MOST URGENT
REMINDER
GOVERNMENT OF NCT OF DELHI
DEPARTMENT OF WOMEN AND CHILD DEVELOPMENT
1st FLOOR, MAHARANA PRATAP ISBT BUILDING,
KASHMERE GATE, DELHI-110006

F.16(25)/WCD/Admn/Sparrow/2020/ | 126929 Dated: (yQ) \ 2ept ) 252
ORDER

In pursuance to the circular no. F.2(4)/2020/S.IV/CC/964-970 dated 29.06.2021 (copy
enclosed), an order no. F.16(28)/DWCD/Admn/Status/2020/10508-12 dated 31.08.2021(copy
enclosed) was issued vide which you have been requested to submit the requisite information in
respect of all regular employees in the prescribed format after verifying the same from the services book
so that the compiled information may be forwarded to the Services Department, GNCTD for the
implementation of SPARROW System.

As regard to NIC email Id of employees, all the DDOs/HOOs will login on the portal
https://eforms.nic.in/ through their NIC email id and register for Bulk Subscription to generate
the name based NIC email id in r/o all regular employees whose salary postings are under their
jurisdiction (For any query related to generation of NIC email id, the DDOs/HOOs may contact
Sh. A.K. Soni, DPA, DWCD).

Hence, it is hereby directed to All DDOs/HOOs to submit the requisite information by
filling the specified google form at prescribed link https://forms.gle/Si16z27n145V6LN87 latest
by 10.09.2021 without fail (For filling the form, please refer above mentioned circular dated

29.06.2021).

Encl: As above. /’D e

Deputy Director (Admn)
F.16(25)/WCD/Admn/Sparrow/2020/ )} R4 F~7S  Dated:
Copy to: - _
1. OSD to Secretary (DWCD), Govt. of NCT of Delhi.
2. PS to Director (DWCD), Govt. of NCT of Delhi. Na
3. Sh. AX. Soni, DPA, DWCD, Govt. of NCT of Delhi. e
4. All District Officers, DWCD for monitoring the process.
5. Data processing Assistant/Concerned Dealing Assistant, IT Cell, DWCD, Govt. of NCT of

Delhi for uploading the order on website of the Deptt.

=

Deputy Director (Admn)




Urgent
Time Bound

GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
SERVICES DEPARTMENT: BRANCH- IV
7™ LEVEL, B-WING, DELHI SECRETARIAT,
I.P. ESTATE, NEW DELHI- 110002

No. F.2(4)/2020/S.1v/CC/ [ -9 Dated: 2.9 06/
Y
' CIRCULAR

Attention of Pr. Secretaries/Secretaries/HoDs of all the departments of
Government of NCT of Delhi is invited to the discussion held during the meeting
held on 11.01.2021 regarding development and implementation of SPARROW

SDYSIEG_m for reporting of APAR in respect of all employees of Government of NCT of
elhi.

It was unanimously decided in the said meeting that all the departments
shall nominate a nodal officer who shall co-ordinate with the Services Department,
IT Department and NIC as and when required in connection with the development
and implementation of the SPARROW system. However, it is observed that some of
the departments have not furnished the details of nodal officers and non-furnishing
of the requisite information causing delay in development of the said module.

Further, it is informed to all the departments that NIC has prescribed an
employee template form (copy enclosed) seeking information in respect of all
employees in the soft copy (excel sheet) for implementation of SPARROW. It has
also been informed that all the fields mentioned in the form are mandatory. As
regard, NIC e-mail ID, name based NIC e-mail ID for all employees is required. In

case of not having name based NIC e-mail ID the same can be applied at
eforms.nic.in.

' Further, in order to make it convenient for the user departments to fill up the
information in employee template form, following instructions may be followed:-

S.No. | Name of Column Instructions for filling up the details

1 Employee Code Personal Identification Number (PIN) as per pay Roll
which is unique code for each employee be
mentioned.

2 Appellation Mr./Ms./Mrs./Sh./Smt. required for each employee as
the case may be.

3 Employee Name Name of Employee as per Service record

4 NIC E-mail Id Nodal officer shall get the e-mail of each and every
employee of the department by applying for bulk
subscription through NIC website at eforms.nic.in.

5 Gender As per service record

6 Father's Name As per service record

7 Date of Birth As per service record

8 Nationality As per service record

9 Religion As per service record

10 Category As per service record

1% Service General Central Service or Central Civil Service etc.
as mentioned in the RRs of respective post.

12 Cadre "~ | Name of Cadre viz. DASS, IT, Accounts etc. as the
case may be is required to be mentioned. It may be
ensured that the entry for one cadre should be same
for each employee of the said cadre.

13 QOrganization Name of present Department

14 Organization From Date of posting in Present Department

date
15 Designation | Present designation held by the employee (Do not B

A



e | use short f
16 | Desianation & /e short forms) —
Designation Suffix Work assigned to Designation Viz. Admn., Care
17 Desi . e taking, Legal etc.
Datilagnatlon Joining | Date of Joining on present designation

18 i ,
Type of Appointment Appointment on present Grade whether by Direct or
Promotion or any other mode

19 gg?eointment Order | Date of appointment on present Grade
20 Allotment Year Year of appointment to the Govt. Service \

he g AII. the departments of Government of NCT of Delhi are required to provide
€ details of §I| employees under their administrative control in the employee
template form in Soft Copy (Excel sheet) alongwith details of nodal officer of the
Department (Name, Designation, Mobile No., Office contact No. and e-mail address)
througl:m e-mail at services4rr@gmail.com, followed by the hard copy of the same
duly signed by the authorized officer/Nodal officer concerned to the Services
Department within two weeks without fail.

_All Pr. Secretaries/Secretaries/HoDs of the departments are requested to
look into it personally and arrange to provide the requisite details within stipulated
time.

This issues with the approval of the Competent Authority

Encis: Employee Template Form

Dy. Secretary (Services)

All Pr. Secretaries/Secretaries/HoDs
Government of NCT of Delhi

No. F.2(4)/2020/S.1v/cC/ 9 Y - 70 Dated: 99 [ 6|
Copy for information to:-

Pr. Secretary to Hon’ble Lt. Governor, Delhi.

Secretary, IT Department, Government of NCT of Delhi.

S.0. to Chief Secretary, Delhi.

SIO, NIC, 3™ Level, Delhi Secretariat, New Delhi.

P.A. to Secretary (Services), GNCT of Delhi.

P.A. to Spl. Secretary (Services), GNCT of Delhi.

S.0. (Co-ordination) for uploading the Circular on the website.

NOVA WL R

6 (0

(ANJU MANGLA)
Dy. Secretary (Services)




MOST URGENT
GOVERNMENT OF NCT OF DELHI

DEPARTMENT OF WOMEN AND CHILD DEVELOPMENT
15t FLOOR, MAHARANA PRATAP ISBT BUILDING,
KASHMERE GATE, DELHI-110006

F.16(28)/DWCD/Admn/Status/2020/ ) p 0 5 ~) 2—  Dated:
"ORDER T Ayp 209;

Please refer circulars dated 16.07.2021 and reminder dated 30.07.2021 vide which you have
been requested to submit the requisite information in respect of all regular employees in the prescribed
format as prescribed by the Services Department circular dated 29.06.2021 after verifying the same
from the services book so that the compiled information may be forwarded to the Services Department,
GNCTD for the implementation of SPARROW System.

In this regard, it is mentioned that some of the DDOs/HOOs have sent the above information
but the same is incomplete (NIC email id of the employees are not mentioned in the proforma which is
mandatory). '

As regard to NIC email Id of employees, all the DDOs/HOOs will login on the portal
https://eforms.nic.in/ through their NIC email id and register for Bulk Subscription to generate
the name based NIC email id in r/o all regular employees whose salary postings are under their
jurisdiction.

Further, it is mentioned that the Services Department, GNCTD is pressing hard to submit the
requisite information because non-furnishing of the requisite information causing inordinate delay in
development of the SPARROW System for the employees of GNCT of Delhi and the Secretary
(DWCD) is personally monitoring the progress of this matter on daily basis and a meeting will
also be held in the coming days to check the progress.

Hence, it is hereby directed to All DDOs/HOOs to submit the requisite information by
filling the specified google form at prescribed link https:/forms.gle/Si16z27n145V6ELN87 latest
by 03.09.2021 without fail.

Note: -
1. For any query related to generation of NIC email id, the DDOs/HOQs may contact Sh. A. K. Soni,
DPA. DWCD.

2. Do not fill the duplicate/wrong entries in the above mentioned google form. In case of any wrong
entry, please do not fill the same entry again to fix it and kindly inform the same to the Admn. Br,

WCD.
\A_/Q\/\'/\Q
Encl: As above. M
Deputy Director (Admn)
F.16(28)/DWCD/Admn/Status/2020/ /& SO &) D Dated:
Copy to: -

OSD to Secretary (DWCD), Govt. of NCT of Delhi. ‘7 / 4 [/

PS to Director (DWCD), Govt. of NCT of Delhi. G 202

Sh. A. K. Soni, DPA, DWCD, Govt. of NCT of Delhi. 4

All District Officers, DWCD for monitoring the process. . .
Data processing Assistant/Concerned Dealing Assistant, IT Cell, DWCD, Govt. of NCT of Delhi for

uploading the order on website of the Depit.

Deputy Director (Admn)
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