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Circular
Sub: Filling of Immovable Property Return in eOffice (SPARROW)-reg.

With reference to O.M no. File No.J-11015(24)/2/2018-S M Dte dated 10.12.2021,
vide which instruction for filing Immovable Property Return (IPR) in e-Office (SPARROW)
have been circulated, it has come to notice that very few officers have filed their IPR till date.
To avoid last minute rush and server issues, officials are advised to file IPR online on e-office

(SPARROW) well within time before the closing date.
The user manual for using the IPR module in SPARROW has already been circulated

with the mentioned O.M. Option for filing IPR is available in respective SPARROW accounts.
For any assistance users may contact helpdesk at 011-29583366/77.

Encl: As Above

SFH Abidi
Deputy Director
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Office Memorandum

Sub: Implementation of Immovable Property Return in eOffice (SPARROW)-reg.

The Immovable Property Return is being filed on ehrms (Manav Sampada) portal;
however it has been decided with the approval of Chairman, CWC that for year 2021 onwards,
the TPR will be submitted in eOffice (SPARROW).

The user manual for using the [PR module in SPARROW is enclosed for reference. All
officers are requested to ensure filing IPR online for 2021 onwards on https:/sparrow-
cwe.eoffice.gov.in/SPARROWCWES. For any assistance users may contact helpdesk at
3366/77.

This issue with the approval of Director SMD.

Encl: As Above
Signed by Syed Faheem

Haider Abidi

Date: 10-12-2021 11:03:50
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Deputy Director
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Key Aspects of Declaration and Information related to Immovable
Property Return (IPR)

e The Officer would be able to view the previous year’s returns (would be helpful in filling
return in future).

o The Officer can save the information filled in the forms.

e The return cannot be amended once the Officer clicks on “Submit Application” button.
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Login to IPR

e Login to the SPARROW using the existing user-ID and password as shown in Fig.1

| Smart Performance Appraisal Report
Recording Online Window |

1D | Forgot Password | Apply for NICeMail 1D

Fig.1

e Asaresult, the following page would appear as shown in Fig.2

Fig.2
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Filling up the declaration and information form relating to IPR

Fill New Declaration

¢ (lick Declaration For IPR ( link to proceed further (Fig.2). Select the
Select Statement As On Date for filling the return as shown in Fig.3

Home » Immovable Property Return Select Year

Immovable Property Return Date Selection

Select Statement As On Date : | 01-01-2017 L Fill Immowvable Property Return Declaration

Fill New Declaration NIL Declaration

Fig.3

o C(lick Fill New Declaration ( button as shown in Fig.4

Home » Immovable Property Return Select Year

Immovable Property Return Date Selection

Select Statement As On Date : 01-01-2017 v Fill Immovable Property Return Declaration

Fill New Declaration NIL Declaration

Fig.4
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Fresh Return- Fill Electronic Form

e For online filling select Fill Electronic Form (| ~ FllEectronic Form |) shown in Fig.5

Home » Immovable Property Return Select Year

Immovable Property Return Date Selection

Select Statement As On Date : 01-01-2017 v Fill Immovable Property Return Declaration

Fill New Declaration NIL Declaration

I'- ' Fill Electronic Form |

Fig.5

o Fill the information as shown in Fig.6

Home » Immaovable Property Return » Form
Immovable Proparty Return

IPR Form
Description Description Description

Property type Land - Description ription Description Description
Description P

3. Cost of construction/Acquirement {and year when purchased) including of land in case of house

CoSt of COnSIrUCOn/AgLIre

- nt including
Cost of construction/Aquirement including of land in case of house S i A

4. Present value of the property (If exact value not known, approx value may be indicated)
Present valus of the property (If exact

value not known, approx value may be  Present valus of the property (If exact va

indicated)

5. Ownership

Owned by OMeer ves Mo

Additional Remarks

6.How acquired (whether by purchase, mortgage, lease, inheritance, gift or

or otherwise) and name with details of person/persons from whom
of the Gavernment servant, if any with the person/persons Concern

wed) Please see Note 1 below) and

COST Of acquis ition.
Mama af tha narsan fram

Means fram which the oronarb: s -

Fig.6

o After clicking Submit Application ( (Fig.6), a message would appear
with OK for confirmation as shown in Fig.7

Description Description Description Description
Description s

ar when purchased) including of land in case of house

dincase ofh 324 100.78.96 says:

1 You are Submitting Return which cannct be edited further,
e not Known, wou can uss SAVE AS DRAFT option and submit latter
Do you still want to continue?

nt value thhé
| | | Cancel

Fig.7
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e A unique application number would get generated to confirm that return has been filled
successfully as shown in Fig.8

Message

|App|ic ation No. 2016-857-4736514 115627521 submitted successfully |

Fig.8
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NIL Declaration

In case the Officer desire, he/she can click NIL Declaration (] button as shown in
Fig.9. As a result of this, all the columns of the form would get pre-filled with ‘NIL’ value. However,
wherever required, Officer can fill the information in the desired columns.

Home » Immovable Property Return Select Year

Immovable Property Return Date Selection

Select Statement As On Date : 31-12-2016 v Fill Immovable Property Return Declaration

Fill New Declaration NIL Declaration

Fig.9
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