042025-31032026-2413470-22763 ) for the period 01/04/2025 to 31/03/2026 has been disclosed to the officer reported upon ( officer_neigrihms35 ) and all actions in compliance to the DOP&T
0.M No. 21011/1/2005-Estt. (A) (Pt.ll) dated 14th May, 2009 in connection with the Annual Performance Appraisal report of the officer have been completed.

Date: 25/02/2026

Signature At Disclosure Level

Not Appli officer | i 1 (officer_neigri 1) -
ASSISTANT ENGINEER

©On Behalf Of

officer_neigrihms2 (officer_neigrihms2) - ASSISTANT ENGINEER
CIviL

Disclose To Employee

A confirmation window appears click on OK button as shown

trgsparrow.railtel.in says

Are you sure you want to submit ?

Cancel

A message prompts “Sent Successfully” as shown

PAR 1D : 2026-01042025-31032026-2413470-22763 has been sent successfully to Mr./Ms. officer_neigrihms35 (officer_neigrihms35) [TECHNICAL OFFICER ]

[officer_neigrinms3as(atjnicidot]in]

@ BACK Click the Link to redirect back .
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Stage 8: Acceptance of PAR by Officer reported upon.
Officer performs the following steps to Accept PAR

e Officer clicks on inbox, click on the My PAR tab and Click PAR ID to open the disclosed PAR as shown

Search: | Copy H Excel H PDF H csv H Show 10 rows '

“--“ A om e m

| ] I R 2026-01042025-31032026-2413470-22763 I Form-l Ap... 2710212026 officer_ne... 2710212026 Rep - Emp... 301212026

Showing 1 to 1 of 1 entry

e The Officer can view the remarks and grades by clicking on the respective tabs like Letter information,
Reporting Officer, Reviewing tab.

Letter Information | ‘ ‘ ‘ |

Choose Stage

Letter Section{Competent Authority - Stage II)

REMARKS OF COMPETENT AUTHORITY

agreed with the new gradings

Date: 25/02/2026 Signature

Not Applicable officer_neigrihms3
officer_neigrinms34

EXECUTIVE ENGINEER

o  Officer clicks | Accept button as shown

Representation
‘ ‘ ‘ ‘ Disclose To Officer

Name of officer reported upon - officer_neigrihms35

Disclose To Officer

This is to certify that this APAR ( PAR Id : 2026-01042025-31032026-2413470-22763 ) for the period 01/04/2025 to 31/03/2026 has been disclosed to the officer reported upon ( officer_neigrihms35 ) and all actions in compliance to the DO
0.M No. 21011/1/2005-Estt. (A) (PLll) dated 14th May, 2009 in connection with the Annual Performance Appraisal report of the officer have been completed.

Signature At Disclosure
Date: 25/02/2026 Not Applicable officer_neigrihms1 (officer_neigrihi
ASSISTANT ENGIt

on Bel

officer_neigrihmsz2 (officer_neigrihms2) - ASSISTANT ENG

C
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e A confirmation window appears click on OK button as shown

oEfscKUgMSxeERKNGuLzppTIg8VTULLROVGp2X3uH_BfulkXvMNSwawrkstatusCe

trgsparrow.railtel.in says

Are you sure you want to submit ?

e A message prompts “Sent Successfully” as shown

PAR ID : 2026-01042025-31032026-2413470-22763 has been sent successfully to Mr/Ms. officer_neigrinms2 (officer_neigrihms2) [ASSISTANT ENGINEER CIVIL |
[officer_neigrinms35(at]nic[dot]in]

@ BACK Click the Link to redirect back .

Stage 9: Closure of PAR by Custodian (Rep-CR Section)
Custodian (Rep-CR Section) performs the following steps for closure PAR:

o Custodian (Rep-CR Section) open their inbox, clicks on Process tab and clicks the PAR ID to open the
PAR as shown

B Standard W Representation M Marked ™ Unmarked ¢ Drafted (E ) Electronic

LGl APAR QISP Leave NRC Training AWR m Probation Repo

search by : JaPAR Clawr CINICR

| | Process(14)
Search| ‘ Copy H Excel H PDF H csv H Show 10rows ¥ ‘
[ | APAR F 2026-01042025-31032026-2114101 FormIVA... officer_ne... 08/01/2026 officer_ne.. 08/01/2026 CR Sectio... 15/08/2026
12 E | | APAR [® 2026-01042025-31032026-2062330 Form-l AP... officer_ne... 15/01/2026 officer_ne... 15/01/2026 CR Sectio... 15/08/2026
13 E ] APAR [# 2026-01042025-31032026-2369165 Form-ll Ap... officer_ne... 15/01/2026 officer_ne... 15/01/2026 CR Sectio... 15/08/2026
14 E u APAR [® 2026-01042025-31032026-2413470-22763 Form.ll Ap... officer_ne... 2710212026 officer_ne... 27102/2026 Rep-CR... 3012/12026
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e Apage appears , enter the remarks and click Close button, as shown

Representation

| ‘ Disclose To Officer

Name of officer reported upen :- officer_neigrihms35s

Disclose To Officer

This is to certify that this APAR { PAR Id : 2026-01042025-31032026-2413470-22763 ) for the period 01/04/2025 to 31/03/2026 has been disclosed to the officer reported upon ( officer_neigrihms35 ) and all actions in compliance to the DOP&T
0.M No. 21011/1/2005-Estt. (A) (Pt.ll) dated 14th May, 2009 in connection with the Annual Performance Appraisal report of the officer have been completed.

Signature At Disclosure Level

Date: 25/02/2026 Not Appli officer_neigrihms1 (officer_neigrihms1) -
ASSISTANT ENGINEER

On Behalf Of

officer_neigrihms2 (officer_neigrihms2) - ASSISTANT ENGINEER

CIvIL

)

e A confirmation window appears click on OK button as shown

trgsparrow.railtel.in says

Are you sure you want to submit ?

Cancel

o A message prompts “Successfully Closed” as shown;

PAR ID : 2026-01042025-31032026-2413470-22763 has been successfully closed

@ BACK Click the LinK to redirect back .
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Stage 10: Viewing of Closed APAR by Officer reported upon.

Officer can view their Closed APAR

e The officer can click on Dossier (closed PAR) and My Completed PAR

L Officer Consent

B Dossier (Closed PAR) »

My Completed PAR

My ACR Status

#eSign -

(&) Support@SeviceDesk

e Enter the Assessment period and click Submit button

Home » Dossier My Completed PAR

My Completed PAR

Assessment Period : 2025-2026

¢ Click on the Representation tab and click on + as shown below

Standard  EECRIEERL G

Unique Dossier ID : 2026-01042025-31032026-2413470-22763
Period : 01/04/2025 TO
31/03/2026
Status : APAR
Form Name : Form-Il Apar for Lecturers
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o The Officer can download the complete APAR as shown below:

Unique DossierID : 2026-01042025-31032026-2413470-22763

Period : 01/04/2025 TO 31/03/2026

Status : APAR

Form Name : Form-Il Apar for Lecturers

I S ™

1 Complete Completed (APAR) r!':
2 Section PDF Letter Section(Competent Authority - Stage 1) (APAR) l'!'.l
3 Section PDF Reporting Officer (APAR) l'!'.l
4 Section PDF Reviewing Officer (APAR) l'!'.l
5 Section PDF Letter Section(Rep - Reviewing Authority) (APAR) l'!'.l
6 Section PDF Reviewing Officer (APAR) l'!'.l
7 Section PDF Reporting Officer (APAR) l'!'.l
8 Section PDF Letter Section(Rep - Reporting Authority) (APAR) l'!'.l
9 Section PDF Reporting Officer (APAR) l'!'.l
10 Section PDF Letter Section(Competent Authority- Stage |) (APAR) l'!'.l
1" Section PDF Letter Section(Rep - CR Section) (APAR) l'!'.l

5. Updation of Data Error Reported by Officers by
Custodian

The Custodian can see all the Data error being reported by the Officers under the PAR ->
Update Section 1 as follows:

" -
INDIRA GANDHI R
INSTITUTE OF HEALTH &
MEDICAL SCIENCES
(NEIGRIHMS)) +

= User Assistance «
< Role Mapping

#=Role Detail

L Officer Consent

MFAR »

Generation
Update Secfion 1
Tracking

Force Forward

Bulk Disclosure

B EMD
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e Click on Search. The data error reported by Officers will appear. Click on Quick Action.

Home » PAR Update Section

Update Section

Assessment Period : 2025-2026 ~
Employee Search by : EmployeeCode Choose Designation - Employee Mame
Batch NORTH EASTERN INDIRAGANDHIR v Choose Cadre ~

@ Reported Error () All Generated PARs (U Action Taken

Searcn‘ | Copy H Excel H PDF H csv H Show 10rows ¥
m“

2026-01042025-31032026-4221165 REZON STRONG SOHTUN SAWKMIE 1316 DATA PROCES... 2018 23-02-2026 incorrect leave of absence. please rechech the dates.

Showing 1 to 1 of 1 entry

e The Basic information page will open. The Custodian can do the required changes and click
on update Section.

DATA PROCESSING ASSISTANT GRADE- | Batch/Year of 2018
joining:

Assessment Period: 01/04/2025 to 31/03/2026

Form Type: Form-IV Apar for Tech & paramedical staff

Standard

(+]

wfeEEs U AT st
Reporting and Reviewing Officers.

Period Worked
Authority Designation
T B S

Reporting Authority SHAMBHU NATH LAL

PROGRAMMER 0110412025 [} 311032026 ]
Reviewing Authority SHAMBHU NATH LAL PROGRAMMER 01042025 [ 310312026 [ ]
GRIER (ST B U 3 3 )
: Signature on behalf of (Admin/Personnel
Date : 23102/2026 Department)
Smt. MOVALYZA DKHAR (1314)

DATA PROCESSING ASSISTANT GRADE- |

Reference Upload (only pdf files with 3mb maximum size)

o file chosen

Note : All supportive documents such as Medical Certificate, Resume etc. if applicable, need to be clubbed as single pdf and uploaded as Reference document

Update Section
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e Enter the remarks and click on submit.

Remarks for report to data error

Remarks: *

updated

e The following message will appear and the PAR sent to the user has been updated
successfully. The changes will reflect in the PAR sent to the Officers which they can access
from their inbox.

PAR 1D : 2026-01042025-31032026-4221165 has been updated successfully.

©
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6. NIC User Manual on SPARROW

Click on the icon below to access the NIC user manual on SPARROW

]

Adobe Aaobat
Document

Or

Users can access the NIC user manual on SPARROW which can be found on the
SPARROW homepage -> help -> User Manual SPARROW

@ Home

Smart Performance Appraisal Report Recording Online Window (SPARROW)

BAC

3K TO UNIFIED SPARROW

Officers Posted

@ Assessment Year

Select Assesment year

Organization

® standard () Representation

PAR Generated

2025-2026

PAR Closed

Total PAR Transaction

14.0
13.5 :l

LI

PAR Not Generated

View Dashboard Details

Transactions on Weekly Basis

Wor

ut ~  Help ~ Smi. MOVALYZA DI

Help Guide for Version 3 6.2

User Manual- SPARROW

DSC Handboak

Guidelines

Videos

lumber
@
a8
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