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Foreword

Hindi was adopted as the Official Language of the Union by the Constituent
Assembly of India on 14™ September, 1949 and with the adaptation of the Indian
Constitution on 26 January, 1950, Hindi became the Official Language of the Union.
The Union Government was entrusted with the responsibility to promote the spread of
Hindi Language and to develop it so that it may serve as a medium of expression for
all the elements of the composite culture of India. Consequently, efforts were made
for use of the Official Language Hindi and orders were also issued in this regard. The
President issued orders for the use of Hindi for certain purposes vide Notification No
S.R.O 938A dated 27 May, 1952. The President again issued some orders in the year
1955 and detailed orders were issued vide the Ministry of Home Affairs Notification
No 2/8/60-0O.L dated 27 April, 1960. Subsequently, the Official Languages Act, 1963
(As amended, 1967) and the Official Language Rules, 1976 came into existence. In
the meantime, the Department of Official Language was constituted under the
Ministry of Home Affairs, equipped with the mandate to propagate the progressive
use of Hindi in the official transactions of the Union.

In compliance to the Official Language policy of the Union, various orders,
office memoranda, rules and directions are issued from time to time by the
Department of Official Language, Ministry of Home Affairs. These orders have been
compiled and printed /published as well during different periods of time. It is in this
connection that the last “Manual regarding the use of the Official Language Hindi”
was published by the Department in April 1998, which was amended up to 29
February 1996. The present manual is the next in line which has been updated up to
31 July, 2023.

Now, all the available compilations of orders regarding the use of the Official
Language Hindi have been digitalized and made available on the website of the
department of Official Language. The same may be accessed at the sub-head
“Compilation of Orders” under the main tab ‘“Rajbhasha Related Provisions”.
However, a need was being felt for a compilation which could contain the main theme
of orders in gist form on a single platform. In the previous edition of the compilation,
the same pattern was adopted that we have continued to follow in the present text also.
It will be convenient for the users to locate the OM on the given subject for the
detailed information tracking the OM No quoted in this compilation.
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Some points need to be clarified here. The Department of Official Language
issued an OM dated 31 December 2004, whereby the words ‘=1 wmr-m or “Rdiaw Wt

were substituted for the word “sifédwm in official work and in-house magazines.
However, in this compilation, the orders issued before 2004 have been kept intact,
without tampering with their original form. Similarly, after the introduction of
computers in the offices, the manual typewriters/electronic typewriters have been
rendered obsolete in the Govt of India offices. How to deal with such formats, orders,
office memoranda, rules and directions on typewriters, was a problematic area before
us. It was decided that these should be preserved in their original from, just to show
the gradual development of the Official Language Hindi and with a view to highlight
their historical importance.

Way back in 1998, when the second edition of this manual was published, its
appendix contained the Orders of the President passed on four volumes of the reports
of the Committee of Parliament on Official Language. By the time, this edition is
getting published; a separate book titled “Orders of the President on the
Recommendations of the First Nine Parts of the Reports of the Committee of
Parliament on Official Language” has been published by the department. These orders
are also available on the website of the Committee of Parliament on Official
Language https://rajbhashasamiti.gov.in/. So these have not been included in the

present compilation.

I appreciate the concerted efforts put in by Shri Manoj Abusaria, Consultant
Director (Policy), Shri Raghubir Sharma, Assistant Director (Research), Smt. Bhawna
Saxena (Senior Translation Officer), Smt Lishika, Data Entry Operator & Ms Pooja,
Trainee in the Department of Official language who have tirelessly worked to make
this manual possible in a limited time frame. I take pleasure in presenting this manual
before you. I am confident the offices of the Government of India will be benefited
using this manual to give an impetus to the implementation of the Official Language

of the Union of India.
&P

Place: New Delhi (Anshuli Arya)
Date: 24.08.2023 Secretary, Department of Official Language
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Preparation of list for nomination of non-official member in the Hindi Salahkar
Samitis of various Ministries/Departments

Grant of to-and-fro air fare to non-official members of Hindi Salahkar Samitis
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Policy in Hindi Advisory Committee meetings.
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CHAPTER 5
Progress of implementation work —arrangements for inspection
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part VI of the report of Committee of Parliament on Official Language.

Ensuring optimum use of the “Translation Tool-Kanthasth 2.0”

Chapter 7
Incentive Schemes

Rajbhasha Kirti Puraskar

Rajbhasha Gaurav Puraskar

Award of shield by Ministries/Department to their attached subordinate officers
Incentive scheme for doing work in Hindi

Incentive for doing original official work in Hindi in specialized spheres

Grant of incentive allowance to stenographers and typists for doing their official
work in Hindi in addition to English

Financial Incentives on passing Hindi Typewriting/Hindi stenography by making
use of electronic Typewriters, Computer/Word processors

Increase in the rates of Cash Rewards on passing the Hindi Language, Hindi
Typewriting and Stenography Examinations conducted under the Hindi
Teaching Scheme and increase in the rates of Lumpsum rewards on passing
Hindi Language, Hindi Typewriting and Stenography examinations of the
Hindi Teaching Scheme, through own efforts

Revision of the rates of honorarium payable to the overall-in-charge officers
appointed at full time/ part time training centres of Hindi Teaching Scheme

Revision in the rates of Honorarium admissible to part time Hindi Teachers
under Hindi Teaching Scheme

Continuation of the Grant of Lumpsum Reward beyond December, 2008 on
passing Hindi Language, Hindi Typing and Hindi Stenography Examinations
under the Hindi Teaching Scheme through one's own efforts

Revision in the rates of Honorarium to the Part time Clerks/Peons of the full
time/part time training centers ofHindi Teaching Scheme.

Revision of rates of Honorarium (Remuneration) admissible to part-time
Instructors engaged for imparting training in Hindi Typewriting and Hindi
Stenography at part-time training Centres set up under Hindi Teaching
Scheme/Departmental arrangements

Grant of honorarium/remuneration to the paper setters, examiners, answer book
evaluators, etc. for the conduct of Hindi examinations under the Hindi Teaching
Scheme.

Enhancement of Honorarium Fees of Answers Paper (Response Sheets) of
Language Correspondence Course(Prabodh/Praveen/Pragya).

Enhancement in the incentive amount for doing official work (noting/drafting)
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Implementation of new practice based 'Parangat' course to make Central
Government personnel proficient in carrying out their official work in
Hindi - regarding

To implement the proposed honorarium (awards) from the FY 2021-22
under the practice based new course “Parangat” aimed at making the
central government officials efficient to execute their official work in
the Official Language Hindi

Providing In-Service Training in Hindi to Central Government personnel.
Training of Official Language by Non-Governmental Organizations

Incentive for passing Hindi, Hindi Typing and Hindi Stenography
examinations -Consolidation of orders relating to personal pay.

Eligibility for Hindi Word Processing/ Hindi Typing and Hindi
Stenography Training under Central Hindi Training Institute/ Hindi
Teaching Scheme- Change of nomenclature regarding.

Increase in the honorarium / remuneration payable to the question paper
makers assessors/examiners, evaluators of answer sheets etc. for conducting
Hindi examinations under the Hindi Teaching Scheme.

CHAPTER 8
Arrangement for translation and training in translation

Arrangement for translation
Alternative Arrangement for completion of work related to Official Language
Hindi translation of non- statutory procedural literature and coordination thereof

Arrangement for getting the translation work done on honorarium basis where
there is no staff for translation

Regarding Remuneration / Honorarium for translation work from English to
Hindi and vice-versa

Provision of Compulsory training in translation for the staff engaged on
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Condensed training course in translation
Use of simple Hindi in official work, preparation of original drafts in Hindi

Uniformity in administrative and legal terminology

Statutory translation by Public Sector Undertakings etc.—clarification

CHAPTER 9
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Optional use of Hindi as medium of examination for recruitment
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9.3 Medium of examination for recruitment to posts and service under the Central 125
Govt.- Clarification while advertising vacancies

CHAPTER 10
Creation of posts for the work relating to Official Language —Criteria for minimum number of
posts, work standard , duties of officers, ratio of Hindi Typists/Stenographers

10.1 Provision of posts for Official Language work while setting up new offices 126

10.2 Creation of minimum number of Hindi posts for implementation of Official 126
Language Policy

10.2.1 Problem in recruitment to the post of Junior Hindi Translator in various 129
Subordinate Offices.

10.2.2  Filling the vacant post of Junior Translator on alternative basis. 129

10.2.3 Regarding uniformity in the designation and pay scale of the cadre of 130
Official Language

10.2.4 Uniformity in designation and pay scale of the posts of Official Language 130

10.2.5 Re-determining the criteria of minimum Hindi posts in respect of 130

Autonomous bodies for compliance / implementation of the Official
Language Policy of the Central Government.

10.3 Norms of translation work 131
10.4 Duties of Hindi translators 132
10.5 Duties of Hindi Officers and to entrust them only the prescribed work 132
10.6 Norms pertaining to the quantum of work of Hindi typist and comparers 133
10.7 Utilisation of service of Hindi typists and Hindi stenographers 133

10.8 Responsibility to do work of Hindi typing/stenography by the employees trained 133
in Hindi typing/Hindi stenography
10.9 To introduce condition to the effect that the possession of the knowledge of a 134

regional language would be a desirable qualification in the recruitment rules
pertaining to the posts of Hindi Translators

10.10 Minimum qualification regarding language for Translators. 134
10.11 Facilities for Senior Hindi Officers/Hindi Officers 134
10.12 Ratio of Devanagari typewriters (ordinary, pin point, bulletin, portable and 136
electric) Hindi typists and Hindi stenographers (as compared to the total
number)
10.13 Arranging typists in Hindi Cells of Central Govt. Offices 136
10.14 Implementation of the Govt.’s decision taken on the recommendation made by 136
the Committee of Parliament on Official Language in its Report (Part I)-
Regarding
10.14.1 Implementation of the Govt.’s decision taken on the recommendation made by 136

the Committee of Parliament on Official Language in its Report (Part II)-
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Presidential order on the recommendation of the Parliamentary Committee on
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Regarding granting Modified Assured Career Progression Scheme (MACPS) to
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Providing financial benefits under the ACP/MACP scheme to the officers of
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CHAPTER 1
CONSTITUTIONAL AND LEGAL PROVISIONS REGARDING
THE OFFICIAL LANGUAGE

GENERAL - Hindi in Devanagri script is the Official Language of the Union. But English
language, in addition to Hindi Language, may also be used for official purposes of the Union
(Article 343 (i) of the Constitution and Section 3 of the Official Languages Act).

1.1 Languages to be used in Parliament

Subject to the provisions of article 348 of the Constitution, business in Parliament
may be transacted in Hindi or in English, provided that the Chairman of the Council of States
(Rajya Sabha) or the Speaker of the House of People (Lok Sabha) or the person acting as
such, as the case may be, permits any member to address the House in his mother tongue.

1.2 The purposes for which Hindi alone is to be used, the purposes for which both Hindi and
English languages are to be used, the purposes for which English alone is to be used, have
been specified in the Official Languages Act. 1963, the Official Language Rules 1976 and the
directions issued under them from time to time by the Department of Official Language,
Ministry of Home Affairs.

1.3 Communication in State Govt. Offices, persons etc. other than to Central Govt.
Offices.

Communications from the Central Government offices located in Region A. and B to
any office of a State or Union Territory in Region A or to any office (not being a Central
Government Office) or person in such State or Union Territory should be sent in Hindi, save
in exceptional circumstances and if any communication is issued to any of them in English, it
should be accompanied by a Hindi translation thereof.

[Official Language Rules 3(1) & 3(4)]
1.4 Communications from a Central Govt. office situated in Region A and Region B to an
office of a State or Union Territory in Region ‘B’ or to any office (not being a Central Govt.
office) in such State or Union Territory should ordinarily be sent in Hindi and, if any
communication is issued to any of them in English, it should be accompanied by a Hindi
translation thereof.
[Official Language Rules 3(2) & 3(4)]
1.5 Communications from a Central Government Office in Region ‘C’ to an office of State or
Union Territory of Region ‘A’ or Region ‘B’ or to any office (not being a Central
Government Office) or any person in such State may be either Hindi or in English. Up to
what proportion Hindi is to be used in such communications, is decided by the Deptt of
Official Language every year in its Annual Programme.
[Rule 3(4)]
1.6 Communications from a Central Government Office to a State or Union Territory in
Region ‘C’ or to any office not being a Central Government Office or person in such State
should be sent in English.
[Rule 3(3)]
1.7 Communications between Central Government Offices

Communications between one Ministry or Department of the Central Government and
another may be in Hindi or in English.

[Rule 4(a)]
1.8 Communications between the Central Government Offices situated in Region ‘A’, except

for the Ministries or Departments of the Central Government, should be sent in Hindi.
[Rule 4(c)]
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TTAT - ¥ shl TSI oA fof o feéet 81 ueeq feéat o Stficeh SAUSft AT st so oft aeshrdd
HTHERTST H TRt ST Hehd 3| [SfreT ST7=ee 343 (1) T TSTATST STferfrr sht o 3]
1.1 S | IFh B ATt HIST
HIHT o 3TF=ee 348 o ISl o e T&d gu vae 4 e &t 7 a1 Sush o foram ST geherm
1 T ST T KT G AT ATRET T STEAE HAYST U8 &9 § F1E LA AT SATeh dad o [hE!
T T ST AIGTHT H e b ETRId A hl ST < el 2
1.2 fort SIS o foTQ sharet TRt sht s forarm ST R, fopren forw (et ofie siursht St vt st s
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FET YT & &7 "H" & g H Rud wrEieEt 4 & " § e TsT O gy US89 %
FATAT T AT TH [T IT T TS & H el TThHT o HATerd hl SIghL [Shell 31T i a1 Afh
T O 3Tfe STETIROT 230 ! Srgawt, Bt & Ao Sd) afe 370 @ et v h1g o enife <imsh & A=
ST & T 38k §Te 38T feal Samg Wi w1 STy

[TISTTST {72 3( 1) & 3(4)]
1.4 T TR & & "F" &7 @' H g wEiedt & & @ ¥ e a5y O @y ST & &
FHITAT ol AT UY T AT €Y T & H RIq g1 TCRR o AT ohl SIS [ohe! 177 AT AT
STk oh! T SAT(Q T 3T AR 9L &S § i Q) Afs 319 & forelt ot ot offe SiUsht & oS & &
STk |1 ST Tl Srgame off it STy

[TTTT /2 3( 2) T 3(4)]
1.5 & "1 T Teord el TR & T 9 & " 1 & g 1 X TR s an gy tew e o

FHIITAT ol AT HE T THR HRTAT o & hl D UH s 1§ ooy foredft 31 sprariar an safh 1 o
afe &t 9 TS & 997 ST Hehd ) Tt forvm gy fcad anfes shrefsem o fraffcq femm sar @ fom
39 O 3T 1 fE ot ST fopwt ST & forarm S

[ 3(4)]

1.6 ST TR o fore] Wt FraieaT @ & "7 | fFe) TS I1 99 TS &7 i AT W [T § He T
GTHT o FHRETAT hl DISHT R 3T HRETAT AT T (<h ohl U AT(S TS H 9 I

[ 3(3)]

1.7 ShET TIRT ok HIATAAT oh S U SFTER
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[ 4()]
1.8 T TLHT o HATAT IT [T 9T ohl Digat &1 """ H FEd Sheld TThR o HEl o s I AT
& ae 9

[ 4m)



1.9 Communications between the attached and subordinate offices situated in Region ‘A’ and
any Ministry or Department of the Central Government are to be in Hindi in such proportion
as may be determined by the Department of Official Language in its Annual Programme.
[Rule 4(b)]
1.10 Communications between the Central Government Offices situated in Region ‘B’ and
Region ‘C’ and the Central Government Offices situated in Region ‘A’ may be in Hindi or in
English. The proportion to which these communications are to be sent in Hindi is determined
by the Department of O.L. in its Annual Programme.
[Rule 4 (d) and (e)]
1.11 There is no need to send a translation in other language of a communication addressed to
a Central Government Office situated in Region ‘A’ or Region ‘B’. Its translation in other
language shall be done at the receiving end.
[Proviso 1 to Rule 4]
1.12 If a communication is sent to any office of the Central Govt situated in Region ‘C’ in
Hindi and the Office in Region ‘C’ is notified under Rule 10 (4) of Official Language Rules,
there is no need to send the English Translation of it. If a communication is sent to other
Central Government Office situated in Region ‘C’, then its English translation is to be sent
along with it.
[Proviso 2 to Rule 4]
1.13 Replies to Communications received in Hindi
Replies to communications received in Hindi, whether they are received from any
region or from any State Government individual or from Central Government Office, should
be sent in Hindi.
[Rule 5]
1.14 Replies to applications, representations etc.
An official may submit an application, appeal or representation in Hindi or in English.
If any official makes his application, appeal or representation in Hindi or appends his
signature on it in Hindi, it must be replied to in Hindi only.
[Rule 7]
1.15 Orders or notices relating to service matters
Where an employee desires any order or notice relating to service matters (including
disciplinary proceedings) required to be served on him to be in Hindi or as the case may be,
in English, it shall be given to him in that language without any undue delay.
[Rule 7(3)]
1.16 Documents and manuals etc., which are to be bilingual
The following documents are to be issued in both Hindi and English:-
(1) Resolutions, General Orders, Rules, Notifications, Administrative or other Reports or
Press Communiqués.
(2) Administrative and other Reports and the Official Papers to be laid before a House or
the Houses of the Parliament.
(3) Contracts and Agreements executed and Licences, Permits, Notices and Tender Forms
issued.
[Section 3(3) of Act]
1.17 (a) All manuals, codes and other Procedural Literature should be printed or cyclostyled
or published in Hindi and in English in Diglot form.
(b) The forms and headings of registers used in any Central Government Office should be
both in Hindi and English.
(c) All name plates, signboards, letterheads and inscriptions on envelopes and other stationary
items should be written, printed or inscribed both in Hindi and English:
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TEl| &= T 3 Reord shsie TR o qE hrEterl bl At w e H WS ST @ A1 Seent SISt wr &
HTATE Ik TT HSIT ST

1.13 & & ure e s ST
&t o u=r o7fe o1 S T TR & e A i ° fewr sie |, =R o foredt oft & @ e &
IR Toret oft T=a T, ST 3T el TP o AT U ITH |

1.14 3TTAE, TITAST TS T I
IS FHAR] 3T, I AT AT Tt A7 JUST T o FehaT 81 Al IS HHART ST
T, T AT AT Tt § ot & A7 39 I &) o 2Lt ohtam 2 o 3uen S i 7 fear sty
[Fem 7]

[ 4 Tt 2]

[ 5]

1.15 B wareft STaer A gt

afg g et I =Tear @ fo Ga el vt (s sl srematies wrfard of &) @
Haiferd g STTasT 2 FET, forsht sheart o andier fora s aTaféra 2, R an sfish # e =nfew a
T8 Y SAfarerreT SHT 9T H fr STy

1.16 FEATA AFSTeT STFY W Tt g1 wnfey

frfataa geamast ofe et 3T Siust ST arrsti § ST foRg <imd --

(1) Hehed, AR SA7aRT, o, SRR, Serret-er a1 311 widee ar 34 fomfhl

(2) TUE o Tohet TaT IT U1 o aHeT T T YT qeiT 317 Fidee 3T TSThiT 1T 3|
(3) Hfergrel 3T TR 1 fsare aTgee, it 3ii et o fotu Aifem 31 w&w|

[ 7 (3)]

[T & 3 (3)]

1.17 (%) &ft Agerar wfear iR wforan weeht ot wfeca féet ofit ofisht # fovmdt &0 & gfg =
TTEFARLTZ AT TR fohaT STy

() HETT TR o Tohelt Shraferr B oINT fohe ST et TRTEel & T&T 37T 3fives e o sisht gt
TS 7 2

() hE TR o fopet shrrferar o ST o fore el T, g=mT ag, o 2 ST Tl ot Seehiol o
T e Tt ot 31 7 et ofR Sl AT v F foreft, Hfsra am sehiof o <)



Provided that the Central Government may, if considered necessary to do so, by a
general or special order exempt any Central Government Office from all or any of the

provisions of this rule.
[Rule 11]

Any proposal for exemptions under this rule may be sent to the Department of
Official Language with full justifications.

1.18 (a) Working knowledge
An Employee shall be deemed to have acquired working knowledge of Hindi, if he has
passed:-
(1) The matriculation or an equivalent or higher examination with Hindi as one of the
subjects: or
(2) The Pragya examination conducted under the Hindi Teaching Scheme of the Central
Govt. or when so specified by that Govt. in respect of any particular category of posts,
any lower examination under that scheme: or
(3) Any other Examination specified in that behalf by the Central Govt; or
(4) If he declares himself to have acquired such knowledge in the form annexed to these

rules.
[Rule 10]

1.18 (b) Proficiency
An employee shall be deemed to possess proficiency in Hindi, if he has passed:—
(1) The Matriculation or any equivalent or higher examination with Hindi as the
medium of examination: or
(2) He has taken Hindi as an elective subject in the degree or any other examination
equivalent to or higher than the degree examination: or
(3) He declares himself to have acquired proficiency in Hindi in the form annexed to

these rules.
[Rule 9]

1.18(c) Noting etc. in offices
The Central Government may, by an order, specify such Central Government Offices,
wherein eighty percent of the staff have acquired working knowledge of Hindi and which
have been notified under the Official Language Rule 10(4), where Hindi alone shall be used
for noting, drafting and for such other official purposes, as may be specified in the order, by
employees who possess proficiency in Hindi.
[Rules 8(4), 10(2) & 10(4)]
1.19 Except for those mentioned above, an employee may record a note or minute on a file in
Hindi or in English without being himself required to furnish a translation thereof in the other
language.
[Rule 8 (1)]
1.20 Demand of English version by an employee
No Central Government employee possessing working knowledge of Hindi may ask
for an English translation of any document in Hindi, except in the case of documents being of
legal or technical nature. If any question arises as to whether a particular document is of a
legal or technical nature, it shall be decided by the Head of Department of the office.
[Rule 8(2) and (3)]
1.21 Responsibility for compliance
It is the responsibility of the person signing such documents as mentioned in Para
1.16 above to ensure that such documents are made, executed or issued both in Hindi and in
English.
[Rule 6]
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(1) Bfgeh olvear = 3ok e a1 it wterr fédt forrer o ey Sefiof e cft 3 2
(2) ST TEHR o Tedt FR1e10r AT & Sfaria STifsta ITe udied S<ivt o off 2 a1 afd i T
g foret fafire ue & g § 39 AsHT & Aearid s fear gier foffés @ ar o when Sschdf s et
AT
(3) ST TLHR ST 38 o1 1 s sig o= udierr S<iof s ot ®, 31
(4) € TSTATNT {52 o Hel= &0 § I8 S9N ST © foh 3o Tt 1 shrefdmeres 3 ume o foram 2

Faw10]
1.18 (@) waurar

foreft e 3 S I wwe S foh e R H weftorar we s et 2, afe se-
(1) Bfgen wRe a1 S0k THqe AT 30 el hig el fet o Aream & Ieiof s oft 3
(2) TR U1 T AT e GUT o SR AT SHE et e qliea # &t ot uah Jehfeush fowa &
&9 1 foram o, =1
(3) T8 TSTATST {52 T Her J&q | I ST HaT & {5 38 f&el o JeftordT aTe 2|

1.18 (1) STl ® fevqur st
HET TUHT W ST ol 58 o sy aTel she=nieat | & 80 widsra I f&e &1 shrfareres
T STH 3R T & ST ST T R 10(4) 3 et siferga forg st g €, faffde ot 2 6
ITH WE FHHETE! g TS feet § weliurar uie ?, fvaur, yreaur 3T UE 31 Sreeh SEISHI % T,
ST 3rewr o fafafdy fore ST sheret Tt st st e strarm)
[ 8(4), 10(2) 3R 10(4)]

1.19 ST I BIGHL HIg FHART o HIsA T TEwqult a1 Frie et a1 ST # forg wekar & ik
SHY I U LT shl ST fefs € IHhT STFaITE GHL WINT H Fdl

1.20 SHHIRT gRT S ATATS hY Wi

e TR T hTs T smH=) ST &t ot shrefemaes 9w B, & § fordlt garast & iU
FTATE T THT T X Tl § e I8 SEATAS (T2 AT qeheilehl Shidl o B, =T 2| AfS I8
33T 2 Tof s SEdTaST farfersh AT qepeiieh! Yapld o1 & AT 21, AT fImT 1 shraiery 1 T4 I8eT Hof
EZuIl

1.21 STTATEA T ITRETAS
87 1.16 T T3 7T SATCSIT R ST 3 dTel SAfeh 1 I8 SETHI @ o 98 I8 giHfed F o fof ag
ETaST f&dt 3T st ST &€ 8§ dur, i o1 s femm R R

[ 9]

[ 8(1)]

[ 8(2) 3T (3)]

[ 6]



1.22 It is the responsibility of the Administrative Head of each Central Government office to
ensure that the provisions of the Official Languages Act, 1963; and the Official Language
Rules, 1976 are properly complied with and to devise suitable and effective check points for
this purpose.
[Rule 12(1)]

1.23 Directions are issued from time to time by the Central Government (Deptt of OL) to its
employees and offices for full compliance of the provisions of the O.L. Act and the O.L.
Rules. It is also the responsibility of the Administrative Head of the office to ensure that these
directions are complied with.

[Rule 12 (1), and (2)]
1.24 Numerals
The international form of Indian numerals (1,2,3,4,5,6,7,8,9,0) should be used for the official

purposes of the union.
[Article 343(1) of the Constitution]

1.25 The President may authorize the use of the Devanagri form of numbers
(1,2,3,4,5,6,7,8,9,0) , in addition to the international form of Indian numerals, for any of the
official purposes of the union. Under this, use of Devanagri form of numerals along with their
international form is allowed in warrants of appointment of the Governors of States, Judges

of the Supreme Court and Judges of the High Courts.
[Article 343(2) of the Constitution and the Ministry of Law
Notification No S.R.0.938-A dated 27th May 1952]

1.26 Except as specified in Para 1.25 above, wherever numerals are required to be used in

Official work, only the international form of Indian numerals should be used.
[Ministry of Home Affairs, Department of Official Language OM No 1/14034/03/82-0.L. (A-1), dated 6.9.1982]

1.27 Transaction of business in Parliament

Hindi or English may be used for transaction of business in the Parliament.
[Article 120 of the Constitution and the Act 3 (1b)]

1.28 (1) Both Hindi and English languages are to be invariably used for the administrative
and other reports and the official papers to be laid before a House or Houses of the
Parliament.

[Act 3(3) (ii)]
(2) Under the above provision, the written statements given by the ministers in any Houses,
in reply to the call attention motion, adjournment motion and their suo moto statements etc.,

should be circulated in the House in diglot form only.
[Home Minister’s D.O. letter No. 12021/3/87
O.L. (B-1), dated 18th December, 1987]

1.29 Authoritative Texts of a Bill, Act etc.

(1) The English text of all bills to be introduced or amendments thereto, to be moved in either
Houses of the Parliament.

(2) Of all Acts passed by Parliament and of all ordinances promulgated by the President and,
(3) Of all orders, rules, regulations and bye-laws issued under the Constitution or under any

law, are deemed to be their authoritative text.
[Article 348 (1B) of
The Constitution of India]

1.30 Authoritative Hindi Texts of Central Acts, etc.
The authoritative text published under the authority of the President in the Official Gazette-
(a) of any Central Act or any ordinance promulgated by the President; or



1.22 T THR & T FRT & TR T H I8 IWARIE 8 o6 98 I8 GHIHd FL 6
TS SR TR TrerTeT fer o s T wfd ®9 ¥ ST 2 W 8 3R 36 THSH & fag
SUFh R TR ST o I ]

(e 12 (1)]

1.23 5 TR (TSI fIdTT) GRT TsreT A SR asrer 3w o Susel & 9 @@
AT o TTT ST FH=TIET ST HRATCTAT T FHI-FH T TR (w1 SR o ST &) e
o JRITEIh TUT o1 I8 Wi STaTRIcd € foh 7 39 fewil a1 uter giiema =i

[ 12 (1) 31 (2)]
1.24 3%

T o ITEHIT TSI o TT WL 37ehi o =AW 9 (1, 2, 3, 4, 5, 6, 7, 8, 9, 0) T

o AT S
[EfereT =1 19 343(1)]
1.25 Tsgufd, T o ITEh FASHT § § fohet s o foTt Wit Sient o ST-arsd €9 o Afdih
AT ®T (2, R, 3, ¥, Y, &, 19, ¢, %,0) T FANT ATk s Hehd &1 6o ST T=AT & TouTar’,
I ATATA o =ATATHIRTT 3 I5a AT o =TT 31 FR[fh o ST o foT i siehi

o ST TET o AN 3ol oh STFRT T T TART FA i SIATT & T8 2
[SererT 7 T8 343 (2) 3 forfer warrerr st AR &.
TH. R, 3. 938 T, feish 27 W8 1952]
1.26 37H T 1.25 T BIGHL T THR o HTHRTST 8 Srat el of STehT T TANT FEAT &1 T shaled

TR 3T o ST TG 1 & T2 o Sy

[7TE VAT, TSTHTNT forImT 1. 318, 1/14034/382-
TAT(F-1) T 6-9-1982]
1.27 GOE H &
e T o o Toru et = it g off ST 9= o 18 I Hehed 2
[wfeream s1=ee 120 3R At 3(19)]
1.28 (1) T8E & fordll TeT a7 TeT & THeT T T YIME(He a7 =T AfqdeT 3R Tihia
TS O feet 3T 7T Q1T srerety § g Stfar §)
[erferfmg 3( 3 ) ii]
(2) SR WM o Sarta wERT g foifad ahea 9 T SammTeReior T o I H, T
TEAT % ST H 37U 39 AU ST ot achedt A1 T 1 fgumeft &9 0 & wicanfora fere s

[778 Hft =T 3130, O . 12021/3/87-.H1.(@-1)
feAieR 18 fags, 1987)

1.29 Torareren, stfarfaw onfe w1 aTfareRd uTe

(1) W9 % Tedsh Hed | qUEUd fohg ST aret foreft foreiren am sreatferd fop ST armet ferelt wiire
T,

(2) Gae g uTia foret srferfaem o eeufa grr swenfua feredt sreamest =, 3iit

(3) Hferam = fereft farfer ok o1efiT ST fopw w1 forelt strewn, Frrem, farfoemr ofit sufarfr =1 ferera are
SIS WIS | /HT ST 2

1.30 g tferfrae anfe et wfereRa &t Ut
ITEEHTT TS-U51 H Tl o ATTRR & TeRTTRTT AT UTe-
() Toreft sheftr ferferrm st arseufar g weanfua fereft SteamasT o1 SteaT

[wiferem sg=es 348(1@)]

4
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(b) of any order rule, regulation or bye-law issued under the Constitution or under any

Central Act, to be the authoritative text thereof in Hindi;
[Act article 5(1)]

(c) The Hindi translation of the authoritative English text of all bills and amendments thereto
introduced or moved in any House of the Parliament is authorized by the Minister concerned
in the case of official bills or amendments thereto proposed by the Government and under the
signature of an authorized officer of Rajya Sabha / Lok Sabha Secretariat in the case of Bills

or Amendments thereto introduced or moved by a private member.
[Act 5 (2) and O.L. Notification No. 11011/2/72- O.L (A.1), dated st January, 1976]

1.31 Authoritative Hindi texts of State Acts & Ordinances

Where the Legislature of a State has prescribed any language other than Hindi for use
in Acts passe by the Legislature of the State or in Ordinance promulgated by the Governor of
the State, a translation thereof in the Hindi Language published under the authority of the
Governor of the State in the Official Gazette of that State is deemed to be the authoritative

text thereof in the Hindi language.
[Section 6 of the Act]

1.32 Language to be used in the Supreme Court/ High Courts
All proceedings in the Supreme Court and in every High Court are required to be in
the English language:
[Constitution Article 348(1) (a)]
Provided that the Governor of a State may, with the prior consent of the President,
authorize the use of the Hindi language, or any other language used for the official purposes
of the State, in the proceedings excluding judgment, decree or order passed by the High Court
having its principal seat in that State.
[Article 348(2) of the Constitution]
Under this provision, the use of the Hindi language has been authorized in the High
Courts of Allahabad, Jabalpur, Patna and Jodhpur situated in Uttar Pradesh, Madhya Pradesh,
Bihar and Rajasthan respectively.

1.33 (1) The Governor of a State may, with the prior consent of the President, authorise the
use of Hindi or the Official Language of the State, in addition to the English language for the
purposes of any judgment, decree or order passed or made by the High Court of that State but
it shall be accompanied by a translation of the same in the English language issued under the
authority of the High Court.
[Section 7 of the Act]
Under this provision, the use of the Hindi language for any judgment, decree or order
has been authorized in the High Courts of Allahabad, Jabalpur, Patna and Jodhpur situated in
Uttar Pradesh, Madhya Pradesh, Bihar and Rajasthan respectively.

(2) Judgments, decrees or orders passed or made in Hindi by these High Courts are to
be treated as authoritative and authentic. The requirement that such judgment be
accompanied by a translation in the English language under the authority of the High Court is
an additional statutory requirement. The same, therefore, does not take away the authentic or

authoritative character of the judgment delivered in Hindi.
(Deptt. of OL OM No. 1/21011/12/76-0L (A-1 dated 6-4-1974)



(@) wfaem & 3refiT I forelt St erfufamg & orfim ferer o foreft errest, fram, fafSem ar foredt
ISR ST RMTEEhTE TISTORT H Tgufer o TR & oM feat § 3TaTe, Seeht it # Tfershd w1g /T
ST Rl

[t am 5 (1))
() w6 forelt oft wa | Ui oy ST oot foreiren], STTeHT o SISt AT # Wiftrehd q18 6t
fedt o argame, Teart fordrersh am fordlt fortireh o weier  XepR SR SeaTfard Eie B TR Haifera wt
T 3R Tgae TS o fIeIeh a1 WIgale Uae R YEatiard ESNe g W TS 99T / Al 99T &

GferaTery o ek SRR o STerl § Wferehd fohAT ST 2
[t 5(2) T TSI SRR . 11011/2/72-

TAT(F-1) TR 1 SHa, 1976]
1.31 Tt 3 sttt sreargent o wftreha fédt ute
STet foret T o fore ded 3 38 TS o fou dea g uiia Afifadt 1 s su s &
TSI T TSI ST § TN o 7w &t & firy s wmwr fFuifia i g, sisq o &
TSI o6 TR & I TS F ITHH TSI H 36 A (H A7 ST 1 fal § FHTRIT AL
T&t e & SHeRT WIfRrRd TS W ST 2
[aferfrae am 6]

1.32 I5°AW / 39 ~ATATAY hi WTST
IIAH AT IR T I=a AT § G smrdanfEat 7o et & Y S smfera €
[EfT ST 348(1)(%F)]
U], ot TS o1 TSAdTe, Tgutd sl 8 wEAfd §, 36 3= =ArTerd ekt 1 T 39
TST 1 2, I wEaiE 7 (S0 e 510 f5u mu fuly, fesht, ar stewn = sige), &t amr
3G TS o I SRATSHT o ToT ST & ST aTeft fofeft 7= T 3B SR STfrehet st wehell 21
[fereT 3173 348 (2)]
T UM % e I TawT, 7ed Yaw, foren SR T § fed sareree, Sy, ge
3R ST == e # fédt st s firerd foram w21

1.33 (1) Torelt T= =1 T, Tegatal st qe el |, SIS s o sAfafw, & ar su asy
TSTHTST T YT 3 TS & o9 AT S0 TR 37 fou g foreft ot fesht am et & wase &
fTw off ferka ot ToRaT =, W U Reufa # 36k |re-aTy v <R o SIER ¥ e
ST AT H IHRT STaTE i |y R S|
[T & 7]
T TS o ST 3T T, Feawex, o iR Trorear # féord setreree, Seey, get i
ST Soet e | ok, fesht o straet o forg feédt st s sferepar ferarm T 2

(2) 3 =9 =T g Tt W fou e ot fesht am atrast st wifershd o7 STt o #rT
S| FE e foh W folat & | S=a e % iR | et T Sish wi § srfere
wftaford feran STe, wen sffies wifsreren stier 8, sod fédt § fouw e frofar s stfersrmnfor an wiierepa
TIET GHTE e Bl

[CISTTST ForIeT ST, &, 1/21011/12/76-T.491.(%-1), &1 6-4-1976]



1.34 Under section 4 of the Official Languages Act, a Committee on Official Language has
been constituted. The Committee has Thirty members of whom Twenty members are from
the House of the People (Lok Sabha) and Ten members from the Council of States (Rajya
Sabha) elected by the members of the House of the People (Lok Sabha) and the members of
the Council of States (Rajya Sabha) respectively, in accordance with the system of
proportional representation by means of the single transferable vote. It is the duty of the
Committee to review the progress made in the use of Hindi for the Official purposes of the
Union and submit a report to the President making recommendation thereon. The President
shall cause the report to be laid before each House of Parliament and have it sent to all State
Governments. The President may, after consideration of the report and the views, if any,
expressed by the State Governments thereon issue directions in accordance with the whole or
any part of the report. The directions so issued shall not be inconsistent with the provisions of

Section 3 of the Official Languages Act.
[Section 4 of the Act]

1.35 Spread and Development of Hindi

It is the duty of the Central Government to promote the spread of the Hindi language,
to develop it so that it may serve as a medium of expression for all the elements of the
composite culture of India and to secure its enrichment by assimilating without interfering
with its forms, style and expressions used in Hindustani and in other languages specified in
eighth schedule and by drawing, wherever necessary or desirable, its vocabulary, primarily
on Sanskrit and secondarily on other languages. The responsibility for the compliance of this

provision is mainly of the Dept. of Education of the Central Government.
[Art 351 of the Constitution]

1.36 Definition of Central Government Office

Under rule 2(b) of the Official Language Rules, the following offices have been
treated as Central Government Offices:-
(1) Any Ministry or Department or Office of the Central Government:
(2) Office of any Commission, Committee or Tribunal constituted by the Central Government
(3) Any office of the Corporation or Company owned or controlled by the Central
Government.

Therefore, the Official Languages Act; and the Official Language Rules also apply to
Public Sector Undertakings and Reserve Bank of India and all other Nationalized Banks
including National Bank for Agriculture and Rural Development, Industrial Development
Bank of India in the same way as they apply to the Offices of the Central Government.The

Official Language Policy of the Union applies to them also.
[Deptt of OL OM. No. 1/14013/35/85-OL (A-1)dated 6-8-1985
[OM No. 12027/77/86-OL(B-2), dated 6-8-1987]

1.37 Implementation of the Official Language Policy in the Union Territories
(1) Similar arrangement should be made to implement the Official Language Policy of
the Central Govt. in the Union Territories of Delhi and Andaman & Nicobar Islands as has

been made for the Ministries/Departments as well as other offices of the Central Govt.
[F. No.1/14034/12/88-OL (A.1) dated 47-1989]

(2) Similar arrangement should be made to implement the Official Language policy of
the Central Govt. in the administrations of Dadra and Nagar Haveli Lakshadweep and Daman
& Diu as has been made for the Ministries/Deptts. as well as other offices of the Central

Govt.
[F. No.20034/80/91-OL (R&A) dated 16-10-1991]



1.34 TroTTeT SAferfSRrm i e 4 3 37efiT wadir Trerm afufa nfsa S {1 @ afufa @ 30 we=r €,
e & 20 v T 3 AT 10 TST AT o ST &, ST SHUT: Tk AT o HeeT qUT TSI T o Heet
R STTcreh Sforear sTomTett 3 STTHR et wshHvi Ha gr et fore e ) sa wfifa e
2 fo a8 © & Tt ST o forg fdt ok srRinT 7 ot T8 STt st qAfeeted 3R 39 W R
A g AR 1 ThreaT | Tgdld 39 Tfqae i 66a o 8L de o He Wara i avll Ts
LRI ! frsraman| Tegafar 39 gftee o 3 38 W Usg T 1 afe 1S ud ook 3T & df 37 9T
TR o o Wit 3 Wfcraiat o AT 38eh fohelt Wit o SATER fHaRT fehret |efil, T 59 e et g

e wrerame stfRifam < a3 % Susyl § srEd TE g
[3TTITRm & 4]

1.35 T&t o1 v 3R foremmar

T TR T I heiod & foh o fEt WToT oA TER SIGT, 3T 3T frehrer ohL q1fer a8 AR
T T TR o |t qeat i Afeafth st uread o Tk ST &t v st wela § gwaay fog
mﬁmﬁ%ﬁaﬁwﬁmwﬁﬁﬁﬁﬁgwﬁmwﬁ%mw et 3R
qﬁﬁwﬁﬁaﬁmaﬁtwwma@ﬁaéwﬁwmﬁﬁmw T&Ra ¥ 37T
T mwﬁﬁwmmﬁgwﬁwﬁaﬁﬁﬁaﬁl saww%mmaﬁ%ﬁaﬁ
TG AT T o e fordm ot 2

[Eferem S1g=ee 351]
1.36 eI TN o SHTATAAT <hl UTeaTyT
TSI 3R 2() o 3TTHR T ORI o ShIATCTd o ST et T RIHe 8-
(1) FETT TR T RIS HATAT AT I AT T

(2) 5T TR ST Torgeh foreft ST, ity 2 AfereRtor 1 1S e TR
(3) T TR o TTiHca A7 =107 3 7efi foreft fSemr am shoft ot RIS it

TR ShEild TR oh ST AT T AN] BId 1 T i TSTHTT ey 37 72 +ff g greft 2

[XrSTTST ferTT ot STt O . 1/14013/35/85-T.9T.(F-1) T&ie 6-6-1985]
[FTIT. . 12027/77/86 TMT.(@-2). fish 6-8-1987]

1.37 €9 IMTEA QX0 | qorATaT =ifer st shrari=aae

(1) &= Uo7 &l feeett i UM Fehis 517 T H sl TR 2l TSI i sl TR
T T ST TR shT SHET Al S IST6 TR shefld TR o HaATerl / formit qem 31=1
SR TS o H 3 715 8l
[BIS ©. 1/14034/12/88-T1.9T.(- 1) fertieh 4-7-1989]
(2) STET I T B FRITE, ST TR I GHOT o et SRIE H TSt fifet o S1aret
! SHET IET TR =hl ST {576 TehT hsiid HTehTL oh AT/ [Tl Qe 31 shlierdl ATM o o
HTE

[Tee ©. 20034/811/91-1 TAT.(31.1.) T 16-10-1991]



CHAPTER 2
ORDERS REGARDING THE OFFICIAL LANGUAGE POLICY

2.1 Definition of General Orders

All orders, decisions instructions and circulars intended for the departmental use and which
are of standing nature and all such orders instructions, letters, memoranda, notices, circulars
etc. relating to or intended for a group or groups of Government employees are known as

"General Orders under section 3(3) of O.L. Act.
[OM No./14013/2/78-OL)A-1, dated 19-5-1978]

2.2 Publication of Statutory Rules etc. in the Gazette of India both in Hindi and English
In pursuance of section 3(3) of the Official Languages Act, 1963, the Hindi version
of statutory rules, orders etc. which are required to be laid before the Parliament, is made
available by the Official Language Wing, Legislative Department Ministry of Law. The
Ministry/Department concerned should prepare two copies of the draft in English version of
the document of the type mentioned above and send one copy thereof to the Legislative
Department and the other copy to Official Language Wing under the same endorsement date
and serial number. The Legislative, Department will finalize English version of the rule,
order, notification etc., and return it to the concerned Department as usual after vetting and
legal scrutiny. The Official Language Wing will prepare the Hindi version of the rule, order,
notification etc. as finalized by the Legislative Department and return it direct to the
concerned Department. The Ministry/Department concerned should ensure that both the
English and Hindi versions are duly signed and sent on the same date to the press for

simultaneous publication in the Gazette.
[OM. No. 2/18/68-OL dated 20-3-1970]

2.3 Authorized Hindi version of the Central Acts, Rules, Regulations etc.

The responsibility for preparing the authorized Hindi translation of Central Acts,
Rules, Regulations etc. is that of the Official Language Wing of the Ministry of Law
(Legislative Department). Sometimes requisitions are made for printing of only three or four
copies of the authorized Hindi text. It not only involves a lot of labour, but also results in
expenditure to Government. It would, therefore, be appropriate to inform the Official
Language Wing of the Legislative Department the number of copies required to be printed,
bearing in mind the number of copies of the authorized Hindi version required by the Public

and those for official use.
[OM. No. 14011/2/81-OL (A.1), dated 21-11-1981]

2.4 Preparation of International Agreements and Treaties signed in India both in Hindi
and English

(1) The Hindi translations of the English Tests of Treaties and Agreements should be
prepared by the Ministries and Departments and got vetted by the Legal and Treaties Division
of the Ministry of External Affairs. Hindi should be used, in addition to English in all the
International Treaties and Agreements to be signed in India. However, the following are
exempted from being executed in Hindi:-

(a) Treaties and Agreements executed abroad;

(b) Treaties and Agreements of urgent nature when due to shortage of time it may not be
possible to prepare Hindi Translation;

(c) Multilateral conventions; and

(d) Treaties and Agreements executed by the Ministry of Defense.



A 2
TISTHTYT e dereft 2amesT

2.1 AT SAT9T <hT UiwTST

TTft WehTE ok wreft e, Frofer, sraer wfvos St formefer seivT % fore & e O et s,
ST, T, JT0, few, it S71fe St Tehrl sheaiat o Tg STYaT TRl o weg § A1 3 {7 &,
TSI ST <t & 3 (3) o STefF T 3Ry FaeTd 2

[TFTH. 1/14013/2/78-T.4T. (&-1), f&ieh 19-5-78]

2.2 witafires Framt enfe &1 wre 3 ot § R ofit il & wehtor

TSTT SR 1963 ST 9T 3 (3) o SO H 66e H T&d fohT ST aret wifarferss f=mi,
Iesn anfe o1 Rt wurax fafer dorerm w1 faumft favmr @ @e) daR war 21 EEita
TR/ frvmT et =Ry foR Sfeaifad sore (qwaras) 3t & wfaat dam sheh, Tk Sfer faremeft fermr sy
I ZHL SHeh ST TS bl 6T IETehT A et qie AT shat W o f=avicl S forermeft forvm
T, rew, STferga o SIS w9 i HfaH w9 I SR Si= U1 HHAT GHiET % S1e Heiferd fawm
1 witerem) foremft formr = fem, staw, siferger snife @ o w7 o sifow w9 fa 2, sae &
TR TSI ©€ ZRT ik Faiferd fovmT 1 witer e smorm weifea samera/favmr aHt &9
forferaa gwaTer e Tt H TeRRTe JEUITer 1 U §1Y Uo & aRiE H ST i

[STTeTT €. 2/18/68-. 9T, f&. 200-3-1970]

2.3 e srferfoam, fram, ot anfy w6 wftrera Rt same

e AT, et SR fafemt i mitepa /et srqame fafer wamerr (foremft forem) &
TSTTYT G R forarm Siar 21 heft-aeft srifereher fédft e <t 3 = 4 vt oft o ot wi & St @)
qiCw d ST &1 8, T T BT ) FAiTT MTied et STaTe shi S9eTy ST et Sfaat i e i
AT ST SR AT ST STt ST FHraiert § ST shi ST aTelt ST shi S H W L gl fofer fowmr
& TTITST T T Hsil S|

W.ET.U.I/MOII/Z/SI-U.’:IT. (EF-I)%. 21-11-1981]

2.4 ARA | TEATER ThT T ITeT S-arTedi™ sharl iR wite ot fEe-oisit ST wmmen o
T feraT ST
(1) e/ form wiferat ST i o SIS 9131 1 3T{aTe IR L SR faawr wored  fafer oty
T | S 0| R H gEd1er s 9T arell @t stawrsdia Gitm ofit st & forg oish
sAferfieeh fedt =t s foran s fopeg Frferfie =it féd & frenfeq s wa fr e 2

() Terdst & <t 718 wfert 3T

() TeehTet TehR ohl Eerat S R SehT GHaTTe o SRl fEel STaTe qam i1 € e
R ERRGIREE IR RECI

(1) &7 WA Shl Tt 37 |




However, in the case of items (a), (b) and (c) above, Hindi translation will be prepared and
kept on record.

(2) Under the Official Languages Act, 1963, Hindi is required to be used, in addition to
English, in all the agreements and treaties executed. However, with a view to avoiding any
difference about interpretation it may be desirable to consider only one text as authentic. As
such in agreements and treaties to be signed with non-English-speaking countries in their
own languages, English and Hindi, it may be appropriate to provide that in the case of dispute
English text will be considered authentic. In the case of agreements and treaties with English
speaking countries, efforts should be made to get both Hindi & English versions signed and
treated us authentic. However, in case of other party insisting that English version alone

should be treated as authentic, it may be agreed to for the time being.
[OM No 16/21/70 OL., dated 31-12-1970]
[OM No 16/21/70 OL, dated 24-2-1972]

2.5 Use of Hindi for preparation of Cheques and Drafts in region 'A'
In the Central Government Offices located in Region 'A" all cheques should, as far as
possible, be prepared in Hindi. Nationalized Banks located in Region 'A' should, as far as

possible, issue all cheques and drafts meant for Region ‘A’ in Hindi.
[OM No. 1/14011/3/79- OL(A-1) dated 7-2-1981

2.6 Use of Hindi in writing addresses on envelopes and use of Machines for writing
addresses and preparing bills etc. in Devanagri

Addresses on envelopes of communications meant for delivery to local offices and
Individuals in Delhi and other Hindi speaking areas may be written in Hindi. Addresses on
the Communications meant for delivery to Central Government offices located in the states of
Gujarat, Maharashtra and Punjab also may be written in Hindi:

(1) In the offices located in Regions 'A' and 'B', Devanagri embossing machines should be
installed with the addressographs as there are many big offices. In region 'C', which have
considerable correspondence with offices located in Regions A and B, the provision of
bilingual addressograph should be made in these offices also.

(2) Arrangements should be made for training the employees working on these machines in

both Hindi and English. The employees working on addressographs should have knowledge

of Hindi. The companies, manufacturing the addressograph machines, should be asked to
give the necessary training to such employees for working on addressographs in Hindi also.

[Order No. 15/50/62- OL dated 30-7-1962]

[Order No. 6/50/69- OL dated 24-11-1968]

[Order No. 1110/51/72- OL dated 27-6-1973]

[OM No. 12015/9/76- OL(B) dated 16-11-1976]

[OM No. 12024/4/90- OL(B-2) dated 16-5-1990]

2.7 Publication of the list both in Hindi and English by the Ministries/Departments
containing names of their subordinate offices and corporations.

For the convenience of the issue section to write addresses on envelopes in Hindi,
each Ministry/Department may get the list of their subordinate offices/corporations etc.
prepared both in English and Hindi and distribute the same to all of their offices One column
of the list may contain the names and addresses of offices etc. in English and the other
column may have names and addresses of offices in Hindi in Devanagri script. In case Hindi
name of any office is not known, the English name of the office may be written in Devanagri
script.
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[RLITE. 16/21/70 THTR. 24-2-1972]
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[TITH. 15/50/62-T. 9T.. 7. 30-7-1962]
[TITH. 6/50/69-T. 9T, f&. 24-11-1969]
[FTITH. 11015/51/72- THT.(@), f&. 27-6-1973]
[FTITE. 12015/9/76-T.97.(@), T 16-11-1976]
[FT.ITH. 12024/4/90-T.97.(@-2), &, 16-5-1990]
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Sometimes, the lists of often used addresses are kept cyclostyled and the same are
used by cutting out the relevant portions and pasting them on the envelopes. The addresses
concerning Hindi speaking areas and the offices located in Gujarat, Maharashtra and Punjab
may be got typed in Hindi and the cyclostyled copies be made available to the issue sections

so that they may conveniently paste them on the envelopes.
[OM No. 12015/5/75- OL(B) dated 12-3-1975]

2.8 Name-plates, rubber stamps, office seals/ letterheads and logos

(1) All the rubber stamps, Office seals used in all the Ministries/Departments and other
offices of the Government of India should be in bilingual form with Hindi letters on the top.

(2) The rubber stamps for designations, names of offices, addresses, which are to be prepared
in bilingual form under the existing orders, should have one line in Hindi followed by one
line in English or matter may be written in Hindi followed by English in the same line. These
instructions are applicable in the case of stamps, which are to be prepared in future.

(3) Where sufficient space is not available for affixing bilingual stamps on bank cheques,
rubber stamps in Hindi only may be affixed on the cheques in offices etc. of the Regions 'A’
and 'B' and only in Hindi or English in offices of Region 'C'.

(4) The rubber stamps which are prepared in lieu of notes etc. may be got prepared either in
bilingual form or in Hindi only in offices etc. of Regions A, and 'B' and in Hindi or English
only in offices of Region 'C'.

(5) In preparing rubber stamps, the letters of all the languages should be of the same size.

(6) Name-plates, rubber stamps letter- heads and logos etc. of the offices located in Regions
'A" and 'B' may be prepared in bilingual form.

(7) Name-plates, rubber stamps, letterheads, logos etc. of the offices located in Region C may

be prepared in trilingual form.
[OM No. 559/68- OL (A-1), dated 17-10-1968]
[OM No. 1/14013/18/85 - OL (A-1), dated 14-1-1985]
[OM No. 1/14034/1/87 - OL (A-1), dated 30-12-1987]
[OM No 12024/2/92 - O.L.(B-2), dated 21-7-1992]

2.8.1 Use of languages on hoardings in public places—regarding.

As per the Official Language Policy of the hoardings made and installed by Public
Sector Undertakings/Companies/Organizations of the Government by should also be bilingual
or trilingual, as the case may be. Where it is not possible to get all the hoardings made in
trilingual form, it may be ensured that the hoardings installed in a particular area/ city/suburb
etc. should be made in all the two or three languages and the number of hoardings in each
language should be the same. The use of English hoardings may be avoided if not required,
but these hoardings should necessarily be in the Official Language of the state concerned and
in Devnagari Hindi.

2. All the Ministries/Departments etc. of the Central Government are requested to bring
the above orders to the notice of all Companies, Undertakings, Nationalized Banks and
financial institutions owned by the Central Government for ensuring compliance with
these orders. A copy of the instructions issued in this regard may please be forwarded to

this department for information.
[0.M. No. 14013/2/96-O.L. (P-1), dated 6.5.1996]
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[T ST, 9. 1/14013/18/85- T.HT.(-1) f&ieh 14-1-1985]

[RTSTE. 1/14034/1/87-T.91.(%-1), f&ieh 30-12-1987]
[IITH. 12024/2/92-T.91.(@-2), f&ish 21-7-1992]

2.8.1 ATk AT U THITT AT AT “FITSTT W ATHTAT ShT T

AT LR o TSI & o SUshH /U -1/ TSI, SRT ATehe H AU HTAT o e mor &
T SITemRl ST =Tt "B TrsTTe ifer oh 1@ fwiven 2 Grarives & 3, Sfef St feerfd 2, s
T ETE SITY)| STEt & "RiTer" ot BrTet searm e = 21 af 78 gifa foram e for foreft &y
3U-TTR 31 H ST ST ST "I 2141 3T T 9Tt § e sht ey STU 37T 39ehT &A1
G Bl AlS ST = B Al SUSH W 3 BIST 5 ST 7 foham ST, v’ Heiferd e shl [T
I T Tt 7 famda: BifE sar st ey s

3. %% TR o Al TATeRI/ T @Tfe & g0y ® foh o SuIh STel o R i
FAT o FTT ST o5 o SATTHea | |fl T, STshHT, TSETaad siehi, forefier weematt a71fe o e
T AT S 39 Hatg § ST Fore T eI ot wifer s forgt et el S

[ FTILH. 1/14013/2/96-T.41. (fifd-1) ik 6.5.1996 |



2.9 Mode of writing names of persons in Devanagri script on name-plates, rubber
stamps etc.

There is only one way of writing the full name on name-plates, rubber stamps etc. in
Devanagri. There are, however, different ways of writing the abbreviated name. For instance
if the name of a person is Dina Nath Sharma, his abbreviated name can be written in
Devanagri script in one of the following ways:-

(1) The initials may be written according to Devanagri alphabet with full vowel sounds

before the surname viz. &1.1T. QAT

(2) The initials may be written according to Devanagri alphabet but without the vowel
surname viz. G.sT. QAT

(3) The initials may be written according to the Roman alphabet in Devanagri script viz.

31 U .QrAT

The writing of one's name solely depends on the discretion of the person concerned. If any
person wants to write his name in a particular way, he can’t be forced to write it in any other
way.

[OM No. 1/14013/3/76 - O.L.(A-1), dated 10-6-1976]
2.10 Name plates, public notices etc. of organizations established and aided by the
Central Govt.

It will be appropriate that name plates of the organizations established and aided by
the Central Govt having their offices located in Hindi-speaking area (eg. Sangeet Natak
Academy, Sahitya Academy and National School of Drama etc.) are in both the languages i.e.
in English as well as in Hindi and they should issue their public notices bilingually. This will
be convenient for the people of those area.

Name-plates, rubber stamps, letterheads, logos etc. of the institution located in the
Regions ‘A', and ‘B' may be prepared in bilingual form.

Name-plates rubber stamps, letterheads, logos etc. of the institutions located in the
Region ‘C’, may be prepared in trilingual form.

[O.M. No. 11020/12/722 - OL (A-1), dated 7-6-1972]
[O.M. No. 12024/2/92 - OL (B-2), dated 21-7-1992]

2.11 Use of Hindi & English both for signboards used in conferences

Both Hindi and English languages should be used on signboards etc. at all

conferences and meetings organized by various Ministries particularly in Delhi.
[0.M. No.6/52/69-OL dated 29-12-1969]

2.12 Use of languages on notice boards/name plates to be displayed by the Central Govt.
offices located in Non-Hindi speaking areas.

Name plates/notice boards to be displayed for the information of the public by the
Central Government Offices and the Undertakings located in non-Hindi speaking areas
should be in Regional Language, Hindi and English and the languages would be in the order
mentioned above and the letters of the script of all the languages should be of the same size.
Name plates, signboards, letterheads etc. for internal use of the offices should be prepared

both in Hindi and English. For the present, status quo may be maintained in Tamil Nadu.
[O.M. No. 1/14013/5/76 -OL (A-1), dated 18-6-1977]
[O.M. No. 1/44013/2/86 -OL (A-1), dated 26-2-1986]
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[hT.STE. 1/14013/3/76 THT.(%-1), . 10-6-1976]
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& ¥ Teerq 8, IaTeuTTed, Tl A1eeh STehTeH, Hifeed SThTaHT, TR Thel A% ST AT % &t Wit
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o' 3T G & H TR GEAme ° AW-vg, TS ol Alel, TA-3S o (Fdfier) fe feumef s &
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S|
[RT.HT. §. 11020/12/72-36 T. T, 2. 7-6-1972]
[SRT.ST. ©. 12024/2/92-T.97.(@-2), f&ieh 21-7-1972]

2.11 AT H @TgT Jiet o foru R 3R oot S st v
forfir=t oot grr St aft geieEt SR daent | fosive feoett |, gt @rga et anfe
UL BT WTT3AT ST ST ST A1)

[T.SH. 6/52/69-T1.91.ferieh 29-12-1969]

2.12 A et &=t # R ShfiTr swraterat ®§ dret, AW-ugt ATl § WIeTen T g=nT

AT vt &l o feord s Srferl # ST sl FeT % fAT TIe ST et i o drel,
ATH-9g AT I GRT SHAT ht G o T T ST 3Tt Afew siret 3mfe § &t s, Rt o
ST 3T ST oA ST foreent SR oft 6t ' A |1 o weft vrrety i fAftR 6 erel @ MR
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[T, S8, 1/14013/5/76-T.91.(%-1). f&ieh 18-6-1977]
[T, SITH. 1/44013/2/86- T.HT.(-1) fertior 26-2-1986]
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2.12.1 Use of Languages in notice boards, name plates etc. displayed by offices located
in non-Hindi speaking areas and uniformity of Designation therein

For writing designations, names of offices etc. in the regional languages on notice
boards, name plates etc. in the offices located in non-Hindi speaking areas, the designations
and the names of offices given in the Consolidated Glossary of Administrative Terms brought
out by the Commission for Scientific and Technical Terminology, Ministry of Human
Resources Development (Department of Education), Government of India should be used so
that there is uniformity in their use.

In case the concerned state Government has decided to give an office or designation a
name in regional language, the same name or designation may be used for writing them. The
Department Undertaking / Bank have the option to change the same in accordance with the

relevant order.
[O.M. No. 11034/13/87-R.A. Unit, dated 4-1-1988]

2.12.2 Use of languages which have been authorized by the State Governments
to be used for official purposes in addition to Hindi and English on boards, sign
boards, name-plates and direction signs in states using Hindi as the first language for
official purposes.

The issue of usage of Languages in addition to Hindi and English which are
authorized to be used for official purposes on boards, sign boards, name-plates and
direction signs in Hindi speaking States, i.e., States situated in Region 'A' (States whose
Official Language is Hindi), has been seriously considered keeping in view all relevant
aspects.

2. Keeping in view the convenience of the general public residing in these states, and
the welfare of large sections of the society, it has been decided that all Central Government
offices, Public Sector Banks and undertakings may write/print/paint/engrave
information/materials on boards, sign boards, name plates and the Direction Signs, in
addition to Hindi and English, in such languages as are authorized by the State
Governments for use for official purposes. The size of alphabets in all languages will be
the same.

3. The boards, sign boards, name-plates and direction signs shall first have Hindi
written/engraved or printed/painted/engraved. The order of the Official Languages of the
states, and the English language will be determined by the concerned department or the
state government.

4. For non-Hindi speaking states i.e. states located in regions 'B' and 'C', instructions
contained in O.M. No. I/14013/5/76-O.L.(Impl.-1) dated 18.06.1977 for Boards, Sign
Boards, Name plates and Direction signs, according to which the regional language, Hindi
and English are to be used in the same order, will remain the same.

No. 1/14013/07/2010-OL(Policy-1) Date: 7.4.2011

2.13 Invitation Cards of Government functions

Invitation Cards for all Government functions may be issued both in English and
Hindi, English being used on one side and Hindi on the other. Regional languages may also
be used in them, wherever necessary, in addition to Hindi and English. The manner in which

the invitation cards should be printed trilingually has been left to the organizers.
[O.M. No. 12/9/60-OL, dated 21-5-1969]
[O.M. No. 5/56/70-OL, dated 19-5-1970]
[O.M. No. 11015/80/72-OL, dated 10-6-1974]
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2.12.1 fE vt &t # Rua swraterat & aiEt, AH-ugt eArfe & WIeTen T =T 9UT geATat
H TRETar

FAfeet Tt &t o feora i | SEt, TH-Ugl 3TfE § e, ShiEied 1 A1 e arer
o & fore we darem fashme wemer (fRmer fovm) & Sk qerm deieht TrsaTaett AT gRT
TeRTIST TR IRTTEH 'STecTaett | fIU 7T qemT ST shrIferd T shl YINT fohaT ST difeh Taeddr
EEIRE

e forel) hrIier™ & 19 I 9™ o foTT Seifd TsT STeni g S 9TST H 979 T@T 74T & a
& 9T T Rl AT A7 e forard TH SHT ATH/9e T Rt ST TSR ST ekt =) Jfe forvmy SushA,
Sk ST =T T Eel e o STTER 3 Saet Hohdll 2

[T, ST.E. 11034/13/87-7.1a1.ushen femieh 4-1-1988]

2.12.2 f&Et &t SRS T % ToTT Trum WTNT O 59 | TEAT S STl TSt § dvEt, |red
e, T Ut 3 fRvm-adhaet & o ot % srfafer 3 amarent @t v, 9 5w
T TR GRT IITEhI STttt o foT s & sfereha femam mmam 21

&Y wmdt Tt stfq < &t | feorg Tt (S Tt o T & @) § e, T s,
T gt N fewm-enaeht v et 3 sl 3 erfafies ST v, S foh sreehia s 3 fore g
T WU &, o TANT Eaiell Seror o @l STEfTTes qeqstl shi e o Teht TRt & forem fora
H
2. T USANH @ ATl STH ST shl Gl 3T EHIST o [IR1Tet S o HednT i e H WEd ge a8
frofer foqarm a2 o6 S wenm 3wt smrarferr, arelsiies &5 o Sieh qT SUshy Sel, A gt 3T fesm-
Tkt W et it S o Stfafier 37 wTwetl S U Rl R SMEhRT SRSHT % SN 2
sTfereRa <t AT 2, F et foreAfsa S SmE/SeEhtt Shil/Iha ayt TereT & weat w
TR GHH B
3. SIS, |igd d1S Amug SR fawr-sishash geiwem &t # fore/ssht ST steram Afsd/te/3chivl fohg
SR AT hY TSITSTSTY, o SAUST T9T i shH Heiftrd fovm ar osa geanr g e foman
STa)
4. TE&&iar ardt Teat erafq @ ST & § TR TsaAl o Set, @ siet, AW et 3 fam-
Tehaehl o fTT Tl 18.06.1977 & FATE JU T&AT 1/14013/5/76-T.41.(%-1) B ffea fdw,
oo S et T, et o STt 360t st o ST bt ST 2, e Tl

FHILE. 1/14013/07/2010-T.87, (Afe-1) Reisk 7.4.2011

2.13 TR FHRIET & foru Fmeor-as

auft T TR 3 FRsor-e &t ot st ST wrwrett § S foru STTd) 1€ % T 3T
3Tf BT afen 3R et STR fédh sTmavaerar  gem s fidt o Sfish & tffis e
ATTSTY SR A} ST foharm ST Hehat 21 Frsqifsers FHwror-us ford TohR ST S1TE, I8 o1 Sislsh W SIS &
T2

[T, ©. 12/9/60-T7.4T.f7k 21-5-1960]
[T H. 5/56/70-T0.41.f&1 19-5-1970]
[SFT.3T. . 11015/80/72-T.91. 71 10-6-1974]
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2.14 Writing of subjects on file covers in Hindi

The subjects on the file covers of all files of the following categories in the Ministries/
Departments and their attached and subordinate offices located in Hindi speaking areas may
be given in Hindi and English:

(1) Files containing noting and correspondence in Hindi.
(i1) Files opened in sections where 80% or more staff know Hindi.
(ii1) Files handled by staff who know Hindi or who have been trained in Hindi.

In other cases also the practice may be followed as far as possible on voluntary basis.

As regards the attached and subordinate offices located in Non-Hindi speaking areas, this

practice should be followed depending on availability of staff knowing Hindi or trained in
Hindi.

[O.M. No. 11015/2/73-OL, dated 19-1-1974]

2.15 Writing of name on plates on staff cars etc.

The names of the offices on staff cars of Ministries/Departments and attached and
subordinate offices located in Hindi speaking areas should be written in Hindi as well as in

English. The Hindi name will be on the top followed by the name in English.
[OM No. 11015/49/72-0OL, dated 7-9-1972]

2.16 Use of Official Language Hindi in international conferences/functions.

In supersession of all past instructions regarding the use of Official Language Hindi
in international conferences/functions etc., new comprehensive guidelines have been
issued on this subject. The previous instructions issued by the Department, as referred to,
are hereby withdrawn with immediate effect and new guidelines, as per the following
paras, be now followed:—

(1) Conferences/meetings organized by UN Bodies and Bodies affiliated to it: The
leader of Indian delegation will get his speech/address circulated in bilingual
(Hindi/English) form and will also deliver his speech/ address in Hindji, if he knows Hindi,
provided that services of the interpreter have been arranged as required.

(ii) Conferences/meetings organized formally by Global or Regional
Organisations: If the conference/meeting is being organized in India and is being hosted
by Government of India, the additional steps to be insured, besides those mentioned in
para 3(1) supra, are use of both Hindi and English languages in banners, badges, name-
plates, notice boards, etc. If there is no formal and legal bar in this respect, the literature,
circulars, agenda, minutes, press notes etc. should also be in bilingual (Hindi/English)
form.

(iii) Conferences/meetings of International Associations/Organisations and
Bodies in which India is a participating member: The leader of Indian delegation will
get his speech/address circulated in bilingual (Hindi/English) form and will also deliver
his speech/address in Hindi, if he knows Hindi, provided that services of interpreter have
been arranged as required.

If the conference/meeting is being organised in India and is being hosted by
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2.14 WT3A shadi 1 foo-fEhr o
T/ forrTt S f&t vmeft & o ot 3k Hearg, 9 SAefiee swrrieat § Feferiad wer it
Gl BIEAT o I harl W forser et 37X STt M7 wrarei ¥ forg s -

(1) 5 et & fevqor qeom o & 4 2,
(2) 3 STTAFTT Y gt T o 80 Siferer 2 3u& saaT =y fédt ST €,
(3) T&t ST aet a Tt & wistfara =i grr e St ameft gl

31 gl | oft STET ok B Hoh e 9§ g Yo shl Tgfd SAUATE Su) it vt e
T g Gerg 3R o7 St § f&dt S aret a1 R g st sl Sucisydr & SATUR W I8
TSI SAUTS 1Y

[T, 11015/2/73 T. 41, ferieh 19-1-1974]

2.15 ¥TH hT hHT Tt WA
Horera, foramT 3T et et &5t 7 feorg Telg ST 7efee el ¥ S shl Wiel W
SFHIITAAT o AT U A &t ST wrrsTy # fergary S| &6 & 7 Fux 81 31 3iUsh J 3ae =)
[SFTFTE. 11015/49/72-T0.51. 1341 7-9-1972]

2.16 AR TEHAT/AARIGT H TSTHTHT &8t oh ST daredt-

AT TEA/EHRIET TS | TeramyT Rt o T & Heler § TehR §RT THI-TH ST
aeft g e T SfershAYT SR BT 3 o o AU Ak ARtes(t fgia S s gu aE e geT @
fop foram g7 Swie affa qum e ot deenrer ST & AT cieRt T ATeRtt fegiat s et e
AT o STE TTe T ST -

(i) Tgww Teg FreRrar @ ged Ty, FenTat gRT At Ry ST et e / ek WA
wfafRrieet & Ja1 gRT A9AT wrwer / Sgiee fgumedt smor (-3t w1 7 uitnfera semm s
3T S o Tl e € AT AT Ao / Sgre, Tt o <, 5@ v o |y foh g ot Serd, Wi o
STTHR 3T LTS T &

(ii) efoeTives T O fargsamdt sreraT et Hreat gRT STAa arie s/ Saeh: 3R qHeH /
I3 WA | AT BI & TAT VT T FHh! TSI Ed! & ST O 3(1) | Jfora S
AR S, SIS, AT FeTIEl TS § fiat ST SIS a1 ATret 6 i gfaa form sy svr
39 Hele 7 i3 ST o faferer witser 78 @ ot wnfecy, e, e, Friw, Tedie e o
ot (-3t w0 o 29 =nfey)

(i) AT Ta/ETeAT qort frerrar Rl TRa Tk 9T o STl WEET €, g ST <y
T AT T/ A3eh: TR ST Teet 3 SaT SR 79T o7/ 3gied fgumdt (eh-siost) w0
T gfiefera e ST qer 7R 3 et Sd @ a7 79T 79T / Sgied et 3 2 39 31 o a1 o
Tt <t S i 3 STTER Sured TS TS 2
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Government of India, the additional steps to be ensured are use of both Hindi and English
languages in banners, badges, name- plates, notice boards etc.

If there is no formal and legal bar in this respect, the literature, circulars, agenda,
minutes, press notes etc. should also be in bilingual (Hindi and English) form.

(iv) Bilateral meetings/talks/negotiations etc. with other countries: The
instructions as stated in paras 3(i) and 3(ii) supra should be followed, as applicable.
Besides this, the bilateral agreements should be prepared and signed in bilingual form
(Hindi and English).

The members of Indian delegation should, as far as feasible, use Hindi in conversation
with their colleagues and counterparts during such events.

The Press conferences during the conferences/meetings being hosted by India should be
addressed in Hindi and English.

All the Ministries/Departments of the Government of India are requested to render all
necessary secretarial assistance and make arrangements like translators, interpreters etc.
according to the above mentioned guidelines.

[O.M. No. 1/14034/7/79-OL (A-1), Dt. 27.07.197]
[O.M. No. 1/14034/6/85-OL (A-1), Dt. 28.01.1986]
[O.M. No. 1/12024/6/37-OL (B-2), Dt. 20.04.1987]
[O.M. No. 1/14013/8/94-OL (A-1), Dt. 24.05.1994]
[O.M. No. I/15016/4/97-O.L. (P-1), dated 9.6.1998]

2.17 Use of Hindi in Exhibitions

Whenever exhibitions are organized in Hindi speaking areas or those areas where a
large number of people understand Hindi, extensive use of Hindi be made in such exhibitions
as a medium of publicity. Publicity material should be made available in Hindi also to the
extent possible. The Government Organizations and the Public Sector Undertakings,
participating in exhibitions etc. organized by the Trade Fair Authority of India, should make
use of Hindi in Exhibition to the appropriate extent and they should make use of Hindi in
naming/introducing the articles exhibited.

[O.M. No. 1/14011/1/75-OL (A-1), dated 3-5-1973]
[O.M. No. 1/12021/3/84-OL(A-1), dated 23-8-1984]

2.18 Use of Hindi in conversation during visits abroad

Whenever officials and Indian delegations go abroad, if they use Hindi in conversation with

their colleagues and counterparts, it will enhance the prestige of the country.
[OM No. 1/14034/6/85-OL (A-1), dated 28-1-1986]
[0.M. No. - 1/14034/2/2000- OL (Policy-1), dated 16.3.2000]
[0.M. No. 1/15016/04/97- OL (Policy-1), dated 09.06.1998]

2.19 Printing of manuals, forms, codes bilingually (in diglot form)
All forms, manuals, codes should be printed bilingually both in Hindi and English (in

diglot form) Hindi headings should come first followed by English headings on the forms.
The type used for Hindi letters should not be smaller in size than that used for English letters.
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I THIH / Si3h W H SIS Bl € ool I SToh el HSTeHT Ll @ dl o, ofsf, FrHaet
AT et SATfe et SISt QT STl 1 e gitar foram sy

I 39 efer | ahlg HAroariieh qot foferer Sfasty 7 2 qf anfeed, i, srigeh, sriem, See e
o fgameft (- w0 # 89 =fey

(iv) T 9N o wrer fEuefir Seew e/ awsita anrfe: SWit T 3( ) @@ 3(ii ) | afvfq fe =,
STeT e AT &I, T TR Y s8eh 3Afaieh fsuafta aweid fgwmd (fEe-simist) w9 # qaw fay s
F gEaraied foe ST

IR gfaffer deet o Ueer STet aeh SATaeTies 8, 379 T qT THeheT TeaIfrT o AT Ue Hiehi
o STt | Rt SR

WA GRT SRS G/ S3ehT o S BT ToehR e | deire fedt ST Stust a1 siomstl 4
2l

T HThTL o Tt Harerl/ feramii & e st @ fon Swieh arfofa wnfesft Rrgidl o srgam as
AT HiTaTeri1e T JeT 2hl ST qoT SFFTeshi, SHTTTAT 31T 2hT sarea hl STy

[T 6. 1/14034/7/79- T (%-1), femish 27.7.1979]
[TIE. 1/14034/6/85-T0.47 (%-1), feish 28.1.1986]
[T E. 1/2024/6/87- 4T (@-2), fertier 20.4.1987]

[RIITE. 1/14013/8/94-0- THT (-1), Fieh 24.5.1995)]

[LFTE. 1/15016/4/97- TAT (1), 6 9.6.1998) ]

2.17 Tttt # f& st v

R arefY &= T 91 3T ST | STet hY TRty S fEeT aued! €, TesitE § Te JeA o
w9 0 Tt o1 Afremifees sedaret foam Su) 39 & ° Yewiqat i g arft oft geme B o
IUASY S S| 38 HAX YT 3T 3o grr AN Jegif-at | 9InT o aTeft SRRy qeim
TSIk &1 o SEAHT ST SeRIRT TS 7 féaT 1 3uzh SAnT fopam Sg 37K 1 et # sl &
T/ aftery e o H Tt ot e s for sty

[T1.3T. ©.1/14011/1/75-T. 97 (%-1) f&mish 3-5-1973]
[I.THE. 1/12021/3/84-T. 9T (%-1) f&mish 23-8-1984]

2.18 Toreer am= & S araeia # & @ g
St o rfereert qur W e deo faeen i amT WS ar ST | ST wHeheT
AT o G STa=ia § f&eT ot ST ol dl SHY 237 3T a9

[TITHE. 1/1403/4/6/85-T.4T.(F-1) faih 28-1-1986]
[FTITH. - 1/14034/2/2000- T4, (e 1), T 16.3.2000]
[FTITH. 1/15016/04/97-T0.4. (Aifd-1), i 09.06.1998]

2.19 Fraw-geaeni, wTHt, et o1fe i Ed-oislt fEwmdh (femreite ®a #) ourg

A3, T, IS AT -l (fereite & ) favmt sveme SITd) wmt snfe o fiet 2
TEe fow ST 37 ST ik aire H| féeT Stei o 25y SiTsh 9 siE A 8l
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All Ministries/Departments may issue necessary instructions to the presses and other
offices under their control that they should not accept any material for printing in English
only.

Instructions have been issued by the Ministry of Urban Development to the
Directorate of Publication that codes/manuals etc. should be accepted for printing only when
they are in bilingual form.

It has been observed that many Ministries/ Departments and their attached /
subordinate offices, undertakings, the nationalized banks are using forms printed only in
English, which is against the directions of Rule 11 of the Official Language Rules, 1976.

In this connection attention is invited to the Rule 12 of the Official Language Rules,
1976, in which the responsibility of the Administrative Head of each Central Government
office exists to ensure that the provisions of the Official Languages Act and Official
Language Rules are properly complied with. All Ministries /Deptt. are, therefore, again
requested to ensure the availability and use of bilingual forms in their all
Attached/Subordinate Offices, Undertakings and banks.

Some government publications are still being published separately in English and
Hindi. Therefore, the Ministry of Urban Development and all other
Ministries/Departments are requested to ensure that the above-mentioned rules and orders
regarding printing of Government publications in bilingual form are fully complied with
in the Ministries/Departments, attached and subordinate offices and Banks/Undertakings
etc. Kindly send an acknowledgment of this office memorandum and provide a copy of
the instructions issued on the subject to your subordinate offices etc. O.M.
No.1/14011/01/2012-OL. (Policy/C.T.B.), dated 28.5.2012.

[O.M. No. 12012/5/76-OL(B), dated 31-8-1976

[O.M. No. 1/14034/8/88-O.L (A-1), dated 31-5-1988
[O.M. No. 12021/5/95-OL (Imp.2), dated 24-11-95
[O.M. No. 1/14013/05/2011 OL(Policy) dated 12.4.2012

e ) —

2.19.1 Availability of Rule Books, Procedural Literature etc. in the Official
Language of the State

All Rule Books, Procedural Literature etc. should be provided in Official Language
of the State.

2. State Governments/UT Administrations are requested to please taken necessary

action to implement the orders.
[O.M. No. 11011/4/2005-0O.L. (Research), dated 17.3.2005]

2.20 Making available bilingual forms

It should be ensured that no form is printed or issued in one language only. If in any
special circumstances any form is printed in Hindi and in English separately in both the
languages, in that case both the Hindi and English versions should be made available at all
places and it should be ensured that the members of public get the form in either language
according to their choice.

Instruction may be issued to the effect that forms to be purchased from outside should

be in bilingual form.
[O.M. No. 12015/5/88- O.L. (B-I), dated 20-7-1978]
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avft wiaTera/ far T ST R S o 3t shrafera Ry ST START SR R foR o #hig
oft aref} Sheret TS § BUA & forw e T )
TR foreRT HATeT Sht ST & TR HesTerd i 1w € fo6 #is / A7t 31fe i outs &
foru et wierr foram stTe oo 3 famsht &9 7 26
UHT @ § ST g Toh 8 HATaral/ T Ue 3ok el / STefeel shrateral, SUshul, Tedirend
SRt 3TTfE gRT ot ST & S & T § A T R &, Gﬁ%wwmﬁawm%éaﬁmlléa
FTRRT o Wfdehd o
39 gre § T 1w, 1976 % w12 Y 9 e sty foRm s 2, fores st
Tk HATTT o Y TN oAl SaiaTrred fHfed & for g aermm saferfem i arersm fog &6
ST ST T ST AT 37 Gt Harerl/ o mTl & O S0y @ fo6 o 1o ot et /
refieyr rlerdt, SUshHT, SRt AT | YT ' w® at B oife srframdd: fyumdt w9 7 Suctsy o
START AT G
3t +ff T TR TR ST ST e 7 AT ST BT 31 7 §) 31 el fer e
AT 311 Tt wiarer/formt & ST @ fof et TeRET 1 Tt w9 # sam ¥ wefid sudw
T ST STrastt a1 wETera/ form, el 3T STefiey shmteal aum Sehl/Swha ol § o e @
AT gifea Y
[T.ITH. 12012/5/76-T.97.(@), feieh 31-8-1976
[SRTIE. 1/14034/8/88-T1.4T.(%-1) feish 31-5-1988

[FTITH. 12021/5/95-T. 1., (F1-2) feTeh 24-11-1995
[ 1. 9. . 1/14013/05/201 117997, (ifer) femiep 12.4.2012

—_ =

2.19.1 Traw geaeht, wishar wnfeed oTTfe it Tea Y TAHTST H Juersear

[t T qeh, SToRAT |Tfecd SATf TS ohl ToTWToT H SUeted 8l
2. TS T 3 A STt & 10 2 o STTeett oht shrrifeara et o FoT STTarerer shdars ot ot
T |

[T.ITE. 11011/4/2005- THT(37), &1 17.3.2003]

2.20 WTHT ST T3S SUetser shamT

78 A foram e fo g ot w7 a1 T W § 29, 7 & uh e § S TR s afe
forelt forre feorfa & o1 & f&t o SO ST ATeTen § STT-S1aT 99 a1 36 B o f&et 3T 3t
T T SIS SUAsY T&- MRT 3T 39 S1d hl &I TET SIHT e, foh ST ol shis o3fh 38 §
5 11T SR T A TR w3 9T H 39 et T
T ST foa ST fof aTet & Tie ST aret W fwives 2 &l

[T.S.H.12013/5/88- T.HT.(@-1) f&=ish 20-7-1988]
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2.20 (A) Printing of Money Order forms and other forms meant for the use of Public in
regional languages.

1. Where it is possible without unduly increasing the size of the forms, such forms
should be printed in Hindi, English and the regional language, if it is different from
Hindi. In such matters, the question of extra expenditure should not be an important
consideration.

ii.  If any sections in these forms are required to be filled in with in a Central Government
office or are required for audit offices, such sections need not be translated into
regional languages and should be printed in Hindi / English only.

iii.  Longer forms, for example, the income tax and customs, forms, should be printed
separately in Hindi-English and the regional language. In these forms also the
exception mentioned in (ii) above should apply.

[O.M. No. 12012/11/78-0O.L.(B-I), dated 8-9-1978]
[O.M. No. 7/9/65-O.L., dated 25-3-1968]

2.21 Agenda/Notes on Agenda/Minutes of conferences, meetings in Hindi/English in
bilingual form.

Agenda, notes on the agenda and minutes of Inter-departmental and department meetings
and conference of Ministries/Departments and attached & subordinate offices of Central
Government located in Hindi speaking areas and companies as well as corporations owned
or controlled by them, should be issued both in Hindi and English. Only those subjects
could be exceptions which are required to be included in the agenda at the last stage.

[O.M. No. 14-3-69-0.L., dated 13-8-70]
[O.M. No. 11018-9-74-O.L., dated 12-3-74]
[O.M. No. 11018-9-74-O.L., dated 12-3-74]

2.21 (A) Issue of agenda and minutes of the meetings of the Ministries/Departments/
Offices/ Undertakings etc. situated in Region ‘A’, only in Hindi.

Agenda/ minutes etc. and correspondence relating to them, meant for circulation only in
Region ‘A’ may be circulated in Hindi only.
[0.M. No. 1/14034/6/88-O.L., (A-1) dated 20-6-1988]
[0.M. No. 1/20012/3/92-O.L., (A-1) dated 30-7-1992]

2.21(B) Use of regional language Hindi and English in forms, of public utility

and in notice boards displayed for their information by Central Govt. offices located
in Non-Hindi speaking areas.

As per the Department of Official Language O.M. No. 7/9/65-O.L., dated 25.3.68
wherein, keeping in view the administrative requirement and convenience of the public,
instructions have been issued regarding printing in Hindi, English and regional language,
if it is different from Hindi, of forms such as money-order forms etc. of public utility by
the Central Govt. Ministries/Departments etc. located in non-Hindi speaking areas.
Similarly, instructions have also been issued vide Department of Official Language O.M.
No. 1/14013/5/76-0O.L.(A-1), dated 18.6.77 (Copy enclosed) regarding use of regional
language, Hindi and English on notice boards etc. displayed for information of the public,
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2.20 () AAISATEY HTH R FFaT ERT SEAUTA H S0 AT a1l SHT TehT ok 31T WTHT AT
TR TITeR TeTeAt | qEur

(i) ST JHTEYTF &9 H BT T ATHR T [T UG B a-i UH Bl 1 faal, ST T
Trf3teR w3 g Rt 3 rerren 2 & oar Sy T Amet § 21 ol 2Afdfich <77 i aeea 7 fean
ST

(ii) "afE TH BT} T IS TS THRT HEATAT T 9T ST SATAT BT AT SHehT T e R §
AT B A1 U Wl HT TR TSI § ST AT STTavaen T 8 3R 3 sharet fedt / SHsf
T BTIT ST =Mty

(iii) T TH, SE ST ST EHT ook o B, &, ST 3Tl Wik sirsdl o ster-
T &Y Y BT S =AY 371 Bt o forg +ft 3w (i)  Sfeaifad ferehea amy gl

[T, 12012/11/78-T0.41.(@-1) f&m7a 8-9-1978 ]
[SRLITH. 7/9/65- T AT, faish 25-3-1968, IHTITH |

2.21 TEHEAT, AGehT hi HET/RETE 6t femtorat/wreT fFe-aie G sa &

HaTera/feramt qer et vt gt o Rerd S TR & Telg, T TEE Rl 3T 3k
=T o =11 Tanfires W S R ATt SufEt qer et e siae- favmiter aer i SeeRt 3wt
T FrRigEl, Sl i feoaforrt ok sl ot fedt qorm stustt 3T wrredt & SR fora s <t o
g 1S H HRIGE § MO oY ST ST 7, Ik foTg, ST0aTE 2 HehelT 2

[FTITH. 14-3-69- T.HT. &7 13-8-1970 FH . 46 |
[TITH. 11018/9/74- TAT. fedieh 12-3-1974, FH . 47 |
[TITH. 11018/9/74- T4, f&ATeh 12-3-1974. 51 Ho 48 |

221 (%) %' & W Reora warmeral/framn oTR wraterat/sushat onfy it Sowht it st qur
SHTHIT oheret fat H ST T

FAT "F" & H NI B ATl SRIET, HEdT TS U6 66 Helfod TT=R shaet fdt J
gftenferd foru ST wend &

[T 8. 1/14034/6/88-T1.91.(%-1). f&=ish 20-6-1988]
[T.ITHE. 1/20012/3/92-T0.97.(%-1) f&=ish 30-7-1992 ]

2.21 (@) &R vt O & Rora g TRRR % HETAGT FRT TAT o TAT & To10 Wi qer
ITehY AT St gt e, T aur SRl # e Wy

forgmT o feieR 25.3.1968 o FTIATH.7/9/65 — T 9T g TEdTax vt &t H fEerd Hd Tehr &
TR/ Tt STfe ST SRITEfeh STUarrsdl SR ST ol HATTIsha Al Sl S § Tad g4, SHal &
TEATA H AT ST ATl B, S8 AT B 31fe fédt ST wafires v # qfsd e S & faw
fow u 1 36 wehR Tt farmT % feieR 18.6.77 % LA €. 1/14013/5/76-T.91(%-1) T it
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by the Central Govt. offices located in non-Hindi speaking states.

2. Ministry of Finance etc. are requested to comply with the above orders and also
ensure compliance by their Attached/Subordinate offices and Corporations, Undertakings,
Banks etc. owned or controlled by them, spread all over the country.

[O.M. No. 13034/34/97-O.L. (P. & C.), dated 4.1.2002]

2.22 Use of Hindi on badges

Officers/employees of Central Govt. should wear their service or office badges in
Hindi also besides English. Since emblems and service badges to be worn on caps and
shoulders are the symbols of organization and service, they may be prepared in Devanagri
alone. The names to be embroidered on uniforms should also be embroidered on uniforms
should also be embroidered in both the languages. These orders are applicable to all

uniform wearing officers/employees of Central Govt. working in all states.
[O.M. No. 1/14011/5/77-O.L., (A-1) dated 15-7-77]
[O.M. No. 1/14011/5/77-O.L., (A-1) dated 29-12-77]
[0.M. No. 1/14011/5/77-O.L., (A-1) dated 22-7-78]

2.23 Entries in Service-Books/Registers of employees

Entries in Registers/Services-Books maintained in the Central Govt. offices located in
regions ‘A’ and ‘B’ should be made in Hindi. Such entries in registers/service-books
maintained of offices located in region ‘C’ may, as far as possible, be made in Hindi.

[0.M. No. 12024/2/92-O.L., (A-1) dated 22-7-78]
2.24 Entries in Peon-Books

Entries in the Peon-Books should be recorded in Hindi by the Central Government
offices located in Region ‘A’ and ‘B’.

[OM No. 11015/14/74-OL, (A-1) dated 30-10-7-74]

2.25 Description in Hindi also on the commodities manufactured by Public
Undertakings
The description on the commodities manufactured by various undertakings of the

Central Govt. should be given in Hindi also, besides English.
[OM No. 14011/1/76-OL, (A-1) dated 27-2-76,

2.26 Publication of Reports presented in the annual meetings of Govt. Companies,
corporations etc. in Hindi also

The reports presented by the Chairman etc., at the annual meetings of Shareholders of
Govt. Companies/Corporations etc. should be published in Hindi also and where a
summary of proceedings of the meeting as well as that of annual reports is published in
Newspapers, their Hindi text should also be got published in the Hindi Newspapers.

[O.M. No. 11015/8/73-O.L., dated 8-8-74]

2.27 Specifying the notified offices for the use of Hindi
1. In all such Central Govt. Offices, situated in Region ‘A’ and ‘B’ of the Official
Language Rules, which have been notified under Rule 10 (4), all employees who
possess proficiency in Hindi should, with effect from 1-4-1988, submit drafts of the
following categories of communications only in Hindi:-
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TSAT H o R TR % FRIET ST ST hl FeHT o T TG ST ATt Aed drgt AT o
gyt T fedt STt o SRInT o fraeT SR fepg e 2

2. Toret wiarery ST & 1Y @ foh & U AR o1 SAUT YT L T 9L a7 H et 310
7T FrEteat S 39 v 3reran Tnfired oot T, Suskal, Seht o1l grr off 39 e o
LT G2 )

(FTITH. 14034/34/97- 1.4, (A va wa==r) f&mies 4.1.2002

2.22 foreert wX & @t v
FEIT TR & JARIHRY/FH= SO B 3TeraT wEie T o foeer sl & drer-ary &
T off TG 2reft 3R et OX ST ST aTet Wefteh g ST Tam Taieft foreat, St €@ o7 ¥a o Ui
BId €, Sl SaTRI § daR foRT ST Hehd 8| e W shig ST oot 1 +ft SHT simret § shig S| 3
ST B T T o TR T e et Sk R 3 et et e 8
[T.ITH. 1/14011/5/77-T.8T. (-1) feqie 15-7-1977]

[FTITH. 1/14011/5/77-T.4T. (F-1) feqish 29-12-1977]
[T.ITH. 1/14011/5/77- WA, (F-1) f&mieh 22-7-1978]

2.23 SHH=ITRET sht Aa qitaentei At § ufafeat

"o " & H TErd hE R o rierl | T S aTet USTeeL/AaT qieashratt § wtatvat it 7
Wil BT ST T g | R shrarteral | U wfafvet aereye fidt o o S|
[TIE, 12024/2/92-T.91.(@-2), f&dish 21-7-1992]
2.24 Tozm geht & wfarfeai
"o S g &l o feurd et SR e e § wfafet & o ot S
[TITHE. 11015/14/74-1 THT(-1), f&7% 30-10-1974]

2.25 TTRTT ITAT ERT AIR T ST et Atet ur forawor @ & ot 2
TR o ol Sermt g dum fore e g1er o foremor 3ot o wrer-ary & o o few s

[STIE. 14011/1/76-T.9T, (F-1), e 27-2-1976]
2.26 TRTH hu e, fmt anfe & anfies Seent & weqa Raret w1 @& & ot wwom

GRS/ STl o Qe Eiesd i ATt saehi § srege i g wEqd i S
Tt e & & oft Jemif3Ta ot ST 3R ST’ SI3eh shl hi et qeT aNes {aie shi ArisT §Hm=R =i o
TeRTISTA TSR SITAT ®, &1 3ok feet u1a oht i) e o=t / +ft Sertf3Td s s

[LFLE. 11015/8/73-T. 9T, famier 8-8-1974]

2.27 TG FwATerat i EE 1 TE A & forg faffee s

1. " ST @ & U RAd T TR & gt e, S s W 10(4) F STta
AR fore T &, 7 TEeT 7 eltorr o |+t sFH=mt 1-4-1988 & FHHTIRIT w5 311 T I et
%ﬁﬁﬂ"v‘g})ﬁﬁﬁ:—
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(1) All communications to State Governments or U.T. Administrations in Region
‘A’ and ‘B’ and all offices undertakings etc. of the Central Govt situated in or
any person living in these regions.

(2) Replies to all communications received in Hindi.

(3) Reply to any application, appeal or representation from any employee written or
signed in Hindi.

(4) Notings on related files.

2. In accordance with the definition of ‘Central Govt. Offices’ as given in rule 2(b) of
Official Language Rules, 1976 these orders shall apply to offices of all
Ministries/Departments and their attached and subordinate offices and all
Corporations, Companies or Nationalized Banks etc. owned or controlled by the
Central Government.

3. Ministries/Departments/Offices of Central Govt. and Undertaking, Banks etc. owned
or controlled by Central Govt., may if they so desire issue orders under Rule 8 (4) for
use of Hindi only for any purpose other than the purposes mentioned in Para 1, by
employees possessing proficiency in Hindi, keeping in view the nature of work and
circumstances of their Department/Office etc.

4. All Ministries/Departments and their attached and subordinate offices, Undertakings,
Nationalized Banks etc. should organize workshop for training of their employees who
possess proficiency in Hindi and those who supervise the work of such employees
before 1-4-1988 so that such employees may get necessary practice to submit the

drafts in Hindi and to approve such drafts.
[O.M. No. 1/14013/9/87-0.L.,(A-1), dated 23-11-87]
[O.M. No. 1/14013/9/87-0O.L., (A-1), dated 5-9-88]

2.28 Use of Hindi in Training Institutes

Arrangements for teaching in the training institutes of the Central Government should be
made as under:-

1. Teaching material may be got prepared in both the languages and made
available to the trainees in either Hindi or English as required by them, in all
the Training Institutes of the Central Govt. irrespective of the region in which
they are located.

2. [If there is an examination at the end of or during the course of training, the
question paper for such an examination may be got prepared in both the
languages and trainees may be given the option of answering the question
either in Hindi or in English.

3. The training may be imparted in Hindi in courses where candidates from
Region ‘A’ and ‘B’ only participate. But if the trainees, who desire to undergo
training in English, are in adequate number, arrangements may be made to
impart them training in English also.

4. In the training courses where the trainees come from Region ‘C’ or from all
regions, training may be imparted in English. But if the trainees who desire to
undergo training in Hindi, are in adequate number, arrangements may be made
to impart them training in Hindi.
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(1) "&" TAT "G" & T T5T TR AT 6 TsT & ok TE T T apfl 7 e hehy o0
HIITAAT, SUSHHT TG I T ARRT AR bt ST ared aft ot

(2) T& o wrg weft o o1 o 3

(3) Torelt smrt=rmdt g et B fou T 2 eareqt fort TTa Strare sTdiet AT ST i 3T

(4) Heifera weraferat w fewafor)

2. ¥ SATCRT TS R, 1976 o a0 2 (@) H 519 TR o HEier s TR o ATER
FETT TR o il AT T / Herg, AT 37 shrierd S e TRehT o Wt § 37 T
o aTefi wft ferelt, rraftt o T et aTfE o @ &

3. HET TWHR & T/ forvmr/aied /Sussu/se e o fovmry/smaias ofe & &m
HIT Fifefer h SEd gC AT SR 0 1 4 {3 71 s o A 1o forvm/smates afe o il
Teftorar STe e g ot S & fa e O o o o fesr e = | 3@ o H e
7w 8(4) & 31efiT Tt STRT |

4. BT AT/ T T/ SUShH/ATSE AT Sioh TG IURITH STTQTT 3l HTAT-ad i o 1eTQ
3T Shraterar onife § fEet & seftordm sme SR/ STReRTET ST 3o S0 1T 3@ aTel AT
& T HRIRITATST a7 TR 1-4-1988 o UBe SATAISH L o, FST® 37 hH=i/3Tfeentia i & o
SITE SR 3 3T IR STTHIGT i hT ST 3TVt & 31|

[T.ITH. 1/14013/9/87- T, (-1). feieh 23-11-1987]
[FTITH. 1/14013/9/87- T. T, (F-1). fertieh 5-9-1988]

2.28 TfSteror et # fEdt &t wAn
e TR o TITEI0T ST H YT ohl ST 36 YehL shi STT;

(1) F5TT TR o Teft afsreror weemt § = 3 et ofy & o feorq &, wfSveror ammft S smamey o
AT LTS ST S STRTETOTTRRIT 2l /it o ST7am fat AT sl # 37 Sueted 1S Y|

(2) 3Te TRTEIOT o SR AT 37 H TRIedT A STt &1 ar et Ot § T2 9 1 WINTSHT § qI T S
AT SITRTEONTTSla bl 36 oI ohl 292 at STY foh & St ohT It feh 2 STkl # < wevd! €

(3) afa foret wfdTeror uTeashe H Shaet " qT @ & o ireromeff ard & A a=t amrRrdEr R §
sifSreror femm Smu) weeq Afe wate A & wftveomeff St § wftter oFT = dF 3k forw S # ot
G317 S ot et Sl ST |

(4) TS wfSteqor Urgershat o forw ' & @ = weft et & wivteromeff st €, St st # wikteqor fean

ST EehRaT 8| T ATS AT ST § wiRraomedt et § gfkrafor o= =, v ek o féet o wivragor o7 <y
STIEAT Sl 1Y
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5. Where trainees desirous of getting training in Hindi are not in adequate
number, there also, as far as possible, persons having knowledge of both Hindi
and English may be called for lectures so that trainees are able to ask questions
either in Hindi or in English according to their convenience.

6. The instructors of the training institutes should possess the working knowledge
of both Hindi and English languages. The instructors who do not have the
working knowledge of Hindi may be imparted training in Hindi language.
Arrangements will be made for running short-term intensive training courses in
the Kendriya Hindi Prashikshan Sansthan under Department of Official
Language for this purpose.

7. If the qualified instructors for imparting training in Hindi are not available in an
institute, where training is required to be imparted in Hindi according to the
above guidelines, training may be imparted in a mixed language of Hindi and
English.

The above directions shall be applicable to the Undertakings & Banks etc. owned or
controlled by the Central Government.

These directions shall apply to the training courses beginning after 1% January, 1989.
The training institutes may, in the meantime, make necessary arrangements for the
implementation of these directions; such as to translate the training material in Hindi and to

impart working knowledge of Hindi etc. to the instructors.
[0.M. No. 13034/50/87-0.L.,(C), dated 6-11-87]
[0.M. No. 14012/8/88-0.L.,(C), dated 7-9-88]

2.29 Collecting of information regarding number of employees having working
knowledge of Hindi & notifying offices in the Gazette.

Statistics regarding employees having working knowledge of Hindi should be
collected and the offices, where 80% or more employees (excluding group ‘D’) are having
working knowledge of Hindi should be notified in the Official Gazette under the Official
Language Rule 10(4). A copy of the notification should also be sent to the Department of

Official Language.
[0.M. No. 1/14011/18/76-O.L.,(A-1), dated 24-1-1977]

2.30 Publication of the Govt. publications etc. in bilingual form

The Committee of Parliament on Official Language, constituted in pursuance of
section 4 of the Official Languages Act, 1963, have made the following recommendations in
their Report (Volume-1V) on the above subject:-

“The Ministries/Departments/Organizations etc. of the Govt of India should not bring
out publications in English alone but only in bilingual form. The number of printed Hindi
publications should not be, in any way, less than those in English, and the number of pages
for Hindi in bilingual publications should not be less than that of English and new original
publications may be brought out in Hindi.”

2. As per the Resolution No. 12019/10/91-O.L.(Int.) dated 28-1-1992, issued by the
Department of Official Language, the recommendation of the Committee has been accepted.

3. In this regard it is mentioned that according to the provision of Rule-11 of the
Official Language Rules, 1976 all Procedural Literature is required to be printed, cyclostyled
and published as the case may be both in Hindi and English in diglot form. Besides, under the
provision of section 3(3) of the Official Language Act, 1963 (as amended, 1967), all
administrative and other reports should be brought out positively in both Hindi and English.
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(5) STeT wate €A # fidt # wikiaor o o gege riaroned 7 gt et off, et 9% €ve 8 e, U
ST h AT o ToTT ST ST it TeT & ST ST WAl 31 T Tard 8, ATfeh SRTafomedf 7ot
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(7) afe fereft wifSreror wearr o fore Swihrgar fedt o wftreror feam st =few, féet # wftremor o &
foT 2 wikTerer Suerey 1 &1 ot ox fkreror it & fédt ot forefisyett v 5 off foa s wehan 2|
3 T heftr TR o Tt A fRiomefia Sushui & Siehi 3T W off @y g

3 FraT 1 SR, 1989 3 aTe ST forT ST et ikTefor et oX @y &1 Sfkrefor Heemd 39
SR 39 =TT o SATeH o fOT STawash darl & o, e iRrerr anlt 1 e 7 A i
Tf3retent shi f&t ot smridTers I fearm, geanfe

[*hT.S8. 13034/50/87- T, AT.(TT) f&ieh 6-11-1987 ]
[RT.IHE. 14012/8/88-T.91.(TT), femrish 7-9-1988]

2.29 T&dt T FHREATHE T AT HHATRAT hY HEET T AT AT FR HETEEl bl qods §
Sfergera ST

U HHATET o 3Tiehs 39hg fore STTY fSree Tt o1 shrefermersh S e @ ST U shraferdt o,
STet o 80% AT MU FHATNAT I (AHE " I BISH) [Eal Hl FHIUATIHR JH & T & TS H
ST 3R 10(4) o 3=t STfergfer foram STTq) StTergerT st Sfaferfa Tsrr formr st wisit S

[TITE. 1/14011/18/76-T.97.(-1) femtieh 24-1-1977]

2.30 TTHT TRTIET 31T T fFTst ® 0 # Tehtor

TSTHTST SAIH, 1963 T G 4 % STTEOT H TiSq GHRT TS il o Sfceie @ve-4
T 3w oy o fforfia wegfa o6t TS &:-

“NTTC TSR oh HATCT/ [Tl /shra ettt /et ST1fE g sharet ST | & 7€ aifces fgumdt &
T 2 whTe feRrer ST et SRRt B ffsr S SIS SRt ol ot # 6 A 8 SR fewifie
SR H Tt o gt St T STt o gui i e O w0 T 8 o B ¥ v Mifrs s et
S|

2. TSI formT o 28-1-1992 3 Hehied ©.- 12019/10/91- TWHT(HT.) % SFTAR HiH{d T I
HEfer Tl R AT S 2

3. 39 Hele | Seoiedy & foh Ut oM, 1976 % w1 1 T TTQ S o T,
sfsra weeft wft anfeer Rt ofi ofsh  fowmht (fereite) w0 o wenfRurfr qfia, amsaciersa sit
RT3 foram ST Safard 21 geh Stffces TervmaT erferfaem, 1963 [Fumesnier 1967 &t o 3(3)] o
TTae & foh aaft semafes 9t 3 ftae stfrard w0 @ & 3t it gt wmmett 7 € fehrer S|
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4. In this context, it may kindly be ensured that the decision taken on the
recommendation of the Committee of Parliament on Official Language, is fully
complied with and the required check-points be devised so that publications
mentioned under section 3(3) of the O.L. Act, are published in diglot form only and
any other publication is neither published in English alone, nor the number of copies
of the Hindi version is less than that of English one.

2.31 Use of Hindi in disciplinary proceedings in respect of officers/employees in Region
6A9

Disciplinary proceedings in respect of all officers/employees in region ‘A’ should be
conducted in Hindi. As an exception, if the enquiry officer does not have working knowledge
of Hindi or concerned officer/employee so desires, the disciplinary proceedings may be

conducted in English.
[O.M. No. 1/14013/15/87-0.L., (A-1), dated 30-10-1987]

2.32 Notification of Ministries/ Departments under Rule 10(4) of the Official Languages
(Use for official purposes of the Union) Rules, 1976 - Clarification regarding

Action regarding notification of Ministries / Departments under Rule 10(4) of the
Rules will be taken by Deptt of Official Language, Ministry of Home Affairs. Notifications in
respect of Attached/Subordinate Offices/Undertakings/Corporations/Banks etc. will be issued
by the concerned Ministry/Deptt. Prior permission of the Deptt of Official Language is not
necessary while issuing such notifications. Only a copy of notification may be sent to the
Deptt. of Official Language for information. However in case of de-notification of any
Attached/Subordinate Offices / Undertakings / Corporations / Banks etc. under these rules,
the prior concurrence of the DOL would be necessary.

[0.M. No. 12014/1/87-0.L.,(B-2), dated 11-3-1988]
2.33 Optimum utilization of the staff trained in Devanagri typing and Stenography

All the Departments etc. should make optimum use of the services of employees
trained in Hindi typing and Hindi stenography for Hindi work and wherever sufficient
number of Devanagri typewriters are not available for these persons, additional Devanagri
typewriters should be purchased immediately and if there are any other reasons due to which
the services of trained employees are not utilized for Hindi work, these reasons should be
immediately addressed to.

All the remaining employees who are yet to be trained in Hindi typing and Hindi
stenography should be got trained by the end of 1994-95 under a time bound programme. It

may be ensured that the annual training targets are raised by 20% every year.
[0.M. No. 13015/1/90-O.L. (D), dated 17-7-1990]

2.34 Encouraging the presentation of research papers etc. in Hindi in Scientific and
Technical Seminars, conferences etc., and their publication in Scientific Journals.

Kindly refer to Department of Official Language O.M. No. 20034/5/88-(R&D unit)
dated 10 May, 1988 (Circular No. 37/ 88) on the above mentioned subject, wherein it was
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4. 39 qies | FoRT eHet TS |iuf sht defa W e e fofr e 9l dte srare
G2 fopam ST ST strarwrsh siier forg o fifsra s fo Sid afes Tt siferfem =6t ama 3(3)
Sfectfad T femaie B 0 & 35U 3R 17 15 i TR 7 dl shaed SAUST 7 Yeh1i3ra fomar Sme
3R 7 & 3w Tt & hi 07w STl 9 i qEur §e € 8l

2.31 %" & § Roa Ffia arr & wrterat § sifermia/miariEt & wefim et
HIaTs & o &

“o & W vt SRR/l o foreag sht ST STt STRITETeRe: shitars féet o s <iTg)
AaTeEEy, Ife e 3Rt sl &t skt smridTeres I 7 81 a1 afe geiftra stRrerrysmd=m 9
NPREACIFGPEIR AR IR E IR

[T, 1/14013/15/87-T.9T.(%-1). fertish 30-10-1987]

2.32 TSTATST (A9 o IMEAT TAET & fore wamn) w1976 & fFm 104) & et
HATCTAT /[T Rt Tfergfera sEaT- TaEieRton

TSI 3= 10(4) o SF=aeta |l warer/for et ot sfergferd sl ol shias T8 Warer,
ST formT g st STTert) et/ frm o aTefieer / derg, shrter, Sushal, fei, St omfe o
Frter AR R S FHRATS 3Tk Tt e/ grr & i S Ter s
TSTATST Tt 31 qaiqfa sht SRRl T & shael SAEgeT hl T Sl TSTHTNT ForsmT ot gemred
ST 3T € e 21 Afe wErer/ o st Tt st st / werg rater, SuseR, e, S
TS o HrEATTd o ST T & HL A 56 [T I8 TSI FIHTT 6T Io Henfer 3w o ot
e

[TITH. 12014/1/87-T.97.(@-2), fish 11-3-1988]

2,33 Y e @ aTggfeAter i s s ot et @ R o

TR 0T T AT H TIRTTeAd FHeTi i Haratl o1 &t o i H Tfra STanT foma
ST ST ITshl T o STTEY RIS, ITeY Tel & Jet G0 AR ISTIset Wi ) At foreft
31 0T § WIRTIA eI sht Saratt o1 et o 1 & STNT 21 €1 91 18T 8 a3 ROl
EERISI

feet dohor / STl & T arcdam o 9w @ aft wfRreromedl sH=TiEt s aeg FeET %
TR T 1994-95 o 37 qoh ARIETT U forem S, sqeh fTq wicrard wfvredor o «edr # 20% dfs
RIEIEREIEIY

[FTITE. 13015/1/90- T, (1) &=k 17-7-1990]

2.34 I AT AR TehT TIHAT, TFHEHT TS W TEE T 91rer oot 1S e e ol agran
IERISICIRCICEIEC R PEAC R AcE CAREANEL

FRT YT I W TS [T w0 feiw 10 WS, 1988 1w IO EHE
20034/5/88- 31- T o1, Teheh, (T WM 37/88 <)l IHH I8 WM foham 1T o7 fof R SR
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provided that option to present research papers etc. in Hindi should be given for all types of
seminars, discussions, conferences etc. organized by the Ministries/Departments/Offices of the
Government of India, Undertakings, Corporations, Commission and Banks etc. and the
scientists, technicians and other personnel should be inspired and encouraged to read papers in
Hindi in seminars etc. In seminars where papers are to be presented also in Hindi,
arrangements for an interpreter (Hindi-English) may be made and a copy of the research paper
in Hindi be made available to him/her in advance, so that English translation of the research
paper could be simultaneously made available to the participants of the seminar. Efforts
should be made also to organize separate seminars in Hindi.

2. Scientific and Technical Departments were further requested vide the said O.M. to
make arrangements for publishing the papers in Hindi on scientific and technical subjects in
the forthcoming issues of the journals or for bringing out separate scientific journals for them
as per recommendations of the seminar. It was also requested that one copy each of the
journals should be sent to the Department of Official Language.

3. Thereafter, the instructions, contained in Office Memorandum dated 10 May, 1988
were reiterated vide O.M. No. 20034/5/88 (R&D)-Unit dated 21.12.88 and details of the
research papers presented or to be presented in Hindi in scientific and technical seminars and
conferences etc., were sought in a prescribed proforma. On the basis of information received,
the attention of concerned departments was also invited towards the provisions contained in
O.M. dated 10 May, 1988.

4. This has been observed that some of the Technical Departments/Research
Laboratories/Laboratories etc. where scientific & technical seminars/conferences are being
organized, have not taken steps as desired to encourage preparation of research papers in
Hindi. In this connection, it may be mentioned that it is absolutely necessary to ensure
meticulous compliance with all the provisions contained in this Department's O.M. dated
10 May, 1988 to popularize science & technology and to make the access of common people
to recent techniques. It would also be necessary to identify such scientists, engineers &
technicians who should prepare their research papers in Hindi, read them in various seminars
& conferences and participate in discussions. It is requested that efforts should be made also
to make the maximum and latest information available to the public through Hindi medium so
that benefits of progress in various fields and day-to- day new researches could be made
accessible to the public. Arrangements should be made to apprise this Department of the
measures taken in this respect from time to time.

[O.M. No. 20034/5/88- (R&A), dated 10-5-1988, 21-12-1988 &20-08-1990]
[O.M. No. 20034/23/92- (R&A), dated 31-3-1992]

2.35 Use of Hindi Telephone Directory

It is desirable that Ministries/Departments/Offices of the Central Govt. located in Delhi

should make maximum use of Hindi Telephone Directory.
[O.M. No. 6/57/70- O.L., dated 08-10-1970]
[O.M. No. 1/38/70- O.L., dated 22-07-1971]

2.36 To ensure compliance of provisions of Official Languages Act, 1963 (as amended in
1967)- Obligatory publication of telephone directories in Hindi and English

It is obligatory that Department of Telecommunications publish Hindi and English

versions of telephone directories simultaneously; Telephone offices in different cities in
regions ‘A’ and ‘B’ should publish Hindi versions of telephone directories before the
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[FT.3T.H. 20034/5/88 31.f31. fa=ieh 10-5-1988, 21-12-1988 T 20-8-1990]
[ST.ITHE. 20034/23/92-T.41.(37. far.) f&mieh 31-3-1992]

2.35 T2t eI SRt T T=TT
g g ? o foceh & Rua S awrr & wemed/fowmmi/srieat g &l eefiwm
SR T AfIF T 31feres =T fomam Sy

[FT.ITH. 6/57/70- T4 1H 7-10-1970]
[FTITE. 1/38/70-T.9T. ik 22-7-1971]
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| €l Wi forg S| farfry R o qr-dR rIier <ok SI e &l # e e %
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publication of English versions. A coupon, as it is affixed at present, on a separate paper in
different colour, both in Hindi and English languages may be prepared, and affixed on both
the versions of directory, wherein it may be asked whether the subscriber would like to obtain
the next telephone directory in Hindi or English. From the very beginning in regions ‘A’ and
‘B’, both the versions are published in equal numbers or in the ratio of 40:60 in Hindi and
English and in the ratio of 30:70 in region ‘C’ in the beginning (later on, according to the
needs, in Region ‘C’ the number for both the versions may be made equal).

[O.M. No. 14034/4/92-0.L.,(A-1), dated 26-08-1992]

2.37 Letters received in Hindi not to be sent to the Hindi Officer/Section as a matter of
routine

All the letters received in Hindi are sent to the Hindi Officer/Hindi Section by many
Officers/Offices without going through the subject/contents of the letters for taking necessary
action. Such letters should generally be sent to the officers concerned dealing with the
subject; and only when the Hindi/English Translation of the letters be needed, the help of the
Hindi Officer be sought for. It has also been observed that in many offices, each of the letters
received in Hindi is sent to the Hindi Officer for its English Translation; whereas as per rules
in this regard, only such letters should be sent for their English translation which is of
technical or legal nature. Efforts should be made that English translation of such Hindi letters
is generally not asked for; rather, their replies be prepared directly in Hindi and also sent (to
the officers/offices concerned). Demand for English translation of letters can be treated
proper only in the condition when the person dealing with those letters does not possess even

working knowledge of Hindi.
[0.M. No. 20014/2/80-0.L.,(B-2), dated 14-04-1981]

2.38 Action against violation of instructions issued under O.L. Act and Rules

It 1s the responsibility of the Administrative Head of each office to ensure compliance
of the instructions issued under the Official Languages Act and the Official Language Rules.
In case any officer or employee violates the provisions regarding Official Language
intentionally, action can be taken against him/her on the basis of violation of rules and orders
in the context thereof.

It is necessary for all the Ministries/Departments and their Attached/Subordinate
Offices/ Undertakings etc. that all the documents issued under section 3(3) of the OL Act,
1963, should be issued bilingually i.e. in Hindi and English simultaneously. But in spite of
the fact that attention has repeatedly been drawn towards this rule, the aforesaid documents
are being issued in English only. Thus, non-compliance of the Act is a serious matter. It is,
therefore, directed that all Resolutions. Rules, Acts, Notifications, Contracts, Tender Notices,
Licenses, Permits, and Office Memorandums etc. should be issued bilingually by the
Ministry/Department/Office.

In this context, it has also been decided that Hindi Section of every
Ministry/Department should keep a copy of each paper issued by the Ministry/Department
under Section 3(3) and ensure that all the documents issued under Section 3(3) have been
issued bilingually.

While issuing such documents, it may be kept in view that the Hindi version is to be
placed above/before the English version.
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2.37 T2t & wre w=t Rt At e w fEE stferentdt, Ry srgem @t T S S

T5d & Al wEias g & &y ot w6 for sk faw enfe ow e R
AT/ R ST T STTarwIeh HILaTs o foTC 4T FoiT STl 21 ATHT=2re: et U8 Wl bl ITeh forwet
 Hel T SRR 1 ST ST =AY, 18 H Afe 37k SIS 71 &t # S1ane 6 streashar g1 i féat
TR Sl TErrar Y ST Hehd! 21 I oft 2@t T 2 foh RS shrter § & A 9T 9k O Rl SHeh
ST tame & fore fédt stftrenmt ot ot o e 81 frrermmem R & wmw O o=t o1 & o1eTe
foTQ SIS ST =R ST deevehT AT ferfres Sehfr o &1 ST 9 foRa ST =few o AT et wm
o1 SIS SFIATE T A S SR 37k I T ey Tt & o fop 3 st <1 ot o et orfarme
et ferfa & AT ST Sfra TmE ST GeRdT € Selfh ST W ST ShIaTs hid el i et T
T T oft T 28
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The Chairmen of the Department Official Language Implementation Committees
(Joint Secretaries) in all Ministries/Departments are requested to ensure compliance of the
Section 3(3) in all the Desks/Sections of their Ministry/Department and also direct them to
send a copy of all the documents issued under Section 3(3) to the Hindi Officer of the
Ministry/Department.

This procedure may also be introduced compulsorily in all Head Quarters of
Subordinate Offices under the control of Ministry/Department. In addition, wherever the post
of Hindi officer has been created in the Regional/Zonal offices, action may be taken to
introduce this procedure.

[OM No. 12019/3/89-OL, (Int.), dated 22-08-1989]
[OM No. 14012/6/92-OL, (C), dated 19-05-1992]

[OM No. 12024/24/95-OL, (Imp. II), dated 27-11-1995]
[OM No. 12021/1/2004- OL, (Imp. IT), dated 31.12.04]
[OM No 14011/01/2016- OL, (Policy), dated 29.1.2016]

2.39 Working originally in Hindi

The documents required to be issued bilingually under the section 3(3) of O.L. Act., 1963 and
the letters required to be issued only in Hindi under the O.L. Rules, 1976, must be originally
drafted in Hindi by the employees proficient in Hindi and by the employees having working
knowledge of Hindi, to the possible extent, in the offices notified under Rule 10(4) of the
O.L. Rules, 1976. The English version of the aforesaid documents/letters may be arranged
according to the requirements. Also the employees having proficiency in Hindi are required

to put up their noting on the above subject originally in Hindi.
[OM No. 12021/1/94-0.L.(B.II), dated 20-7-1994]

2.40 Preservation of basic records of Official Language Hindi in the National Archives
of India

The Constitution of India has adopted Hindi as the Official Language of the Union. After the
commencement of the Constitution, a series of important activities were initiated to establish
Hindi as the Official Language. Hindi has acquired a role in different official activities of the
Centre and the same is gradually expanding and consolidating. The use of Official Language,
viz., Hindi is increasing also in other spheres of activities of the Union. In this entire process;
several activities were initiated in principal offices of the Central Government. Some of
these activities are enduring and of historical importance.

2. For some time past, the Department of Official Language has been considering the need to
preserve old records relating to important activities, decisions etc., regarding the use of
Official Language Hindi in Central Government. Suggestions to do so have also been
received in this Department. The matter has been considered and it has now been decided that
all the important basic documents relating to the use of Official Language in the central
Government should be preserved in the National Archives of India. All the
Ministries/Departments are accordingly requested that all important/basic records concerning
the use of Official Language Hindi (i.e., all important document of Official Language Policy
Implementation and executive decisions etc./ related therewith) available with them, may be
sent to the National Archives of India. It is also requested that these instructions are brought
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to the notice of all the Attached/Subordinate Offices and undertakings/organizations etc., and
that they are suitably advised for compliance.

[O.M. No. 1/14011/1/95-O.L., (P.1), dated 12-2-1996]

2.41 Preparation and circulation of Agenda papers/Notes meant for the Committee of
Secretaries, bilingually.

All Ministries/Departments of Government of India should prepare and send all
agenda notes relating to the Committee of Secretaries, bilingually.
2. In view of above, all Ministries/Departments of Government of India are requested to
ensure that all the agenda notes meant for the consideration of Committee of Secretaries are
prepared and circulated in Hindi and English

O.M. No. 1/16034/2/97-O.L. (P-1), dated 5.5.1997

2.42 Use of Hindi words " 3= 9TaT-amei" or ‘fE<tav 9 in place of Hindi words "21f&et
T

All the Ministries/Departments etc. of the Government of India are requested to use
the Hindi words "3 9T-wTt* or @t > in place of words "31f&dt Wt in their official

work and in their in-house magazines and also request their Attached/Subordinate Offices,
undertakings, banks etc. to take action accordingly.

O.M. No. 1/14013/10/2004-O.L. (P-1), dated 31.12.2004

2.43 Suggestion/Clarification regarding Official Language.

The undersigned is directed to say that proposals/suggestions regarding Official
Language policy are received from Attached/Subordinate Offices/undertaking and other
organisations from time to time and clarification and explanation is also sought about
instructions issued by this Department. The matter has been considered in detail in this
Department and it hasbeen decided that in future suggestions etc. of different offices may
be examined at the level of the concerned Ministries/ Departments and only, thereafter, that
may be sent to the Department of Official Language for examination/clarification.

2. It should be clearly mentioned in the reference that the matter has been examined
at the level of joint Secretary,incharge, Official Language.
0.M. No.1I/12013/1/98-O.L. (P-2), dated 9.2.1998

2.44 Tmplementation of Official Language Policy in Central Govt. Offices/Public Sector
Undertakings/Autonomous Bodies etc.

Clarifications have been sought from the Department of Official Language time and
again as to whether the Official Language Policy is applicable to autonomous bodies or not. The
Department of Official Language, after careful consideration in the matter, has decided that it
would be the responsibility of the Government machinery to ascertain that the autonomous
bodies which have been set up at the initiative of the Government are responsive to all
policies including the Official Language Policy of the Government. Hence, the Government
machinery ought to ensure that Official Language policy of the Government is not ignored
and the language policy of the autonomous bodies is in consonance with it.

3. All Ministries/Departments of Central Government are requested to ensure compliance

according to para 2 above.
0.M. No.1/14013/7/96-OL (P-1), dated 27.1.1997
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2.44.1 Applicability of the Official Language policy of the Government of India to
autonomous bodies etc.— clarification regarding

The autonomous bodies and registered societies promoted or set up by the
Government of India are instrumentalities of the Union and come within the purview of Art.
343 of the Constitution. Therefore, keeping in view the scheme provided in the Constitution
to promote, develop and implement the Official Language Hindi, the policy and orders of
Govt. of India pursuant to PART XVII of the Constitution may be applicable to the
autonomus bodies and registered societies set up at the initiative of the Govt. of India.

Autonomus bodies/registered societies promoted or set up by the Government of
India are covered by the provisions of Art. 343(1) and without any amendment in the
Official Language Act, they are required to implement the policy and orders of the
Government of India with regard to transaction of their official business through the Official
Language Hindi.

OM. No.1/14013/09/99-OL (P-1), dated 9.12.1999

2.45 Guidelines for compliance of Official Language Policy.

According to Rule 12 of the Official Language Rules, 1976, it shall be the
responsibility of the Chief Administrative Officer of every Central Government office to
ensure that the Official Language Act and the rules and instructions issued from time to
time are not only complied with but suitable and effective arrangements should also be
made for this purpose. Accordingly, the following action is required at your end:

(a) Official documents and correspondence

» 14 types of documents mentioned under Section 3(3) of the Official Languages Act,
1963 should be issued simultaneously in both Hindi and English languages. Also, the
headings on all nameplates, notice boards, letterheads, envelopes and stationery etc.
are to be printed in both Hindi and English languages.

» Subjects should be written first in Hindi and then in English in registers and service-
books and necessary entries should also be made in Hindi.

» Letters received or signed in Hindi are required to be replied in Hindi only. Along
with this, the letters received in English from the state government and non-
government persons from the "A" and "B" regions should also be sent in Hindi and the
addresses on the envelopes should also be written in Hindi.

» All personnel having proficiency in Hindi should be directed to write the notes and
drafts originally in Hindi.

(b) Target, Review and Monitor

» Annual program for the implementation of Official Language is issued every year by
the Department of Official Language. Intensive efforts should be made by your
Ministry and subordinate and autonomous offices to achieve the sector wise targets set
in the annual program.

» Hindi dialogue and use of Hindi should be taken as a point of discussion during the
review meetings to be taken by the head of the office.
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» Compliance of Official Language policy should also be reviewed by the inspection

team at the time of organization and management (O&M) and administrative/financial
inspections.

» To review the use of Official Language Hindi, quarterly progress report should be

sent with correct figures within 10 days of the end of each quarter.

(c) Incentive

>

>

>

For the promotion of Official Language Hindi, effective use of various incentive
schemes run by the Department of Official Language should be made.

Serious research articles should be published on the subjects related to the concerned
offices in their departmental journals.

Research papers / Presentations / Statements should be given in Hindi as far as
possible. Get the proceedings of the seminar printed in the form of a book also. There
must be at least one technical seminar in Hindi in a year.

(d) Example to be set by senior officers

>

If the senior officers write at least small notes on the files and letters in Hindi, the
subordinate personnel will be motivated to work in Hindi. It is worth mentioning that
by using phonetic keyboard, through roman script, one can type Hindi very easily.

(e) Use of Hindi IT Tools

>

>

To facilitate and bring uniformity in working in Hindi on computer, use only Unicode
supported font and inscript keyboard of Hindi.

Government employees should be sent for the training “Hindi IT Tools on computer
Training Program" to be conducted by the Central Hindi Training Institute for the
information and practice of Software developed by the Department of Official
Language, such as "LILA", "Mantra Rajbhasha", "Shrutlekhaan Rajbhasha", "E-
Mahashabd Kosh" etc.,.

(f) TOLIC (Town Official Language Implementation Committee)

>

Head of the Attached/Subordinate Office should become a member of the TOLIC of
their respective city and take active part in its meetings.

(g) Hindi Posts

Create Hindi posts according to the prescribed standards for the execution of Hindi
work and make Official Language cadres in the subordinate offices as well.

(h) Training

Training of Hindi language, Hindi typing and Hindi shorthand is to be completed by
the year 2015. Therefore, after updating the roster of all the eligible employees,
nominate and send them for training in the programs of Central Hindi Training
Institute and Central Translation Bureau.

[D.0.No.12019/1/2011-OL 24.2.2012]
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2.46 Arrangements should be made for writing slogans on the Post and Telegraph
Stationery-Envelopes, Inland-letters, Post Cards etc. for promoting the use of
Official Language Hindi.

"For the promotion, development and propagation of the Official Language Hindi, this
recommendation of the Committee has been accepted. Department of Post, Ministry of

Communication and Information Technology may take appropriate action in this regard."
[O.M. No. 11011/14/2005-0O.L.(Research), dated 16.3.2005]

2.47 Slogans/small documentaries relating to the promotion of the use of Official
Language may be shown/broadcast in between the various programmes on
Doordarshan/Akashwani.

All Ministries/Departments are again requested to ensure necessary action
accordingly on all the above mentioned recommendations made by the Committee of

Parliament on Official Language and follow up action may be intimated to this Department.
[O.M. No. 11011/14/2005-0O.L.(Research), dated 16.3.2005]

2.48 Organising Hindi Workshops/Seminars/Conferences and All India Official
Language Conferences

The Committee of Parliament on Official Languages, constituted in pursuance of
section 4 of Official Languages Act, 1963 have made the following recommendations in
their Report (Volume-IV) on the subject mentioned above:—

Recommendation No. 2 (a): Seminars, Conferences, Workshops etc. may be organized
from time to time for bringing out a change in the attitude of the officers/employees and for
imparting them comprehensive knowledge regarding the Official Language policy.

Recommendation No. 2(c): Each Ministry/Department may organize All India Official
Language Conference once in a year.

2.As per the Resolution No. 12019/10/91-O.L. (Int.), dated 28.1.1992, issued by the
Department of Official Language, the recommendations of the Committee have been
accepted. According to para 1 of the Official Language Resolution as adopted by both the
Houses of Parliament in 1967, the Central Government was entrusted with the
responsibility to prepare and implement a more intensive and comprehensive programme
every year for accelerating the progressive use of Hindi for official purposes of the Union
as well as its propagation and development. In compliance with the Resolution, an Annual
Programme is prepared by the Department of Official Language and is made available to all
Central Ministries/Departments etc. Targets relating to the work to be done in Hindi by the
Central Ministries/Departments/Offices/ Undertakings/Corporations/Banks/Institutions
etc. during the year are fixed in this Annual Programme. In order to ensure successful
implementation of Official Language policy, it is essential to create an awareness amongst
the Officersand employees and conditioning their mental make-up in the positive direction
towards Official Language, so that they may do more and more official work in Hindi and
make a headway ardently in the direction of achieving targets fixed in the Annual
Programme. Keeping this objective in view, it is obligatory to organise seminars,
conferences, workshops forbringing out a change in the attitude and a qualitative change
in the mental make-up of the officers/employees for imparting them comprehensive
knowledge regarding Official Language.
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2.46 =Tk AR Y LI, ToTwTh, Siaasiia ual, TreedhTe! 3fe ux TeraTeT &t & Tanr &y
TETAT & ok Garel B TN feraan wird)

ST el o Hearei, forehrer U e & S1eh T, S o F=i1 SetfTehl #arer g S
AR T I, T, STAeeia U=, TReaRTe! TS IR TSTHTST f&eT o ST ol JIgTaT o o §ee §
AN fegaT shi Fford SHIATS sh1 S|

[RLILE. 11011/4/2005- T.HT.(37), fieF 16.3.2005]

2.47 FXEH/ FTeRTITETOlt % fafirT srdshut o sfter-sfrer # wreramen & s ganT aer wet
TN BIE-Bie ATIAT AT T THROT T STC SR g4 forfvre Ty et gry &t o s =t
T Gerefl Tere Tl o1 Seorg off foram sty

[t HATer/ T & O ST @ o Serdtr TsTTeT |iftd g aht 178 Swlh wvit RepTieett ox arsgafa
STt % TSR o ATET FHNATE GHIT hT S SR AT 75 FRATS § TETHT TSTHTT T shi 7

EZCIEIESIIY
[T.ITH. 11011/4/2005- THT(3), &1 16.3.2005]

2.48 Tt wrdvITerTe / M /AF e quT rRae WA TSTHTST GFeT sl TS
HHET TAITHT AT T TAORTIRET OF STaedt eS|

ST STRTRIT ST 4 9 STTER0T H TS TSI |l 6 Ffrelad o ©e-4 % STid SU3h oy I
freferRa wreqfoat <t s &:-

TR AT 2(F): AR =T ht AR Sae 8 3T 3w TorrsT ifd T smaeh STt
U o THI-H T BT, SHRIRIATS 3ATfS SRS i S

HET AT 2 (TT): "Tesh HATera/ T o H Teh o SARaet MR TSTTST e SRS i

2. TISTTHT ForImT o foieh 28.1.1992 % Hehed E@AT 12019/10/91- THT (W) o SR HHHT shi I
Heqfat iR A &l 78 2 a9 1967 § HEE ok AT el § AIid HToT A Heiferd Hehe & T &
FTAR Tt o ST o T ST w8 o Tl Teprl SRS o o 3k ST ST 7 ifer &
B TF T T e S Freqd s IR T ST 38 HRT-Id il 1 SR had TN b
HTIT T 27| $Heh ST H TSTHTHT formT SR &% e U aTfiieh shrishA daw foram ST @ o1 s
TER & aofl v/ faamn offe o 9IS STar R W aifNes wRisw O hd TR & ot
T/ fr /STt SushAl/ fAeTai/siehl/ HETT 3TTfe gy a9 W o forq et o ST ST weieft
e fuffed fore STTd €1 59 =g st ifr 6wt st giHfaa s o forg TstmT féd &
el TR SATRTRET ST FHATIIT T STHTEhAT Scd= AT 37T ITeh! W GehdT T HehIcHdh foxm o
IFTH AT ST AL ¢ Mok o ST eI hrad et o 2 bl 3 I ATfen ik o
freifea Qe T TW SRt T fowTT o St o |rer AT 911 $E SRTSH 1 g § TEd 3¢ wt sttt
HIT FHATT 31 AHIGHRAT H TUTcHER HR A, I T Saei o S 3w TSI AT s
ST TR 0 o HErd St & foh q-ame oX TS, Trie, SRR e STRfSd 6
S|
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3. Although the ban orders imposed by the Ministry of Finance on organising

conferences/seminars etc., have not been removed so far, however, some of the
Ministries/Departments are still organising such conferences etc., in view of their
importance. Therefore, the Ministries/Departments/Offices are requested to organise All
India Official Language Conference once in a year.

4.In this context, it is once again requested that all the Ministries/Departments
/Offices/Undertakings/Corporations/ Banks/Institutions of the Government of India should
comply with the decisions taken on the recommendations of the Committee. They are also
requested to issue instructions to all attached and subordinate offices/undertakings/banks/
institutions for compliance in this regard and a copy of the same may please be endorsed
to this Department for information.

[O.M. No. 20034/53/93-O.L. (R&A), dated 31.5.1993]

2.49 Names of the products of all Government or Semi-Government companies/
organizations / institutions under the control of the Government of India — Regarding.
Products of all Government or Semi-Government companies/ organizations /
institutions under the control of the Government of India which are sold in the Indian market
and exported should have description in Hindi and the name of the product should be written

in Devanagari.
[O.M. No. 14013/01/2018- O.L. (Policy) Dated 16.1.2018]

2.50 Review of the work being done in Hindi

(a) Once in every month, when the Secretary / Chairman holds a meeting of senior officers
under his chairmanship agenda item on the progress of work in Hindi and implementation of
Official Language rules must also be included and discussed there.

(b) Entrust the responsibility of Hindi implementation to your Joint Secretary
(Administration) / Administrative Head in your Ministry / Department / Institute and hold a
meeting of the Departmental Official Language Implementation Committee (OLIC) under

his chairmanship every quarter.
[D.O.Letter No.- 14011/01/2021-O.L.(Policy) dated : 20.01.2021]

27



3. 91y & 36 Garer H 9g ot SeotaH 1 ® foh fort wamerar g =i ener i/ S8t o STefisi ot efme
e sifdrerer a1ft oft gerg T e B, foReg R oft 5 weiie % wee i E g 59 e/ famr andt
off FHIEH ST TR 9 T €| 37 T HaATerl/ o mT/ srIfert TS & e & fof 9 v o 0
R TR WA TSTATST T SRS )

4. 38 Aied T WA TR o qft Herera/ form/ e/ sashe) e / S/ deum o & o @
o o wedtr TrsTvTeT | g ST T I SRR T SAUTTCe hILaTs S ST 3 Heier | forg g
fotert o1 STqaTer shl) |l siETera/ Tt 31Tfe & 3190y € o o e 57 Fewtl & o1 avft dag
HEITE FRATCT/STSHHI/siehi/ TEATT SATE hT ST o [eTQ, ST & SR 3T ST 6T T Wi 36
forvmr aht of el ST i SawET

[20034/33/93 0.1, (31 Wal for.), ferfish 31.5.1993]

2.49 HRA THR & FAHA0MElT Geehil It Ao Tt huf=l/@re-/EEm & Iaral &
ATH @G & Herer |

T TR oh i Gl AT STiaentt Ol Shaf==/EiTe-/E%= g0 SHTT 7T 3caTe] ST
TR SIS | S 71 21 et it fore St &1, o f&et O forawor o3 S ot Seh I Qo 1 ot
IRICEIR]

[ST.ATH. 14013/01/2018-T.4T. (fifer) T 16.1.2018]

2.50 Tt & srari-aa sht THteT R AT
(F) T UE U U TR Hd / 3TeqeT U1 TN T S IS ST shT o3k Fd & a9 g0
TRt o smrm-ahTet it STfer 3T T et 36 shrrtear o e off 3Tavy T S = |
(@) ST HATER/ TormT EeerT 7 ST Sk Al (SRTTE)/ TR S i g fdet srtae 1
ST < 3R & Tt & St Stearerar § it TrervmeT st afifa (OLIC) i 33 il

[3TIMT. G, : 14011/01/2021-T.87. () 16 20.01.2021]
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CHAPTER 3
VARIOUS COMMITTEES ON THE OFFICIAL LANGUAGE

3.1 Official Language Implementation Committees

1. It is essential for all the Ministries/Departments that the Official Language
Implementation Committee be constituted in every small and big office, irrespective of the
Fact whether the number of staff working there in is more or less than 25 and the Head of
the offices be nominated as its Chairman.

Govt. office means an office as defined in Rule (2) of the Official Language Rules, 1976.
[Deptt of O.L. letter No. 20001/35/88-0.L. (b-2) Dated 25-5-1989]
[O.M. No.6/63/64-0O.L.,dated 10-12-1964]
[0.M. No.11015/57/72-0.L. Dated 29-12-1972]
[O.M. No. E.11013/8/73-O.L. Dated 5-9-1973]
[O.M. No. 11015/26/73-0.L. Dated 29-1-1974]
[O.M. No. 12027/14/75-O.L., (B) Dated 24-2-1975]
[0.M. No. 12024/2/92-0.L., (B-2) Dated 21-7-1992]

2. The Joint Secretaries of Ministries/Departments, who have been entrusted with the
responsibility of looking after the work relating to Hindi, should be made chairman of the
Committees of the Ministries/Departments and the Deputy Secretaries, Under Secretaries
and Section Officers representing various divisions and the chairman of companies and
corporations of the offices and departments located in Delhi, should be made members.
Hindi Officers of Ministry/Department will act as Member Secretary of this Committee. In
the implementation Committees of the attached and subordinate offices, corporations,
undertakings etc. Senior Officers of the offices should be made chairman and the officers
representing various divisions will be their members. In the Official Language
Implementation Committee of the Offices, Corporations, Companies etc. located in Delhi, a
representative of the respective Ministry or Department should also be co-opted so that a
coordinated program me could be prepared for implementation of Official Language in
those offices and their Head Offices, Non-Hindi speaking officers also should be
represented in these Committees in due proportion. There should be an attempt to ensure
that, as far as possible; half of the members of such Committees are Non-Hindi speaking
officers.

3.  Atleast one meeting of every Committee must be convened in every three months and
a copy of the minutes forwarded to the Ministry of Home Affairs (Department of Official
Language) also.

4. The functions of the Committee will generally be as under:-

(1) To review the implementation of orders relating to use of Hindi and to take action in
that regard;
(i) To review quarterly progress reports and to ensure their timely submission;
(111) To review the difficulties encountered in the implementation and give suggestions,
where necessary;
(iv) To ensure that appropriate number of employees are released to undergo training in
Hindi, Hindi typewriting and stenography;
[O.M. No. 5/69/69-0.L., Dated 25-10-1969]
[O.M. No. 4/41/70-O.L., Dated 12-10-1970]

[O.M. No. 1/14011/17/76, dated 7-2-1977]
[O.M. No. 1/14011/1/77, O.L., (A-1) dated 19-5-1977]
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A 3

3.1 TSTHTHT SR T=aa afetaat

1. &t e/ farvm & for g s1fiamd @ for 3 o710 Tcieh B¢ 9 iaiad | =1 30 shRid
T hl GAT 25 § 3fereh B AT hH, TSTTNT hR-TI AT ol T3 T 3T Heiferd shraiad &
FHTIATCATEIET ol 9 U oh STETET o ®T J 1 foRaT STy

FEIT TR o FHATA H qTedd TSTATST 5= 1976 % 7w (2) & st=aria afeiyg e 9 2)

[TL.9T.9 20001/35/88- T.4T.-2), T&ieh 24-5-1989]
[TITH. 6/6364-T.91.f&Th 10-12-1964]

[FTILH. 11015/57/72. TATAH 29-12-1972]
[FTITH. 5. 11013/8/73- TWH.fATH 5-9-1973]
[T.ITH. 11015/26/73-. WAL 29-1-1974]
[FTILH. 12017/14/75-T.97.(Q) ferih 24-2-1975]
[FTITH. 12024/2/92-T.9T.(@-2). feHih 21-7-1992]

2. WEATE/fTT o o wh wied e fidt @ wwatf-tr s sht qwTet st ot e didt
TS & Tt/ foram <t |fufa o eremer s S 3R gEw Ty o wfafafies R At ST
gfua, St wfera 3T SR ARFRT SR fooelt R srrferl SR fawm & stef shaft ofie
ot & STearer TeE ST ST HaATery/fasm o fédt stfereRi 3 wfufa & afua & w9 ¥ m )
olg qm Aefieer Fria, T, SushAl 1fe T Rt afifaal § sied & afis AR
ITeET ST U SR faferT gt s afaffees s et 1iterl dee =) foeett fua st
oy, shafa smfe it TerTeT Shi-ae afufa o gvafeud @aed I1 faamr & afafafer @ ot
HeAito foram ST, e 37 Fieri 31t 37 qeamerdl § TSIST it & g T anfaa
TASHH ST ST Heoh| 3 GiHfadt # 3Fa sruma § s1fedt vt stfremiiaat st +ff wiafaferes foar sy
ST ek 81 ek, SIS <l ST fop foreft oft wftrfar & o1mer wewy arfdd wref an

3. T AT I HTET § HH-H-3T T deh 3Ty shi ST AN 3Gk FHad sl TTdreAtd T8
HATA (TSTATST foremT) =t St STy

4. Gt & sl g w9 § fefaiad g

(i) TR o T Trareft AT o hrIlea shl vt AT TR 39 R H HIaTg LT,

(if) fermmet swfer feetet oht weftet o wmer o ST g TE e

(ifi) FTRIT-=ra 5 ST SITeft HISATSAT hl THIET Fileh AATTTIHAT GHATS HoHT:

(iv) T, Tt Zammm e sTryferter sifkretor o foTe SoRpeh S o e SIS g1 e
[T, 569/69-T.5T. R 25-10-1969
[FFT.ITH. 4/41/70-T.97.RA% 12-10-1970

[LITE. 1/14011/17/76, fish 7-2-1977
[LITE. 1/14011/1/77-T0. 1 (-1), i 19-5-1977

]
]
]
]
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3.2 (1) In the offices, where a branch of Kendriya Sachivalaya Hindi Parishad is
functioning, a representative of the Parishad working in that Ministry/Department/Office
should be included in the Official Language Implementation Committee. Agenda and other
papers should be supplied to the representative of the Parishad before the date of meeting
and a copy of the minutes may also be endorsed to the central office of the Kendriya

Sachivalaya Hindi Parishad.
[0.M. No. 5/2/71-0.L., (Unit), dated 23-6-1972]
[O.M. No. 11015/82/72-0.L. dated 28-11-1972]

(2)The employees winning awards in competitions relating to Hindi may be invited to

participate in the meetings of Official Language Implementation Committees.
[O.M. No. 1/14013/10/79-0.L. (A-1), dated 20-9-1979]

(3) The officers of Hindi Teaching Scheme (Deputy Director or Assistant Director and
where no such officer is available, the Pradhyapak) should be invited in the meetings of
Official Language Implementation Committees of the offices located outside Delhi.

(4) Notice about meeting of the Committee should also be sent to the respective Regional

Implementation Office of the Department of Official Language.
[O.M. No. 1/1401/4/76-0O.L., (A-1), dated 24-4-1976]
[O.M. No. 1/1401/2/85-0O.L., (A-1), dated 22-4-1985]
[O.M. No. 12016/5/87-0O.L., (B-1), dated 2-12-1987]
[O.M. No. 12018/3/87-0.L., (B-2), dated 8-8-1987]

3.3 Nomination of Rajbhasha Adhikari in Subordinate Offices and his duties

A high ranking officer be nominated as Rajbhasha Adhikari (Official Language Officer) in
each office under the Ministries/Departments, In addition to other administrative duties, he
will also be responsible for the proper implementation of the orders relating to the Official
Language in the office and to see that the meetings of the Official Language

Implementation Committee are held regularly.
[O.M. No. 1/14011/12/76-0O.L., (A-1), dated 22-11-1976]

3.4 Inviting Non-officials as observer in Official Language Implementation
Committees

No non-official should be made a member of the Official Language Implementation
Committee. However, a non-official member of Hindi Advisory Committee of the
concerned Ministry who might be readily available could be invited as observer in these
Committees. The required decision in this regard will have to be taken by the department
concerned itself finally.

The said instructions apply to the Official Language Implementation Committees of the
main Ministries/ Departments and the Zonal level committees of their subordinate offices,
Zonal level committee’s means committees of zonal headquarters. That is, if a Ministry so
decided, it may invite a non-official member of its Hindi Salahkar Samiti in each
implementation committee of the Ministry, committees of headquarters of the Attached/
Subordinate offices and Undertakings and those of Zonal Headquarters.

[0.M. No.1/14011/10/76-O.L., (A-1), dated 8-6-1976]

[0.M. No. 11/20034/4/79-O.L., (A-2), dated 19-04-1979]
[0.M. No. 11/20034/5/87-O.L., (A-2), dated 13-1-1988]
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3.2(1) v wEtat @ S afvarem & uite it wmar s = @ R, 98 uie 3|
Tt/ ferTTT/aRraterd § s o (el Uise sht TRAT Rt Ueh AfafHfer T shrfeeee afafa o smfier
foram ST wftwe 3 wfafafer 1 fommofer fowert &t swrfgE siv ot wmmft S 6 aie & 1 wsht
ST 3 i st gfaferft shefter wfvarer fedt uftg st off 9sft sy

[T, 5/2/71-T0.97.(Cheh) feieh 23-6-1972: Tahet, 1974]
[T.ATH. 11015/82/72-T.41.fcA1e 28-11-1972 : Tehedd, 1974]

(2) St e fédt weteft gfoenfraret & qoepa forn STa € 378 ot st afufa
J3ehl # A foram STy
[T, 3. ©. 1/14013/10/79-T.491.(%- 1) T 200-9-1979]
(3) Tt & ot & Rt S TSI FEiaaT AT Ht et 7 &l fEreror e &
Tt (SufasTes T Tereh fawreh 3T STet hig o AT 7 8 I8t ITeaTyeh) ol SATHE fohar
ST
(4) |fefcr T SIS shT AT TSTHTHT TorwT o6 Helfer & shrri-aee srierd i +ft &t Sy

[TIE. 1/1401176 THT(F-1) T, 24-4-1976]
[RLETE. 1/14011/2/85 THL(F- 1), 7. 22-4-1985]
[3T. . |.1712016/5/87 TWHL.(@-1). &, 2-12-1987]
[FTITE. 12018/3/87 THT.(@-2) T 8-8 1987]

3.3 TeMT HATAAT W TAHTYT TR T ATHTERA HIAT T IHeh hled

Tt/ feramT & ST Tk e H Ueh oo Tl SRR sl T SRR o &9 § A1
T e ST 319 1= YT ST o ST 36 AT i I @ i ot et Bt o6 3|
FETET | TSI Heiefl A1 T ik 9 T HEI-aaT & T TSI -2 AT i S35k
et sr g Fram

[IITHE. 1/14011/12776 T. 91 (-1) f&. 22-11-1976]

3.4 TTHTET HTAT-aIT AUTAET W T-OXRIT SARRIT ohl ATk o T | TH T HEAT

SIS SR Gffaat § foret Nr-arerrt safch sl g 4 s/ S| 34 afufaat § geifta
TRt sht fedt T Gfufd & U el ¥ Sudsy T-Tiahi] He&T &l J&feh & & § A
fora T Hehar B1 39 Teiy 7 31feaw w9 § Ararwaes FHofa deiferq fom s s’ e gem

Ik TaRT @il HATT/formTt sht e TSTHIST Shiara Wil S 3ok STefieer et

T &R T ShT TSI i Wil o AR B 8l & T ot affadr § arert s

AT shi WiHfE! & 8] i Ife WA =R O a8 Ut et gegenr wiHid o Teh I-aTen

HEET shl AT & shl shid =< Wil Heig o Tefiee shrieral A SEdi & qedterd & i
wfufr 37 e JeaTer & ht AHiaa § ST L el 2

[FLILH. 1/14011/10/76 THT.(F-1). & 8-6-1976]

[RLETE. 11/20034/4/79 THT(F-2), T&. 19-4-1979]
[LFTHE. 11/20034/8/87 TWHT.(-2), . 31-1-1988 ]
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3.4.1 Regarding issue of identity card, parking card, visiting card etc. for non-official
members of Hindi Salahkar Samiti.

Non-official members are nominated in Hindi Salahkar Samitis in various Ministries
/ Departments. In this regard, there is often a demand that non-official members of Hindi
Salahkar Samiti should be issued identity cards etc.
2. In this regard it has been decided that the work of the non-official members of the Hindi
Salahkar Samitis of various ministries is to advise the Honourable Minister of the
concerned Ministry regarding the use of Hindi and not to inspect the subordinate
departments/offices of the Ministry or Advising officers/staff at lower level. The meetings
of Hindi Salahkar Samiti are usually held twice in a year and the non-official members of
the committee do not have the right to inspect the Ministries/Departments or offices.
Therefore, the need for any kind of permanent identity card etc. is not felt for the non-
official members of the committee.
3. Therefore, non-official members of Hindi Salahkar Samiti cannot be issued identity

cards, parking cards and visiting cards etc.
OM .No. 12011/01/2017-O.L..(Policy) Date: 7.9. 2017

3.4.2 Organizing the meeting of the Hindi Salahkar Samiti in Delhi itself- Regarding.

All the Ministries/ Departments are informed that as per the decision of the Kendriya Hindi
Samiti constituted under the chairmanship of Hon'ble Prime Minister in the 31st meeting
held on 06.09.2018, the meeting of Hindi Salahkar Samitis are expected to be held in Delhi
region only.

[0.M. 14013/01/2019-0.L.(Policy), dated 21.1.2019]

3.4.3 Updated address of Central Secretariat Hindi Council with reference to Hindi

Advisory Committee.
It is informed that the updated address of the Central Secretariat Hindi Council etc. is as

under:-

Central Secretariat Hindi Council
Pradhan - Mr. Upendra Prasad Singh
Mahamantri - Mr. Rakesh Kumar Verma

Address:-

4.

Central Secretariat Hindi Council
Head Office -116, Type-IV

Laxmibai Nagar, New Delhi — 110023
Tel/Fax No. 011-24672716

All the Ministries/Departments are requested to accept members nominated only by

the Head, Central Secretariat Hindi Council, Head Office-116, Type-IV, Laxmibai Nagar,
New Delhi-110023, Tel./Fax No. 011-24672716 as non-official members in their Hindi
Advisory Committees.

No. 11034/15/2021-OL(Policy)

3.5 Scope and functions of the Regional Implementation Offices
Eight Regional Implementation Offices have already been setup to take stock of the

implementation of the Official Language Policy and ensure its implementation. These RIOs
are headed by Deputy Directors (Implementation). These regional offices will watch the work
relating to implementation of Official Language Act, 1963 and Rules, 1976 including review
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3.4.1 & TeEwR wfufa & -ewwrt aewt & fou afem ao,mfdT =E, fafwfer «e
artfe St fopy ST <6 wafer #)

farfsrT tamern/fasmt & &t aamesr afufeat § T awerl geet st Tifiq forar Strar 81 5@
Taier T T UHY 7T STt Tt ® TR Rt aeteer aftfa & i o) gedi bt vee ue S SRy
[ERUSIN
2. 30 "ay A g oty fomm man 2 f fafv= demer ft it aamesr afufaat o i1 e
T T 1 GeTId TATAT o A Tt ot et & T o Gaier § |aTe o7 &, 7 1o HAed &
arefieer farr/emratera o1 fdeqor s sterer et Tt 9T rftrentiat /erd=nta st gere 2 f&et
TEsR afifa it 9% af § FAMA W 9} et § @ & wiufa & W e wesn @
HATAT /T S7eraT Frater o fieror ot 1ferer et 81 gafore afifa o T il gew & fog
Torefl TohTE o TRl aiery O STTS shT STkl e Hedd shi STt o
3. 1q; f&et aotear e & T awhit Geet i uf=e o=, w1 ud fafsrfen & enfe
EINERIETIE IR EIE

FHILATH. 12011/01/2017-T0.97.(Fifer) femiaw 7.9.2017

3.4.2 T&t aemeenr wfufa it Sew feee o & st it S o darer vy

W ST ST skt STererdn § iad e féet afufa i fadie 06-09-2018 i g8 31
3 1 forw oy frofer 3 sram wt T/ fermtt sy e foram smam @ for et wameer wfif i
S5k T ST fdoatt & U &) foram ST e7ufera 21

FHTIT. 14013/01/2019-T0.47.(Fifer) femies 21-1-2019

3.4.3 T&t memeenr wiufa & desl # et aferey & uftag =t erafaq uar)
gira fopa ST @ fof shsier afoarer fédt aftes it adam starfad war e fremgam 2 -
e gierarer & aftwe
e — it 3Ug yETe fig
TR — ot Tk R

FE wivaTe i ufee

T HRTAT — 116, SEY-1V
aeiaTs TR, 78 feeedt — 110023
LTS/ S AT 011-24672716

4, Tt dATer/famT & st TR STar ® TR o wum, SR aferes i afte, sam
FEAT- T FRAT — 116, a's'crlva&uﬁaﬁw T3 feeedl — 110023 LTS e EEAT 011-
24672716mmﬁﬁw®ém%ﬁwaﬁ%ﬁﬁrwﬁw%wﬁ@ﬁwﬁl

[1.3T. §. 11034/15/2021-T.97.(Jfa), f&=ish 12-01-2022]

3.5 & AT HTATAAT hT KA T R

TISTHTST o ShTA e i et 3T STRISTT o o TG o St g 1aa i o o 8 et
FRITET 3! TATOHT 1 ST 6T 21 3 &1 el & 39 ok () Te sifae §) 3 aef
FRATAT Y- & | e he TTHR & wATAdt § T 31fafm, 1963 aor =9, 1976 &
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of quarterly progress reports, attending quarterly meetings, inspection of offices and assisting
offices in training etc.

A copy of the QPR relating to the Official Language should be forwarded to the concerned
RIO and notices of the meetings of the Official Language Implementation Committee should
be sent to these offices, so that representatives of these offices could attend the meetings.
These RIOs may also be contacted for assistance in other work relating to the Official
Language viz organizing workshops etc. Headquarters of Regional Implementation Offices
are located in Mumbai, Bangalore, Calcutta, Guwahati, Ghaziabad, Cochin, Bhopal, and New
Delhi.

[O.M. No. 12016/5/87-O.L., (B-1), dated 2-12-1987]

[O.M. No. 12024/6/89-0.L., (B-2), dated 20-12-1989]
[O.M. No. 12024/4/91-0.L., (B-2), dated 6-8-1991]

3.5.1 Guidelines for Regional Implementation Offices to make TOLIC meetings more
effective.

Town Official Language Implementation Committees have been constituted with the
objective of providing a joint platform to the offices/undertakings/banks located in the city
concerned to overcome the difficulties in the implementation of the Official Language Policy.
It is expected from this forum that effective discussion can be held to increase the use of
Official Language Hindi in the meetings of TOLICS and information can be exchanged about
the best practices. Along with this, solutions can also be found to solve the difficulties of the
offices which are having difficulty in the use of Official Language. But for some time, it is
seen that the meetings of the committees are not getting very effective in fulfilling their basic
purpose. The meetings of many committees have now become like formal events.

Therefore, the following instructions are given for organizing the meetings of TOLIC:

(1) The meetings of TOLIC are required to be organized on the basis of the guidelines issued
by the Department of Official Language. It should be ensured by the Regional
Implementation Offices that all required items are included in the agenda of the meetings of
TOLIC. If the agenda is not in proper form, it should be prepared again.

(2) Some amendments have been made in the guidelines issued by the Department of Official
Language related to the constitution, operation, purpose, composition and other relevant
functional aspects of the new committees. A copy of the same is attached.

(3) The following are the main amendments to the guidelines:

(1) Before every meeting of TOLIC, the member secretaries should discuss their problems
with all the member offices and seek suggestions from them. The suggestions received must
be discussed in the meeting.

(i1) On the basis of the reports received from the member offices, during the meeting on
behalf of one of the offices who has taken new initiatives, a presentation should be given on
the new initiatives taken by them for implementation of Official Language so that other
offices can also follow the same. Also, an action plan should be prepared to improve the
implementation of Official Language in the offices which are not performing as per the
requirement and the action taken by them, the progress in their work should be reviewed
during the next meeting.

Kindly issue the above guidelines to the Member Secretaries of TOLIC concerned to ensure
compliance thereof.
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FHRTTI 1w <@ forad fararer wfa fearet i aterr, T s § 9T oFT, el sl
FreTor ST TUT TS S TRTEI0T TS T HEFIT <41 MU 2l

TTITST  Gaiferd fomme) woifar faid ot wiar, deifea esfia sriea s 9fva ol aur T
Tt |fifer i A3t i gt 37 FrEtert i & e 5 37 Frateat & wfafifr st set &
AT A Hoh| TSIV & Helfrd 7T hidT | TSR, S HEer A1fe & s & fow off 37 el
FEATCET § HFTeh | &P FHRAT-IAT HRATHl o AT qTs, SHTAR, Hershdl, TaTerdl, Hifed,
YT, TfSTETeTe aem =8 feeefl 7 21

[TITE. 12016/5/87 THAT(@-1) f&. 2-12-1987 ]
[T, 12024/6/89 THT.(@-2), 7. 20-12-1989]
[IIE. 12024/4/91 THAT(@-2). T, 6-8-1991]

3.5.1 TRTH hY TSRl R 3T THTAVITAT T o 1w &t swrart-aaa sratet & fore
feem-fdw

TR TSTHTHT I ST ol T3 36 3699 § fordT a7 7 foh Heifer R Rora swrieran/
SUShHI/siehT G TSTHTST A oh shrrf-errd | 37 T AT b gL hL o foTT Teh T H Iueisy
Nl 30 T T I8 ST A STt 2 Toh Trehmer <hY Sgeh § sty f&et o6 YNt 6 s o fore et
=T &1 3R IRE R JUITET s SRR 3T SATEH-YEH & Heohl |1 &, S it st Tt o
ST ¥ FHSATS B Tl Bl IAeh! hiSTgaT o quTeT o1 ¥t gt fenrer St &b fohq formar o & & T
<@ I @1 © foh WHfEl T ok Sad gt Segd hl Ui o foTq sTEq gerersnedt e e T 8w
wtfeRit T Sash af 31 ST STEeH Sl T8 718 2

3T TUHTE 1 A3 o S o (eI fesT fag s &:-

(1). TUHTE T SShT HT SRS TSTATT foramr grr ST et & 31 o g9 ofara B i
FRITE FTATCTA! ST I8 G121 T ST fof rehTer T siaehi oht shreiereit o @t aTufera wa smfirer
2 afe wrefeE faftrea & & 72 2, @ e e

(2) TS AUt 1 T, HeTe, e, WTEAT 9 31T TE (e ShaTeer 9eT & Heiferd TeraTST T
ST SR e et o 5 weiee foRe T € 3eeht S Herd 8

(3) Tomr-faeT # e Eeie e 8-

(i.)TEHTE 6 T o3 U Y6 G Wi Gl Geed il 8 3eh! GHEITS! 9 ==l i AR 39
TS HiA| SIT6 G T Ao § ==t S 2l

(ii.) IS FHRTTAT & ITY Tt & ATYR W TS It A aret Hriterdl § o foreft ush Hriier 6t 1
Y 3% o A, ek T ST 1A= o] hl T8 95 T8t W ST el teror fearm Sy arfer
= AT ot SHHT STTHOT L Foh| AT &, STU&TT 6 ST i (o718 T o I e wraierat 3
TSTHTST SR H G o6 fAT sl -ATSHT qar ohl ST qT 37k SR i T8 shiaTs/hrd | St s
THTET ST o3k o SR 3hT ST

FAT T TSRl T SFquTe A i o forg Sefea e o geed |iedi i 3Teer S
)
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Annexure

Constitution, operation, objectives, structure and other relevant functional aspects of
Town Official Language Implementation Committees

I(i) Constitution: As per Department of Official Language’s OM No. 1/14011/12/76
O.L.(Imp.-1) dated 22-11-1976, Town Official Language Implementation Committee can be
constituted in all those cities of the country where there are 10 or more than 10 offices of the
Central Government. The committee is constituted with the permission of the Secretary to the
Government of India, Department of Official Language based on the proposal received from
the Regional Implementation Offices of the Department of Official Language.

(i1)) Objective: The objective of formation of Town Official Language Implementation
Committees is to provide a common platform to promote the use of Official Language in
Central Government Offices/Undertakings/Banks etc. spread across the country and to
remove hurdles in the way of implementation of Official Language Policy. On this platform,
officers of offices/undertakings/banks etc. can improve their achievement level by discussing
and exchanging information about best practices to increase the use of Hindi.

(iii) Chairman: The committees are presided over by one of the senior most officers of the
offices of the central government/ undertakings/banks etc. located in that town. While sending
the proposal for constitution of the committee, the proposed chairman sends his written
consent to the department on which he is appointed as the chairman after the approval of the
Secretary of Department of Official Language.

(iv) Member-Secretary : The Chairman of the committee nominates a Hindi expert with his
consent, to the post of Member-Secretary for the management of the secretariat of the
committee. This Member-Secretary can be from his own office or from any other member-
office. The Member-Secretary conducts the activities of the committee with the permission of
the Chairman.

(v) Meetings: Two meetings of the committee are held in a year. The first meeting is
expected to be held within two months of its formation and the second six months after that.
Months for the meetings of the committee are decided according to the calendar issued by the
Department of Official Language. Information regarding conducting the meetings must be
given to the concerned Regional Implementation Office of the Department of Official
Language at least 15 days before the appointed date so that the officers posted in them can
ensure the representation of the department in the meetings.

(vi) Representation: The meetings of the Committee are required to be attended by the Heads
of Offices of the Central Government Offices/Undertakings/Banks etc. located in a particular
town, because as per Rule 12 of the Official Language Rules, 1976, the responsibility of the
implementation of the Official Language Policy of the Union and compliance of the executive
orders issued from time to time in this regard has been entrusted to the Head of Office.
Officials of the Department of Official Language (HQ) / Regional Implementation Offices
also participate in these meetings. Apart from these, officers of Central Hindi Training
Institute and Central Translation Bureau and any one representative from the branches of
Central Secretariat Hindi Parishad located in the city should also be invited in these meetings.

It is to be noted that in order to give special importance to the work of Official
Language Hindi and to encourage the employees, there is a provision to mention it in the
column related to the pen picture of the annual APAR of the employees.

(vii) Classification of committees and reimbursement amount for meetings: Based on the
number of member offices, the committees are divided into three categories. Reimbursement
of expenses is made for Rs.3000/- per meeting to committees having 10-50 member offices,
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ATATTR
TR TSTHTST I T-ara G T TS, HeTel, Se9, TTEHT 9 3T TG feharces et

1. (i) TT&T:- ST forsmT o faie 22.11.1976 % HLATH 1/14011/12/76-T.47.(F1.-1) % ITER
231 % 3 Gl TR § STET e TeRR 3 10 I 10 ¥ Afereh i 8, R Tt st |itfa
T TS TR ST Fendt 21 |l 1 T T ot & aET wEieE Rt § I TS &
SATER R A TR o Hiere, TSt forem ot srwfer & fopr sirarm 2

(i) ILIT:- TR TN FEAaaT i & a9 H ITIT g THK & IR J &
FTATAT/SUShHI/SehT ST T TSIV o JANT ol S@TaT o 3T TSTHTNT Afd o e o qnl o 3118
SHISTSAT 2l gL T o6 ToTT ek WYeh Hl Y& hLdT €| 58 Hel W ST/ SUshH1/slshi SATT o tferehrdy
&t o s SeM & foT ==t qur Iy FRIUTTCRIT i SR T HATEH-NEH T T 70T
IqAToY T H YR AT T

(iii) STeTETAT:-37 GiHfa 6t STererar TR oy o fufa Sl Terr & wrRiedl/Sushui/se 17 &
gy SRRt o & fohet Ush o gRT ST STt 81 Wil o T3 o1 TEdTd Weid TH, ST STeae
T ferftea wemfa formt @t we € | W afere, TerTer favmT & stEieT & g 3] aTene
[ERAERISICIN

(iv) O Afera:- giufa & afaare™ & gered & fofe afbfa & oTeaer v swaiaa srerEn ford
I ST FATT ¥ U ) foreagy st Sweht wenfa & afufa o1 gee afva garta i 8 afafa &
TRy, STeAe i STl |, ewT wiwe g foh S &)

(v) ek H Wiufd sl & s3eh SRS Al STt 8| o sI3eh T3 o &l 718 o et d Toll 380 ©
HTE ULTd Y ST 37ufera 21 |fufa it St o forg wret o1 Frerftor gt feramt grr S Sheist
HTHT ToRAT ST 81 SISl o TS sl T fd fafer & =60 & 6w 15 o i et fawm &
Gaiferd & hrIfearRT FHTATCRT bl ST & ST dTfeh SHH dATd ATrhi sak | formr 61 wfafafere
g & el

(vi) afafaferce:-afufa it dehi & TR ooy § Reud FET TER & HrRITd)/IUsHH/dw! Al &
FRCTT @ GRT T 9T ST 37T 8, Fiifeh TSI 2, 1976 o FRm 12 % ded @9
TSTT ifet o shrf-ara ST 39 Heltl § TH EHT O SR HIEehit STeRI o ST ol Il
FRITC S i EIAT T 2| TSI o () &t ri-aes st & et §f 51
ST H AT oAd 8] $Toh STQATS 57 sigehi H shsilel Tl SRTETOT TEer of shelld ST SFU o SAmehIiear
quT TR ¥ T e afuaree & uftae it smarett @ o ot uw gfaff o oft Se 0 smita
[ERUSI

F1aeT & Tor et R & e ot fomiy e 3 SR ififent aht WiedTiEd i & fore 3@
IooTE SHITHRT o TNk THUITR o U fusre Gaieft shierd | fohT ST a1 S92

(vii) wfEfaal T aeffemor T Sgeht oq Tfadfd TET:- He& el hl Al & TR T
giufaat st &= v § fofoa foram w81 10-50 Teer swrta aret afufat st w9e 3000/- I
3, 51-100 TEET HATAAT AT FHIGAT sl TIT 5000/~ T I3k, 3T 101 IT 36 ATh T
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Rs.5000/- per meeting to committees with 51-100 member offices, and Rs.6000/- per meeting
to committees having 101 or more member offices. No expenditure amount is provided to the
committees constituted separately for Public Sector Banks and undertakings. A utilization
certificate (in the proforma prescribed by the Department of Official Language) of the
expenditure incurred on the meeting of the Committee, under the signature of the Chairman of
the Committee, should be sent to the concerned Regional Implementation Office of the
Department of Official Language within 15 days of the holding of the meeting.

(viii) Award to the committee that has done the best work: According to the norms set by
the Department of Official Language, Town Official Language Implementation Committees
doing outstanding work in promoting the progressive use of Official Language Hindi, are
awarded Rajbhasha Kirti Puraskar at the national level and Rajbhasha Puraskar at the regional
level.

IT (1) Process of proposal for change of Chairmanship of TOLIC

(1) Change in the chairmanship will be possible only with the prior approval of the
Department of Official Language.

(i1) The proposal regarding change of chairmanship will be sent to the department through
Regional Implementation Office.

(ii1) The written consent of the proposed Chairperson shall be sent along with the proposal.
(iv) Change of chairmanship of TOLIC from one office to another at local level with mutual
consent will not be acceptable.

III CHECK LIST OF POINTS REFERRED TO IN MEETINGS OF TOLIC:

(i) Organizing the meetings of the Town Official Language Implementation Committee -
To organize meetings regularly twice every year in the calendar month prescribed by the
Department of Official Language and ensure representation of administrative heads of
member offices in the meetings.

(ii) Review of the Annual Program - To review the Official Language Act/Rules and the
orders issued by the Government of India regarding increasing the use of Hindi in official
business and the implementation of the Annual Program related to the use of Hindi.

(iii) Review of quarterly correspondence - To review in detail the last two quarterly
progress reports of Hindi of the member offices.

Based on the reports received from the member offices, a presentation should be made during
the meeting by one of the offices that has taken new initiatives, about the new initiatives taken
by them for implementation of Official Language so that other offices can also follow it. At
the same time, an action plan should be prepared to improve the implementation of Official
Language in the offices which are not performing as per the requirement and the action taken
by them/progress in the work should be reviewed during the next meeting.

(iv) Before every meeting of TOLIC, the Member Secretary should call for reports from the
member offices on their problems/difficulties. During the meeting, decisions should be taken
to overcome these problems/difficulties and an action plan for implementation of the
decisions should be made.

(v) Information Management System - Timely uploading of details of meetings of TOLIC
on the website of the Department of Official Language and keeping the information updated.
(vi) Priority to training - To consider problems related to training of Hindi language, Hindi
Typing and Hindi Stenography etc. To relieve officers/employees for training.

(vii) To get the items related to the progress of the use of Hindi included permanently in the
review meetings to be held by the heads of each member's office.

(viii) Information Technology - To ensure the use of Unicode in every office for the
purpose of facilitating work in Hindi on computer and to ensure the facility and use of
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SR Teft FiHTRI 3T &I 6000/-ST S35 52 AT AT %1 ST 8| T &1 o siehi Ta SUSRAT
o foTq orsh w9 @ i wfufcat 1 =hig s iR e & sht STl A 6l desh W g 5 1
YA JHTOTYS (TTHTST ferm g fretfca semt o) afafa o sTeaer o gedaier @ qetaTeT formT &
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IT (1) RTRTH T FLTAT-TREA oh ST chl fHehT
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(ii) AT TRTISHA shT THTRIT:- TSTTST ST /T 3T ottt shmehist | f&) 3 92T ol sig
% Tefer T YA TLhR gRT S foRT 7 o1reent o7 Rt o o @ weifera anfies shrishy o shri-aa
T FHTET HET

(iiiferaTet waTerR <Y wte: - T wrEteEr i i A et ar faurdt wfa ot & foeqa sv 9
GHTET HET

T FHEATa o 9Te Raiet o ST W 98 e i JTel SiEter § ¥ Rt uw wrferd it st 9
SI3% o S S G TSTHTNT hTafi=arar &g 26T T8 T8 Teet 0T ST SReqeTehtor foim ST dtfeh 3121
FRTCTT Wt JEeHT STTHN L Feh| WY &, UL o AR hrd T 7 T I ATt shrferdi o
TSI ST H G % [TT e ASHT TR ShT ST TAT 39k GRT 31 718 hiaTs/ahd H S i
TEiteTT ST A3 o S T 1Y)

(iv) T HT Tedsh 3 ¥ Id HeE Hiod, He&d FRicrdl H TRl qaeannstl /Hisrgan w fare
Y| S35 6 SR $F FHEATST /FHSATEAT bl G HF o forg Fofr forg St 7R frofit =t @my e
T T FISHT TS 1Y)

(v) TEAT TS TOTTEt:TSTHTNT T sht Serse | JXrehte shi si3shi daielt forawor erm awy Toeis
AT AT FEATE ST Tl

(vi) SIfSTerur Ry SrerferRar:-féet Wi SR i R SAifafy o wivtarer emife @ iR
el X T ) STfrenTl/sheatiat s ARt o i Tl

(vii)STeIsh HERT FHTHT o T SR ot ST aTelt Ste seet § fidt o s ot s defeft 7g
TR &Y Y IMIHA LT

(viiiyeemT SETRTeht-shrget X fEel o i sl gre S o e U Scdsh hIied § IS
STANT AT FAHT T FhRT RIS H TN R ST aTet fiees drveei o fedl s & o

33



working in Hindi in the system software used in government work. To apprise the member
offices about the new progress and new IT tools in this area.

(ix) To enhance the website and make them bilingual - To encourage and keep the website
of member offices bilingual.

(x) Training in Information Technology - Providing regular training to officers/employees
by creating awareness about e-tools/software developed and made available by Department of
Information Technology and Department of Official Language.

(xi) To ensure that the quarterly progress reports are sent online.

(xii) Creation of posts, filling of vacancies and ensuring pyramidal structure of the
cadre - To ensure the creation of minimum Hindi posts according to the prescribed standards
for the execution of Hindi work in member offices, to ensure pyramidal structure and to fill
the vacant posts.

(xiii) Compliance with Official Language Rule 11 - Rule 11 of the Official Language Rules,
1976 provides that manuals, codes, Procedural Literature, registers, name plates, notice
boards, letterheads and envelopes relating to the offices of the Central Government shall be in
Hindi and English and to get printed or engraved in bilingual form.

(xiv) Deployment of Hindi Typists and Stenographers - To ensure the posting of Hindi
Typists and Stenographers with Hindi knowing officers.

(xv) Seminars - To organize conferences/seminars related to Hindi and to give
awards/citations to the offices etc., which have done excellent work in compliance to the
Official Language Policy.

(xvi) Publication of magazines - Publishing magazines at TOLIC level and encouraging
member offices to publish Hindi magazines and honouring the member offices publishing
such magazines.

It is requested that the proceedings of the meetings of the committee be conducted as per
the guidelines. For any other guidance in this regard, the Department of Official Language

(Headquarters), New Delhi or the concerned Regional Implementation Office can be

contacted.
[OM. No. 2024/2/97- O.L.(Imp.2) dated: February 1997]
[OM. No. 12024/12/2015-O.L.(Imp.2) dated: 29.02.2016]

3.5.2 Constitution, Functions, Procedures and Main Objectives of the Town Official
Language Implementation Committees in foriegn countries.

The following guidelines are being issued regarding constitution, functions,
procedures and main objectives of the Town Official Language Implementation Committees
in foriegn countries —

1. Objective: A need has been felt for a joint platform to promote the progressive use of
Official Language in Government of India's offices/undertakings/banks etc located abroad
and to eradicate difficulties in implementation of Official Language policy, so that all the
offices/undertakings/banks etc can discuss from this common platform. As a result, it has
been decided to constitute Town Official Language Implementation Committees in foriegn
countries.

2. Constitution: Town Official Language Implementation Committee can be constituted in
all the cities abroad where there are 07 or more Government of India offices located. The
committee will be constituted with the approval of the Hon’ble Home Minister after
coordination with the Ministry of External Affairs.

3. Chairmanship: The Ambassador/High Commissioner etc of the concerned Country’s
Embassy/Mission shall be nominated as the Chairman of these committees. Before being
nominated, a written consent will be obtained from the proposed chairman regarding the
chairmanship of the committee.
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4. Member-Secretary: For the functioning of the Town Official Language Implementation
Committee, the Embassy/Mission's attaché or a Senior Official associated with the Official
Language Hindi or a Hindi expert from any member office may be nominated as the member-
secretary of the committee with the consent of the Chairman of the Committee. The function
of the Committee will be determined by the Member-Secretary with due permission of the
Chairman.

5. Membership: It will be mandatory for the Government of India
offices/undertakings/banks etc located in the city to become members of this committee.

6. Change of Chairman/Member-Secretary: On transfer/retirement etc of the Chairman of
a committee, the incumbent who joins in his place will automatically be considered as the
Chairman of the committee. Information about the changes on these posts of the committee
must be conveyed to the Department of Official Language by the chairman of the committee.
7. Meetings: The meeting of this committee is required to be held at least once in a year.
8.Representation: In the meetings of these committees, the senior most
officers/administrative heads of the member offices are expected to attend the meetings of the
committee regularly. As far as possible Higher officials (Secretary, Joint-Secretary, Director
or Deputy Secretary) of the Department of Official Language will participate in these
meetings.

9. Functions : The Main functions of the Committees are as under —

i. To review the status of implementation of the Constitutional provisions related to the
Official Language Hindi, Official Language Act, Official Language Rules and orders issued
by the Government of India regarding progressive use of Official Language Hindi in the
official work and the Annual Programme related to the use of Hindi (especially in the offices
of the Government of India located abroad);

ii. To discuss and implement the measures to be taken regarding progressive use of Hindi in
the offices of the Government of India located in the city;

iii. To review the availability of reference literature, technical infrastructure, stenographers,
etc. for working in Official Language Hindi;

iv. To solve problems related to training in Hindi language, Hindi typewriting and Hindi
stenography;

v. Alongwith this, various competitions related to Hindi, Hindi day/month/fortnight,
seminars/symposia etc can also be organized by the Town Official Language Implementation
Committees to encourage the progressive use of Official Language Hindi;

vi. All the work of the committee will be executed under the direction of the Chairman. The
review report of the work of the committee will be made available to the Department of
Official Language through the Ministry of External Affairs; and

vii. For any kind of guidance the Committee may contact the Department of Official
Language (HQ), New Delhi through the Ministry of External Affairs.

10. Important Points of the agenda of the meeting: In order to make the discussion related
to the implementation of Official Language Hindi fruitful, the following Points are must be
included in the agenda of the meeting of the committee-

1. List of city based offices/undertakings/banks etc.

ii. Agenda items.

1ii. Confirmation of the minutes of the last meeting.

iv. Follow up action on the decisions taken in the last meeting.

v. Status of compliance of the Annual Program (specifically the Programme prescribed
for Government of India Offices located abroad) by the member offices.
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vi. Details of Hindi related competitions, Hindi day/month/fortnight, seminars/symposia
etc. Organised.

vii. Any other Point with the permission of the Chairman.
11. Minutes of the meeting: The minutes of the meetings of the Committee are required to
be made available to the Department of Official Language through the Ministry of External
Affairs.
12. Reimbursement amount for the meetings: The guidelines issued by the Department of
Expenditure, Ministry of Finance, Office Memorandum No. 19(36)/E.Cord/2018 dated
30.05.2018 must be followed for holding the meetings of the committee. In connection with
the expenses incurred on the basic facilities, such as rent of meeting hall, provision of
drinking water during the meeting, etc, for organizing the meetings of the committee, an
expenditure-utilisation certificate signed by the Chairman of the committee will be sent to the
Department of Official Language within 15 days of organizing the meeting, which will be
reimbursed by the Department of Official Language. Travelling Allowance and Daily
Allowance to the eligible senior officials attending the meeting will be admissible with the
approval of the Competent Authority subject to the rules issued by the Department of
Expenditure, Ministry of Finance.

[ No. 14011/01/2022-Rajbhasha (Policy)]

3.6 Holding regular meetings of the Official Language Implementation Committees
Quarterly Meetings of the Official Language Implementation Committees should be
held regularly and prior intimation in respect of these meetings should be sent to Deptt of
Official Language at least one week in advance so that officers of the DOL could attend these
meetings and explain the policy matters and review the Quarterly Progress Reports.
In order to make the decisions taken in these meetings of the Official Language
Committee more effective and result-oriented, the following steps are to be taken up:-

(1) The meetings are to be organized at regular intervals of three months under the
chairmanship of the Joint Secretary of the Ministry/Department concerned. If due to
some unavoidable circumstances Joint Secretary is not available, then the meetings
may be chaired by an officer of equivalent or higher rank. Meetings of the Official
Language Implementations Committees of the Attached/Subordinate Offices are to be
presided over by the Heads of the Departments concerned.

(2) In these meetings, detailed discussions are held on the Quarterly Progress Reports,
division-wise/section-wise/office-wise, and emphasis should be given on achieving
the targets laid down in the Annual Program.

(3) Intimation about the proposed date of the meeting must be given to the concerned
members/officers and the Department of Official Language or the Regional
Implementation Office concerned, at least 15 days in advance (as far as possible, it
may be confirmed on phone also).

(4) All the Divisions of the Ministries/Departments are to be represented in the meeting
by the officers of the rank of Deputy Secretary/Under Secretary/Section Officers
concerned. Similarly, representation of all Divisions/Sections may also be ensured in
respect of the Attached/Subordinate Offices.

(5) The minutes of the meeting may be circulated in time and follow-up action thereon be
taken within the shortest possible time (i.e well before the commencement of the next
quarter).

(6) All the Ministries/Departments may direct their Attached/Subordinate
Officers/Undertakings to organize meetings of their respective Official Language
Implementation Committees. The offices, where OLICs have not yet been set up, may
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be advised to do so and the senior most officer of the office concerned may be
requested to preside over its meetings.

(7) The Committee of Parliament On Official Language, in its Report Part IV, has
recommended that OLICs must be set-up in all Offices, big or small, having a staff
strength of less or more than 25, and the ‘Head of the Office’ concerned may be
nominated as its Chairman. This recommendation has been accepted by the Govt.

Hence, all the offices are now required to set-up these committees.
[O.M. No. 12024/59/85-0.L., (A-2), dated 27-9-1985]
[O.M. No. 12024/3/93-0O.L., (B-2), dated 15-4-1993]

3.6.1 Issues to be considered for the meetings of the Official Language Implementation
Committee of the Ministries/Departments.

Appropriate directions were given vide O.M No. 12024/1/87-OL.(Impl-2) dated 21-
01-88 issued by the Department of Official Language to hold the meetings of the Official
Language Implementation Committee regularly. It has come to the notice of the Department
of Official Language that in the meetings of these committees, the expected and effective
discussions regarding the implementation of the Official Language Policy are not taking
place.

2. In view of the above situation, the Department of Official Language has decided that all
the Ministries/Departments etc. should be requested to discuss the following points positively
in the said meetings:

(1) Issue of all papers under section 3(3) in bilingual form

(i1) Status of correspondence in Hindi

(ii1) Reply to letters received in Hindi should be given in Hindi.
(iv) Noting on files in Hindi.

(v) Training in Hindi (Language, Typing and Stenography)

(vi) To make the website fully bilingual and maintain them.
(vii) To ensure the facility of working in Hindi and its use in departmental IT systems.
(viii) To make codes, manuals etc. completely bilingual

(ix) To provide bilingual facility (in Unicode) on all computers.
(x) Status of Official Language inspections.

(x1) Notifying the sections to do all their work in Hindi.

(xi1) Other special issues relating to the Ministry/Department.

3. This facility is being made available on the website of the Department of Official Language
so that the Ministries/Departments can upload the date of the meeting of the committee,
minutes and comments on the decisions taken in the meeting and also fill the proposed date of
the next meeting.

[OM No. : 12019/86/2014-) O.L.(Imp-2) Dated 10.6. 2014]

3.7 Setting up of Town Official Language Implementation Committees, nomination of
members and meetings

Town Official Language Implementation Committees are set up in major towns
outside Delhi with 10 or more Central Govt Offices, for implementation of Official Language
Hindi in the Central Government Offices. The chairmen of these Committees are nominated
by the Department of Official Language, who are generally, the senior most officers in the
town. The representatives of all the Central Government offices located in the town are its
members. The meetings of these Committees are required to be held twice a year.
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Representatives from the branches of Kendriya Sachivalaya Hindi Parishad, functioning in
the various offices in that town may also be invited.

Intimations regarding holding of meetings, agenda, Minutes thereof and the
Statements regarding reimbursement of expenditure, should be sent to the concerned
Regional Implementation Offices of this Department. Hereafter, no intimation etc. in this
regard are needed to be sent to the Deptt of OL (HQ) New Delhi.

Information in regard to the progress made in the implementation of the Official
Language may be sent to the Chairman in a prescribed Proforma (in duplicate) a week before
the meeting of the Committee is scheduled to be held by all Central Government Offices. One
copy may either be sent to the Department of Official Language or may be handed over to the
officer of the Department participating in the meeting. The Rajbhasha Adhikari or the Head
of office nominated in accordance with Para 3.3, should attend the meetings personally. In
special circumstances, where they themselves or Rajbhasha Adhikari are unable to attend
these meetings personally, they should send only other senior officer to take part in these
meetings.

Hindi Officer etc. may be permitted to participate in meeting only when they
accompany their Heads of Offices or such Officers who are competent to take up their charge
formally in the absence of the Head of Office. List of such offices who do not furnish in time
their quarterly progress report in prescribed Proforma and details of the offices, whose Heads
do not participate regularly in the meetings, may be sent to the Regional Implementation
Office concerned and the Department of Official Language, so that the matter could be taken
up by the Ministry/Department concerned. It will also be appropriate for the Chairman of
Town Official Language Committee to draw attention of the Head of Office concerned in this
connection.

It has been observed that sometimes information regarding changes in respect of the
Chairpersons and Member-secretaries of various TOLICs is not available with the
Department of Official Language (Hqrs). Due to non-availability of correct names and
addresses (including Telephone Nos.) of the Chairpersons/Member-secretaries of the TOLICs
difficulty is faced in sending them letters/reminders etc. In this context, it is requested that:-
(1) Full addresses and telephone numbers (Office & Residence) of both present Chairpersons

and Member- Secretaries of TOLICs may be intimated immediately to the Department of

Official Language (Hqrs).

(2) Information regarding any changes taking place in this respect in future, may be sent
urgently to the Department of Official Language (Hqrs) by the member-secretaries
assuming office. As far as possible, it may also be conveyed to this department over

telephone.
[O.M. No.1/14011/12/76-0.L., (A-I), dated 22-11-1976]
[O.M. No. 1/14011/12/76-0O.L., (A-I), dated 24-8-1977]
[0.M. No. 12027/2/79-O.L., (B-I), dated 3-9-1979]
[O.M. No. 12027/1/83-0.L., (B-2), dated 22-1-1983]
[O.M. No. 12027/4/87-0.L., (B-2), dated 22-9-1987]
[O.M. No. 12024/6/89-O.L., (B-2), dated 20-12-1989]
[O.M. No. 12024/4/91-O.L., (B-2), dated 6-8-1991]
[O.M. No. 12024/12/93-0.L., (B-2), dated 17-2-1994]

3.8 Functions of the Town Official Language Implementation Committees
The functions of the Town Official Language Implementation Committee would
mainly be as follows:-
(1) Review of the position regarding implementation of the Official Language Act/Rules
and all orders issued by the Govt. of India regarding the progressive use of Hindi in
official work and of the annual program prepared in that regard.
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[IITE. 12027/2/79-T.91.(@-1). f&. 3-9-1979
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(2) Consideration of the measures for accelerating the pace of Hindi in offices of the
Central Government located in town.

(3)  Review of position in regard to the availability of reference literature in Hindi, Hindi
typewriters, typists and stenographers etc.

4) Consideration of the problems relating to training in Hindi, Hindi typewriting and
Hindi stenography.

To make the discussions result oriented, implementation of the following items should
invariably be included in the agenda of the meetings of the Town Official Language
Implementation Committee:-

(1) List of the Central Govt. Offices/Undertakings/Nationalized Banks situated in the Town.

(2) Items of the agenda.

(3) Confirmation of the minutes of the last meeting

(4) Action taken on decisions arrived at in the last meeting.

(5) Review and discussion on the figures given by various officers keeping in view the
prescribed targets on the following points:-

a. Hindi knowledge & training of employees.

Position regarding Hindi typing/stenography.

Position regarding Hindi typewriters.

Position regarding papers issued under Section 3(3) of the Official Language Act.
Position regarding letters received in Hindi.

Position regarding correspondence.

Position regarding Hindi workshops.

Position regarding Hindi Posts.

i. Position regarding-forms, rubber stamps, nameplates etc.

(6) Position regarding Hindi week/day or other Hindi Competitions organized during the year.
(7) Position relating to compliance of Annual Program.
(8) Any other item-with the permission of the Chair.

BRmoe Ao o

It is necessary that the Chairmen of the Town Official Language Implementation Committees
and member-offices are kept apprised of the orders relating to the Official Language Policy.
As such, a copy of each of these orders issued in regard to the Official Language Policy may
be forwarded direct to the Chairmen of the Town Official Language Implementation
Committees so that the Committee’s member-offices in the city could have advance
information of the same. Copies of these orders would continue to be duly sent by the
concerned Ministries to their subordinate offices through the normal channels as before.

3.8 (a) Re-imbursement of the expenditure incurred on meetings of Town Official
Language Implementation Committees

I am directed to convey that Government of India has sanctioned with immediate
effect, in respect of the Town Official Language Implementation Committees, expenditure of
Rs. 3000/- per meeting (Rs. 6000/- annually) to a committee with 10 to 50 member offices;
5000/- per meeting (Rs. 10,000/- annually) for committees consisting of 51 to 100 members
and Rs.6000/- per meeting (Rs. 12,000/- annually) to a committee having more than 101
members. If there is any change in the number of members of these committees, it should be
informed to the Department of Official Language so that the required changes can be made in

the amount of their reimbursement accordingly.
[O.M. No. 12027/2/79-O.L., (B-1), dated 3-9-1979]
[O.M. No. 12024/9/87-0.L., (B-2), dated 30-6-1988]
[O.M. No. 12027/39/88-0O.L., (B-2), dated 22-9-1988]
OM No.12024/16/2011-O.L./(Imp.-2), dated May 2012
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(2) TR o heT TLHR o AT § el 1 T g o deier I fohu ST et Ut W fo=my
(3) Tt o e wnfecr, eTevsedl, <rsfiee, syferfient i <t Suctowrar i wtam
(4) T, et s fifr o it amepfafes o wivreqor & weifer woemstt o fomm |
Tl Hefell = bl TROTHeRR S o g wfifeat i ek i sl § fmfafed
e 37I9Y T S, -
(1) T Teord SFrITeTa/AehR R SUShHI/ AT siehi 3! &l
OERCCIEIR:C
(3) 7T I3 o HrET hl (Y
(4) Td 33 1 foru fofat oz it 18 wilars
(5) Tafer= shraterlt ST WISt 71 3Tiehet o ater-fatie e i g wad gu M
(%) et s feet I ud ufsreqor
(@) fédt zrgw / &<t arreyfarfts o wiragor <t ferfr
() et ermrgeRt <t feurfa
(1) €I 3(3) o e ST fohe T shmretrar <t Reafa
() R o wmw v i feufa
() TR i Rfa
(®) R Frfammerrsty o e i Reafa
() Rt uet i Reafa
(1) SHTITeTT % TN § 7 Tt arft-wr, dvedy, Tmugt efe i feafa
(6) TY....... T T foarm/mawme qem 1= Tt ufenfirareny i Rufa
(7) STeier shrishw o SFaTer ot feaf
(8) 3T IS HE - ITeqeT h1 Al A

g S B T TR ToITeT St Gt 3 STeaer quT SeR Srietal i TSI Heeft
AT Sl THHI | FHAT TSI o el § TR {FU T RN Y Teh-Ueh I TR TSI
FI T A o 3Tegeqt ot @iefl 9 < ST aTfeh 9 TR § Gt & T Sl ol el ST
2 3 37 A1 hY TR Heg, T o HTEIH § 3ok AefE i o qre farftrera oft eqret @i

3.8(%F) TR TSTHTHT I ATHTAAT h T3 U I ATed @l e Trerger

YT TR 7 Teohled THT H TR TSI I8 T hl Sidehl T 81 o1t Tl o Hefel
T 10 ¥ 50 G & T HEATAT Tt FHfd @1 F9C 3000/~ Ifd 53 (B, 6000/- A1), 51 & 100
T ATt FHfAT sl FIT 5000/- i S (& 10,000/-TTNFR)TR 101 T ATYF Ge €&AT It
Tff 1 T 6000/- Tfd T3 (& 12,000/- A1) T AT Tl TaH 4 81 37 AfFfe Al aae
HEAT H 13 TNa Bl T 36h! a1 TSI fdTT ot & ST qTfeh qeqam 3kt Sfadfd sht Tfr #
Iruferq aftardH fomam ST dehl

[FTITE. 12027/2/79-T97.(@-1), 7§ 3-9-1979 ]
[RTITH. 12024/9/87- T.HT.(@-2), fa. 30-6-1988]
[FTITE. 12027/39/88- THT.(@-2), fa. 22-9-1988 |
[ST.ITE 12024/16/2011-T.8. (1.-2) Ttk w08, 2012]
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3.8.a.1 Reimbursement of expenditure on the meetings of the Town Official Language
Implementation Committees and in relation to some special work of TOLICs to
promote the use of Hindi.

The Department of Official Language will now accept the signature of the Member-
Secretary in connection with the reimbursement of the expenses incurred on the meeting of
TOLICs, because in many cases it takes a lot of time to get the signature of the Chairman.

TOLICs may consider some special work, for example: works for the disabled,
promoting the use of Hindi in medical science, robotics, etc.

[O.M. No.-12027/03/2017-O.L.(Impl-2) Dated: 26.09.2018
3.8 (b) Intimation about holding of the meetings of the Town Official Language
Implementation Committee, sending its agenda, minutes etc. to the Regional
Implementation Office concerned, not to this department (Hqr).

It has been decided that the senior officers of the Department of Official Language
(Hqrs) would attend the meetings of the Town Official Language Implementation
Committees, to possible extent as had been stipulated in the OM No. 12027/2/79-OL (B-1),
dated 03-9-1979 of this department. It is, therefore, requested that the intimation regarding
holding of these meetings may be given to this department. At least two weeks in advance, so
that the Officers concerned may be able to attend these meetings. Kindly arrange to forward
the agenda and the minutes of these meetings to this department. Well in time.

(2) You are also requested to ensure that the meetings of the Town Official Language
Implementation Committee are held twice a year as per the stipulated schedule and
effective discussions are held on the subjects indicated in the OM dated 03-9-1979, as
referred to above, so that the Committee may play its meaningful role in the direction of
the progressive use of the Official Language Hindi.

(3) It has been observed that most of the meetings are called at the tail end of six month
period of the schedule. In order that the officers of the Deptt of Official Language attend
these meetings, it is necessary to hold the meetings of the TOLICs evenly distributed in

the six month period.
[0.M. No. 12024/7/92-0.L., (B-2), dated 20-12-1995]

3.8 (c) Action regarding change of the Chairmanship of the Town Official Language
Implementation Committees

(1) In case of transfer/retirement of the chairman of the Town Official Language
Implementation Committee, the successor of that officer will automatically be considered as
the Chairman of that Town Official Language Implementation Committee. Issue of any
nomination/office memorandum especially in this regard by the Department of Official
Language is not necessary. It is sufficient to intimate the Department of Official Language
and its concerned Regional Implementation Office about the Change.

(2) In case of transfer of the chairmanship of the committee from one office to another, prior
permission of the Department of Official Language is required. If under certain
circumstances, there is a need for change of the chairmanship, the Department of Official
Language should be so informed. The new Chairman of a particular Town Official Language
Implementation Committee will be appointed only by the Department of Official Language.
The chairmanship of the Town Official Language Implementation Committee should not be
transferred/changed from one office to another on mutual basis.

[O.M. No. 12024/7/91-O.L. (B-2). dated 19-7-1991]
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3.8.%.1 TR TSAHTHT SHTAT-aa ATHTTAl eht gehi W T 5aF ht Ffaafd aor &t o s =t
TGTAT I ok ToAY reRTei o T Toroy et o dafer 4
ST forvT ST 37T RrehTl shl o3eh 0 §U =3 ohl Tferdld o Haiel H Hee-gied o g&dian
oY TefteR T fohT ST, Iifoh o TEurfami o STearet o SoTett ITH o | hIohl THT & ST &
Tl o o famiy i, Sarewnd: fosheiit & fog g S arer s, afsswd |,
eitfead geame o oft &t o TR 1 Sgra o o Hefel H AH fora o whd! ol

FHTITH. 12027/03/2017-T.997.(T.-2) T 26.09.2018

3.8 (TT) TR IAAHTHT HTa-aa ATt hl Seht hl FEHT, HRTET, HFTa AT 30 fawmr
T T A Y Tk QT 1T, HIATTAT ht HAT AT

g Fotar Forarm T & fof TR TTTST St |iUfr ol Sigehi H TSTHTNT T (e o s
HATRHRY FTETT WIT <1, SR 6 H 396 T o fAish 3-9-1979 o shrt. Jrod . 12027/2/79-
TAT(T-1), T Ieeh ToraT T oIT| SAAUE 3T 8 o6 37 siaahi 1 AT et Hefeft Fem o § %9
21 FHTE Y6 59 T ol Sucietr TS STY e foh Hsiferd STTRsRTanTor $7 Si3ehi # AT o Weohl hua
ST SIaoh! ol FHRIGE ST FrRie it Forea 39 fasmT shi s o6l sreree i)

2. A A oft ITNY B oF TR TSI i wiHtd it 3 av § fratfa deiet %
HTAR & AR HATAAA shT SITE SR ST SIS H ITIh HaHd 1T, faish 3-4-1979 W 3 forwari
ST = o S, e o |t Tt et o STt SR S Se Sl faRm 7 @i sfieRt
T wh)

3. U1 <@ T @ Toh STIeRIT sioeh SHIRAT o 31d | JA1s STl & TSTHTST forsiT o TRy
3T SISl § 9T of o, 38oh [T I8 3w ¢ foh Tl 0 & Sigeht it fafort et st o vy
CRERIEGEIS I

[31. .. §. 12024/7/92-T.47.(@-2) 7. 20-12-1993 |

3.8 (TT) TR THAHTET A -aa= ATHTCET BT TLTLAT Taet T o Tra=e § hIars

(1) fereft T TroTTST Shrrtearar wftif o STerer o THTRoT / T e o11fS &1 ST W ek
T T A a7l U AR Ta: & 7R TSTATT i i-aa- Gt o 7egeq g1 S| 39 e
TrotvTeT formT g fore 9 & ot amieR/arie o o1 STHY SR Y 3TTevgeRdT el ®, sl
59 U shl ST FATRITEN TSTHTNT I o $6ieh Twal-erel &Pl Shra =i shiaier i wisfl ST &t
T B

(2) Wil sht STEETaT Tk Hraierd | gL R shi |IT ST o ATHel § TSTHTT forwmr 2t
AT ST 2| Afe forelt for sHmor & foreft T TsrTsT shrrfeare |ibfer ol STererdt # aitar
AT ST B AT FEehT T TSTHTST I9RT T 3T ST TSI I ST &7 3 | forre o forg
T IFEET T THIH ohT ST ST T T LT WAfHfcr shT STEFETAT Toh hrier H GEL HTAerd i 7

it STy

[T, 1. ©. 12024/7/91- TWHAT.(@-2), . 19-7-1991]
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3.8(d) Provision of telephone facility for the member secretaries of Town Official Language
Implementation Committees.

At present 165*' such committees are functioning in different cities over the country.

These committees are headed by one of the senior most officer of central government
in the town while the membersecretaries of committees are often senior Hindi officers/Hindi
officers and the officers concerned with the Official Language.

It has been brought to the notice of the Department of Official Language, Ministry of
Home Affairs that the member secretaries are often deprived of the telephone facilities.
There is a tremendous increase in the work load of a Hindi Officer acting as Member-
Secretary, because he had to be in constant touch with the different offices situated in the
town, Regional Implementation Offices of the Department of Official Language and the
Department of Official Language (Headquarter) New Delhi, regarding the organizing of
meetings of committees. Therefore, it is imperative that they should be provided direct
dialing facility and if feasible, telephone facility should be provided at their residences also.

In this connection, the reference of office memorandum No.19/10/84-O.L.dated
21.11.1994, is brought to the notice of the Ministries/Departments in which a request was
made to provide telephone facility to senior Hindi officers/Hindi officers.

It is again requested that the Ministries/Departments should send a kind thought on
providing the telephone facility to the member-secretaries/senior Hindi officers/Hindi
officers of the Town Official Language Implementation Committees.

It is also requested that the directives of this office memorandum may be brought to the

notice of the all Attached/Subordinate offices/Undertakings/Banks etc.
[0.M.No.12024/25/96.0.L. (Imp-2), dated 1996]

3.8.1 Guidelines for effective implementation of Official Language Policy through Town
Official Language Implementation Committees.

I am directed to inform that the guidelines regarding registration of member offices of
TOLIC, online receipt of quarterly progress report, grading of office etc. are as follows-

1. If there are many branches of an office in the same city where the number of personnel is 8
or more than 8, it may be accepted as a member but the total number of TOLICs will remain
the same. If the number of representatives are not enough i.e., in a district where there are less
than 10 member offices for the formation of TOLICs, even if there are less than 8 personnel,
the office/bank/undertaking, whose officers are senior, should be made the member office of
TOLIC. It would be mandatory from the point of view of representation.

2. The Regional Implementation Offices shall ensure that the registration of all member
offices (where the number of personnel is 8 or more than 8) is completed within 15 days and
that the registered offices send quarterly progress reports regularly.

3. By making partial amendment in item no. 12 of the minutes of the meeting held on the
subject on 16/10/2017 (Page No. 2 of Annexure 2), attached with the guidelines issued by the
Department regarding TOLIC it has been made mandatory for registration to have at least 8
staff strength in place of any level office.

4. In the case of Boards etc., except their Headquarters, all the rest will come under the
category of Subordinate Offices. All India Radio, Doordarshan, Employees' State Insurance
Corporation and National Cooperative Development Corporation will get registered in the
category of offices. The Airports Authority of India comes under the category of

! #No. of TOLICS is 528 presently.
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3.8(9) TR TTHINT KA ATHTTAT o TG GToral sl CAThI YT IueTedd it

FAAH T 165*" TSI Sri-aa bt 331 o fafir= TRl § & o @i 8| 37 afufey &
Irerer TR A fod FT wrr F wrterEr anfe & afgan it & @ 18 e 2 € st afufa
o eeT Tferd I g et tferepnlt / Tt tferehrdt wel Tstwimem @ 3¢ Aferehrdt € €
2. IE ST TSI 90T o e 3 T8 718 @ fo wivfrt o weey wieat o ar Sefie e gfaen s
A TE Biell TR TSI hra =2 Gfifaa & gee afea & &9 7 it Afeerit & e F1hl 7
ST & Aifer afifar Y Sgeht o ATESH ofe & iy A 32 T # feorq fafir=r sraferat enfe & qer
TSI Tt o &5 e shrEterd Te TSTHTST for T (Teaer) @ +ft @vosh ST giaT 21 374
T AT B 1T © o 38 spraie o wiefl Sfiwi o 3 afe amma 2 dt 3k e o oft
AT Gl Iucists g S|
3. 39 GEY W HeATAd/fVnT T e qeramT fodmr & feAie 21-11-1984 % e JOe
TEAT 10/10/84-T.97T, () T A7 3T1ehy foram siar & forew afey &t sifvrefly et sifesmfn =0t
AT Glorem 9 % S W ST o T om 36t e H HeATerl/ fo T € O 3 ® foR
TSITST S f-are aftfoRn o gew afudl/ afs &t st et sifespat o 33 wafay wd
Trame et o el Glora fow S o STa T SR qeeh forem
4. 30 8 fop 50 Srierd o | T3 T el ol S wvil wrrg/ STeieer st/ SushHi/shi
MG & A A AT 3

AT ©. 12024/25/96-T0.41. (F1-2) Teies 1996

3.8.1 TR IAAATHT A AfHTTAT o ATETH & TTHTNT A T THTAITAT ST & A0 HA
o foru fawm- o

T o GEET HRTAAT & Usiertor, fommet st fard st siarsT wifw, swrie i goft
frerfcor amfe o deter o fomfader 5@ wem &

1. 9fe Tk & T T T hrATer ohi Sgd ©f @S i & STt T8 HlTHeh oh! ST § AT 8 | 3T 8, i
T o T 1 TR AT ST fohe e el ol HEAT T T Wit STet vty Sfaffie @t
® 37iq Tt foret o STet Trehte e & fTT 10 & 7 9T i 2, J8T 8 | T HifHeh e W
oft 38 Fralera/se/3usey M AT afts &, ol TS T Te& HETAT THT iR it
e & srframe gmm)

2. & SR HrEterl Sl I YIS T e o et dee FrRiier (S8l W shifHh i aer
8 AT 8 © FAfereh &) ol USiertor 15 fad # quf &1 qer dsitepa shrrier fomet srfer R et w9 &
oIS

3. formT T kT % wsfy 6 S Ania i & @i We 16/10/2017 1 39 fOvT W gE §98F 5
FTRIS (ST 2 3 T8, 2) hl 7 HE&AT 12 H H{T1eh ERME i gU siiahaor o forg fopeft oft &
% AT o T T HH & o 8 T ST BT S R feam mam 2|

4. 9ISt AT & WA § ITh eI & Biewt W @t FEE (office) T AU H ST
SARTIEON, gTee, FHHe U5 sftar T qun adis weshrll foshra o shrarfert st st §

b T H e T e HEAT 528 R
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Undertakings. The subordinate offices of Kendriya Vidyalaya Sangathan, CSIR and ICAR
will register under the category of Office.

5. Presently, the Regional Offices of the Reserve Bank of India are placed in the category of
Central Government Offices and regional awards are also given to them in this category. It
has been decided by the Department of Official Language that from the year 2018-19,
Reserve Bank of India will be kept in the category of Bank for Regional Official Language

Awards.
OM. F.No.-12027/03/2018-O.L.(Imp.-2) Dated 19.12.2018

3.9 Hindi Salahkar Samitis-Constitution & Functions

1. Hindi Salahkar Samitis have been constituted in various Ministries/Departments with a
view to rendering advice for proper implementation of the Official Language Policy of the
Government. The Chairmen of these Samitis are the Ministers concerned and these Samitis
are required to be constituted in accordance with the guidelines formulated on the basis of the
recommendations of the Kendriya Hindi Samiti (which is chaired by the Prime Minister). The
main function of these Samitis is to render advice for implementation of the principles
relating to Official Language as given in the Constitution, the Official Language Act, and
Rules, the policy decisions and the directions of the Kendriya Hindi Samiti and the
Department of Official Language with regard to use of Hindi in official work.

2. The Committee of Parliament on Official Language had suggested that a separate Hindi
Salahkar Samiti should be constituted in every Department. On examination of the issue and
after consultation with the representatives of various Ministries/Departments at the meeting
of the Central Official Language Implementation Committee, this item was put up for
consideration of the Kendriya Hindi Samiti at its meeting held on 2nd December, 1987. After
thorough deliberations, the Samiti approved the proposal that the Departments, which have a
large number of offices/undertakings under their control, should set up a separate Hindi
Salahkar Samiti. Following this principle, it has been decided that 43" Hindi Salahkar
Samitis should be constituted in various Ministries/Departments as per the prescribed
procedure. In the revised system where more than one Hindi Salahkar Samiti is constituted,
the concerned State Minister/Deputy Minister would be the Vice- chairman who will act as
Chairman in the absence of the Minister.

3. In view of the need for effecting economy on travelling, in the prevailing economic
conditions and also with a view to minimising expenditure in allowances etc. of non-officials,
the Kendriya Hindi Samiti also decided that total number of non-official members in a Hindi
Salahkar Samiti should not exceed 15. According to the existing provisions, two members out
of these non-official members shall be from Lok Sabha and two from Rajya Sabha as also
two representatives from the Committee of Parliament on Official Language. There should
also be a representative of the voluntary Hindi organisation of all-India level and a
representative of the Kendriya Sachivalaya Hindi Parishad as members of such Committees.
Formal approval of the Department of Official Language on the proposal for constituting/
reconstituting a Salahkar Samiti is to be sought before obtaining the final orders of the
Minister concerned.

" The present number of Hindi Salahkar Samitis is 59
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GS{ioor S| AR fome uee it Suskat it Soft 7 At 21 e fomme we,
HIUHIEIAR (CSIR) TUT AT (ICAR) ALY St SHTTha Y oft 7 dsfieror swamd|

5. I4U H YRATT {5Tdl sieh o &30 HTcidl ohl ohg TThR o HIATCTAT hi 0T § TET T & ST 36T
goft 3 apfter qrehrt oft fau ST 21 s form g foofer foram mam @ o6 A 2018-19 & aefr
ST QLRI o6 T ATty Tistel ofeh 2t sfeh sht 2ioft # T S|

FHTITH. 12027/03/2018-T.97.(T.-2) fie 19.12.2018

3.9 f& e R afffai-eT o ot

1. WHR H TO AT F Fare FEFEGET & G- H TAE oF % I § fafe
TR/ 7 et g afufat i saeen i 18 ) 37 wfufi F srere gefta W g €
3R 37T T e TRt e (Sees ereaer gt €) i fawiia & SR W s e Antestt
TorgT=ai o STTER foram ST STuferd 21 37k 9 sl TrerwTe wateft wfere, T tferfrem @ e
T frerifea forgrat e sheit & afufa ofic aeramn formr gro et shmerrst & fore & & v &
Feier 1 fraffea Fifaat it fesn & sefagT § gare )

2. HHET TSTHTST W o I8 Gera fom o fo Teh form o 31erT fedt aammeshi afd smrg
ST =) S formT 3 59 geme R fomm o6 % are SR fafie werera formtt o6 wfaffier &
ST -2 | st e & foram-fomet o ame 58 12 1 sha et wfufer <t 2 fawm, 1987
=1 g5 I3 H foremref T o 39 W, W fod R § forem s o e |iHfd 3 56 ST i A1 R
Tor fom faymtt o o7efier shrerierary SUshaT shl AT T §, STH STTT-3TelT TATEsh I AT sHTs STy
30 forgT=a & STaR e frofa forem e @ fo v simertt/formt & Frertfia sremeen & stam 437
et wremesr wfufeat ied 1 STd) S HATert § i sae & TTER TF ¥ ARF JeehR
gttt ST 8t Hefea Toawsl/Suwst i JuTeet ST ST drfes w St sht Suieta § 9 affa
T ST T Hh|

3. HiSfaT HATffep qitfberfa # firdearerdt hl SEd ol e H W BT M-8 Ha&dl o AT
M BN a1t T 1 fordrd i & Sevd O e &t afufa o g «ft fofa forar man o aemesr
wffaar & - Geedl 6l 6T 15 9 AR Te1 81 A6 34 - TRl Ga=l § HIS[ET JTee
o STTAR 3 TS HITT ATHHHT & S 3T TST@T § i1 T &1 TiafTer eeta T afifa & g
U TRaet At et Wfems draa st ufafafer it v el afvarer et uftg w6t ufafafey gee
T ST foret FeTeRR Wbl & T / Tfer & SETa o S ST fordm ot sfoenfiss agata
Haiferd Tt o Sifam ST1eeT oF © Ueet ot STHT =R

2w SR oot BT 59 )
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Guidelines for constitution of Hindi Salahkar Samitis in the various Ministries

1. Number of Members.-Although no fixed limits can be prescribed, yet the general
principle should be that the number of members should be correlated to the range and scope
of the work of the Ministry concerned. However, this should not normally exceed 30 in
number, as this would make it a more business like body and there will be savings in terms of
TA and DA also.

2. Category-wise distribution:-

(a) Official Members-The Minister of the Ministry should naturally be the Chairman of
the Samiti. The Minister(s) of State and Deputy Minister(s)/Secretary/ Additional
Secretary/Jt. Secretary concerned/Head of the Department/Director-General/Director and
Chairman/ Managing Director etc. of Companies/ Corporations/Undertakings etc. should be
nominated as ex-officio members. (In case the Minister so desires, he may nominate the
Minister of State/Deputy Minister as Vice-chairman so that he could preside over the
meetings in his absence).

The Secretary, Department of Official Language, and Hindi Adviser to the
Government of India will be an ex-officio member of all the Samitis. Another representative
of the Department of Official Language should also invariably be included.

(b) Non-official Members-Members nominated should have special interest in the
propagation and development of Hindi. They should also have adequate knowledge of the
relevant fields of activity of the Ministry concerned.

The following points should be kept in mind while nominating members:

(1) The number of Members of Parliament. A Samiti should normally have four
Members of Parliament out of them  two may be from the Lok Sabha and two from the
Rajya Sabha. Two members will be representatives of the Parliamentary Committee on
Official Language.

(i1) Other non-official Members.-Amongst the non-official members, besides those
concerned with the work of respective Ministries and having interest in Hindi work, one or
two members may be taken from all India Hindi Institutions such as:

(1) Akhil Bharatiya Hindi Sansthan Sangh,

(2) Nagari Pracharini Sabha.

(3) Rashtra Bhasha Prachar Samiti, Wardha; and

(4) Hindi Sahitya Sammelan, Prayag.

A representative of the Kendriya Sachivalaya Hindi Parishad should be nominated as
a member of the Samiti. As far as possible, the number of outstation members should not be
unduly high with a view to effecting economy on TA and DA.

(111) The Department of Official Language may nominate members not exceeding three on
the Samiti with a view to giving representation to interests not otherwise represented.

3. Consultation with the Department of Official Language.-
While constituting the Hindi Advisory Committee, prior consultation with the
Department of Official Language is necessary. It should be ensured that this consultation
takes place before the final orders of the concerned Minister are obtained.
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&t aeEeR wfutaai o e % forg wrieylt frgia

1. FEET AT ;- 9F s Hiyd ey wedn- Tyl 7€ Y S aendt, i Tcdeh A sl 319
TRl o T I & i aEd 8¢ ¥ wet i et gl e ot of |fifa 7§ 30 @ 1hes
TR TEl B AT, Hiifh T T 3 foram-fomet # gforam gt 3R q@y, am Sfi afes vt o ot
rfereh s ==& B

2. TR o= -

() FTRTH TET ; ST 2 fob atterar o ot aftifa & sremer g Teawst, Suws, afee, 31 afua
qoT Hefd dg wfud A@iufd % uod weed g W € deg AR e wRieri %
ST/ TRTRITeh, T/ ST / Sushmy 3Tfe o 31egey / gaie fHewres / fewe, anfe = oft wfufa =t
TS TR @ WY (IS Wt St = ot o Tsaws/ SuwHsT st it s Sutedet A1 o <, il Saeht
SRR 5 o oo T STETETaT o ||

TSt fordmT o |fa qer aRa SR & e aaresr aft aftfaat & geT e @l
TSITST formT ohT ek 1= Ufaf=fer oft et wfafoer § staw @ s =nfey)

(@) T ORI TS : VY ARl bl & G A1 o1 =net fS5eg &t & s qern fasma o
oy wfr 81 3T St deiferd Jarer™ o swRishetTd shi 313 ST Wad &l

|l o gewl sl A0 @H i< o S o1 e W@ S =y

(i) TS TeEat hY U8 (- Ailfd & g GUE % 4 G B-2 AR 8 S 2 TSIHT ¥)
g (Ffaffer) S TerymT wfufa 3 2

(i) 3T T TR T :-TATAIT o hAer O Haited 7 & o i Tn aret safwan & SAfafes
e foreht etftger i f&e wermett @ oft wes = < wfafifer @ s =nfzw -

(1) TRae AR Tt dwem du

(2) T TRt €T,

(3) TSSATST =R afaf, gt qur

(4) T&t wnfeer amet,

Hel Gfaared & uitwe & e ufdfRfa & oft ot gew Tifya fomm sy
STET ok Bl T faoed! o STt o He&T shl G&AT o & Tt ST d1feh Imm 3T 2fes weii § frdeaaan
AT ST Hhl

(iii) SToT it TS forTeT sht Wt il €1 fof fofelt wermer vt = &t <ht ferelt wfdrfr 7 wepferd wfafferes
& fireT arr R, o 3@ afufa d ik € S1ftres 3 suftrat sl gee i it HehdT 2

3. TS T & wRrwet « @t HrerEt S forTr el SToeft Seireshr |ifaat o Ted & AN H
TSI i & o qrmsl s o1 =M(eT) 360 ST o1 T Tl STHT =1ieq, o aermst wsifer w5t <
CIEHICE R ESRE RIS I
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4.

5.

Functions of the Committee.-The Function of the Hindi Salahkar Samitis of various
Ministries/ Departments is to render advice in regard to the implementation of the
provisions relating to Official Language contained in the Constitution. Official Languages
Act and Rules, and policy decisions of the Kendriya Hindi Samiti and instructions issued
by the Ministry of Home Affairs/Department of Official Language relating to the Official
Language, and also Hindi in their Ministries/Departments. In case a Hindi Salahkar
Samiti suggests any change in the Official Language policy or any instructions issued
regarding Official Language. The same should be referred to Department of Official
Language and the same should not be implemented without first obtaining the
concurrence of the Department of Official Language.

Tenure of the Committee- Normally, the tenure of the Committee will be 3 years. If a
person is nominated as member in the middle of the term, he will hold office for the
residual term of the Committee. In special circumstances the tenure of the Committee
may be curtailed or enhanced by the Ministry/Department concerned.

6. Speedy action for filling up vacancies of Members of Parliament in Hindi Salahkar

Samitis.-Hindi Salahkar Samitis are high-level committees constituted under the
chairmanship of the Minister-in-charge and they render valuable advice to the
Ministry/Department concerned. Hence these committees should not remain for long
inadequately represented by Members of Parliament. It is therefore, requested to make a
formal request to the Ministry of Parliamentary Affairs for nomination of a new member
in their Samitis immediately on receipt of intimation from the Ministry of Parliamentary
Affairs about vacancy caused by resignation, death or completion of term in Parliament
etc. of a Member of Parliament. The Ministry of Parliamentary Affairs have also
informed that in case no response to their letter for nomination of a new member in such
situations is made by the concerned Ministry/Department within 15 days, they would, on
their own, initiate action for nominating a new Member of Parliament for filling up such a

vacancy.
[O.M. No. 11/20015/45/87-O.L. (A-2), dated 15-3-1988]
[O.M. No.I1/20015/23/88-0.L., (A-2), dated 29-6-1988]
[0.M. No.11/20015/6/92-0O.L., (A-2). dated 10-6-1992]

7. The Committee of Parliament on Official Language, in its report (Part-IV), has made

the following recommendations:-

Hindi Advisory Committees
The Committee has recommended that Hindi Advisory Committees should be
constituted for each Ministry/Department separately. These should be reconstituted from
time to time, at least four meetings should be held during a year and timely follow-up
action should be taken in a concrete shape on the recommendations of the Committee.

2. This recommendation of the Committee of Parliament on Official Language has been
accepted with the modification that a joint committee be constituted for comparatively
smaller Ministries/Departments. However, separate committees may be constituted for
other Ministries/Departments.

3. The Ministries/Departments who’s Hindi Salahkar Samitis have completed their term
or who’s Samitis are to be constituted otherwise, may send their proposals to the

Department of Official Language for its formal approval."”

[0O.M. No.1I/20015/6/92-0O.L., (A-2), dated 10-6-1992]
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4. |fAta T e - fafie T o formT o6t it wetesRr wfufe o1 s et defl
ferer, TeTTeT Afafem 3 Fem o Susdl, e fedt |t o fofar aom 78 s / Term o
ST SR TR T FHGRTT/ TR o I o o H 3 Hefia Harer formT o e | fdel &
STt SERT T SIS o N H HelTg o1 8 Afe hig &t wereshr |t wstr if an suek deiw |
S fordr T foreft frdey/argesT & i aftard gt @ dt waer/ et st =nfen foR o U@ g
ST forT ol AT & ST TSTHTST forsmr sht o Ere el ST fo form 36 ot s1et 7 i

5. TTHTA ShT HTARTE :- T hT HRIHT FHTT: 3 T4 T | foret gfffa & srishrer ht 37afr
T afe forelt safe 1 wfufa =1 gee Tifta foman Sar 2 ot 97 sw afufa & srfee i oy s &
e gewr g fomy uftfeufaa § wfufa o wrferrer geifera s, fovmT gra s 3 samer femam s
germ|

6. AATEHR ATHTT § HHG AEwat hi RiwAT hl AT o 178 T wRaTs:- (el gareshi Aot
aifere it ohT STeatar § Sq oo T AT @ 3 Heiferd Aot/ o mT 1 Hecaul weTe Jdt
21 afoe U wfufiat § due wewt & sRafRc #1 srvTe 1 g 9 A T A1ie) 3ET S|
+ft Foret S e o TTOR / e A1 66 H SHRihTe] GTH B TS & fifeh i e 3 vode &
e ¥ e at o 1ot & aeesr |fufa § e gewr Tiftg e & foe dedia w1 dare o
T S Rl SR T WA o I8 AR 8 Toh AT hig wormera)/ formr Wt aicfberferi § 7 v
& AT o T 30 WATA o U 3T I 15 ToT ek 7 <t af G ol warerd T v fifn s
% foTT 713 T6e Hew 1 BT o Y ILETE YT T

[T, 1. ©. 11/20015/45/87-T.91.(%-2), T&. 15-3-1988]
[T, . §. 11/20015/23/88-T.9T.(%-2). fa. 29-6-1988]
[T, 1. ©. 11/20015/6/92- THT.(%-2). f&. 10-6-1992]

7. EEr TSt witta T erua ufvaeT (@g-4) o et e 6 e:-

Rt aegeRr wfufat - wfifa T frerfer # 2 6 T@&e wEmer/fam % fag se-ser &
HATGH AU T T3 TR ST I FHI-HY T TS FohaT ST I H $79h1 1 § HH 4 S3h
ST 3 ST qT WiHTT T THRTRRTT oX 316 &9 & JATHHR ST e i 91|

2. GO TSI wfHfa s A faeier s WA % Wiy WE ot 18 8RR S 9gd sie-sie
AT/ T €, 3T Teh §9 ¥ et IeiTeshit et TSd i ST 1T HaATert/ R mi #h STer- S7er
Rt g et nfsa i s

3. S wiamera/farmt Tt wremmeeh afifca st swrisrer §HTe 21 ot 8 A1 et Tie st
HUTeTd €, 3 3 Heftr H TTia Saiell Searel TSrTeT forf i sh Arerfish wefd o foT st st shidars
g

[T.IE. 11/20015/6/92- THT.(%-2). fa. 10-6-1992]
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3.10 Hindi Salahkar Samitis' meetings, discussions, subjects.

The meetings of Hindi Salahkar Samitis should be held regularly once in every quarter. In
these meetings, besides items sent by members, position regarding use of Hindi in Ministries
as also in their Attached and Subordinate offices, Companies, Corporations etc. should be
submitted, in the proforma prescribed by the Department of Official Language, for
information and review immediately after confirmation of the Minutes of the last meeting and
the follow-up action thereon.

SOME SPECIAL ITEMS FOR DISCUSSION
Position regarding translation into Hindi of rules framed under the Central Act
In order to ensure timely availability of Hindi versions of all the rules framed under the
Central Acts, regular monitoring of the work relating to translation into Hindi and printing of
such rules should be done. The monitoring will be done through Hindi Salahkar Samitis.

Hence, all the Ministries/Departments may include for discussion the following items also in
agenda for the meetings of their Hindi Salahkar Samitis:-

(1) No. of rules framed under the Central Acts.

(2) No. of those translated into Hindi,

(3) No. of those printed bilingually and circulated.

Position regarding option of Hindi in Departmental Examinations

1. Candidates appearing in in-service departmental examinations and examinations conducted
for promotion to higher posts, including those conducted on all India basis, by
Ministries/Departments, their Attached/Subordinate Offices, Corporations, Undertakings,
owned or controlled by the Government, Banks etc. may be allowed the option to use either
Hindi or English in answering question papers irrespective of the region in which they are
situated. The instructions also stipulated that question papers for such examinations may be
prepared in both Hindi and English and where interview is prescribed; the candidates may be
permitted to answer the questions in Hindi.

2. Ministries/Departments are to place before their Hindi Salahkar Samiti the present position
in the matter in the attached proforma. Where option of Hindi has not so far been allowed in
accordance with the above instructions, a time bound programme for this may be chalked out
and the Samiti appraised of the same. The progress made from time to time in the regard may
also be reported in every meeting of the Samiti for information of members.

Position regarding bilingual electronic teleprinter/ telex and use of Hindi in training
institutions

The following two items should be included regularly in agenda for meetings of Hindi
Salahkar Samitis of various Ministries/Departments

(a) Conversion of electronic teleprinter/telex into bilingual form:- All the Central
Government Offices, Undertakings, Nationalised banks etc. should now onwards purchase
or acquire on lease only bilingual teleprinter/telex machines and that offices which at
present have roman teleprinters/telex on lease may approach the Department of
Telecommunications for their replacement by bilingual electronic teleprinter / telex
machines.
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3.10 T2t aerreeRr wtufaai, ¥3%, fomm, v

37 Gt S sgeh & faaret § Faftya w9 @ i S =nfEe, 57 S 7 geet gy oS T8
el o JTcATaT TTHTST forsgmT g fHerifed Tt o wsrera/ forsimT aen Heag/ 3tefieer sierat/Sashat
3Tt 7 fét o st o o o oo, ot siash o drie oht 4y 37X 36 WX 31 718 STa! haTs
eI ST, SRR S HTE o foTe Sreel fera i)

et o fafore wd
HET ATATIEAT o eI STY 1Y T o TEet eras o Rufa

hara AT o Steaia Te e gt fRmi o féet stfare aHer o SueTed Hiam & 363 §
T TR o el Tgame ST STl BuTs o S o Rt T et St o e R eeenr
afufaat o wrery @ welt St ord: wft g/ faam o & gcewRr afufoat i sawt
g # frefaiaa e off ==t & fog @ -
(1) hefier sttt & stearta st fore frrerm &
(2) 38 & forat o1 fEdt srqame A e 2,
(3)378 ¥ fores =9 7T 7 forafia g e §)

UaT-hTe 9 farwriie aor uei=ia udremstt # fZ2 o foerew o an o fafa

1. Fewr ? for st w6 @t Hamera/farmy, Seh Geier i o7efiesr shiaan 3T sl Tt &
Toftrea § a7 feromefiT oy, Suseat qer st anfe 4, =R o fordft oft & O Reera &1, @t Fameelia
forvmter e uei=fa adetmett & fomw 21faet T Tt ot oft ST areft wdied oft smftret 8, sty
1 39 A1 1 D at T T F W oA o6 I AT SIS # < wehd 81 ¥ oft v Rg g 2 R
wdrerrett § wfl T ot R i) qe SIS ST aTeTett § QUR U ST 3 STET HieATesh ) fordT ST
3TUTera &1 et TRt T e T At o I féd 3 S ge Sy

2. HaTer/fermT s frerifid et 7 g9 R adue Ref oot & wemesr afufa & ame
| o adterratt o onft 9 STk STER fEet @1 foered T foarm e 2, 3 wEn e o forg o

AHASG, HTUHH ST 36 a1 H oft |ivf 6 gfera foram Sy ofi st wfifa st &t des § wew 6
SRR o [eTT S ohl ST

Tt gorae iR Sefifireyeraa Ao SR et ¥ it 3 ST e i Rt

Sugh fero o freAferRad < et bt i wa @ e/ ot <t féet wereshr afifaat

A3 i g § i foRa ST -
() SRR TeAITet/eeremm i fgumdt Tefifirerearem o uftafda o - S wen
o vl AT, SUSHAT, TCIFRA sehl TG H haet AT Cefifiret / Toiad & Tl a1 ofisl W

T ST o 59 shrrieri # 58 @oer Ua Seflieet / o7 ofisT o foTu €, ot g0 Eem formt sh
A T S [gWT SRR Sl / domE @ % fag et W
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It may be confirmed that the Ministry/Department and its Subordinate Offices, Undertakings
etc. have written to the Department of Telecommunications. In pursuance of these
instructions Information in this regard may please be given in meeting of the Samiti in the
prescribed proforma.

(b) Initial action for introduction of Hindi in training programme of training
institutions:-

Training material in all the training institutions, irrespective of the region in which they are
located, may be prepared in both the languages and provided to the trainees in Hindi or
English according to their demand, and the trainers not having working knowledge of Hindi
may be given training in Hindi language. Progress made in this respect, may be discussed.
For assessment of up-to-date position, information in respect of all the training institutions
under the Ministry/Department and their undertakings may be placed in the meetings of
Hindi Salahkar Samitis in the proforma. A representative of each training institution may be
invited to the meetings of the samitis for further elaboration.

Furnishing of information regarding use of Hindi in Ministries/Departments and their
Attached/Subordinate Offices/Undertakings

Information may be submitted in the proforma prescribed for furnishing quarterly progress
reports in respect of the Ministries/Department and their Attached/Subordinate Offices,
Undertakings etc.

[0.M. No.11/20034/3/75-O.L. (A-2), dated 18-9-1975]
[0.M. No.11/20034/5/78-0.L. (A-2) dated 8-9-1978]
[O.M. No. 11/20034/5/79-OL (A-2) dated 19-4-1979]

[0.M. No.11/20034/3/86- O.L. (A-2) dated 29-7-1987]

[0.M. No.11/20034/1/87- O.L. (A-2) dated 10-9-1987]

[O.M. No.11/20034/4/87- O.L. (A-2) dated 13-1-1988]

[O.M. No.11/20034/2/88- O.L. (A-2) dated 20-4-1988]

[0.M. No.11/20034/3/86- O.L. (A-2) dated 12-7-1988 ]

3.11 Compulsory presence of Official Members in the meetings of Hindi Salahkar
Samitis

The Heads of Department, Director-Generals, Directors, General Managers, Managers
etc. of attached and subordinate offices of the concerned Ministry are also taken as members
in the Hindi Salahkar Samitis. On many occasions these Members do not attend these
meetings personally and they also do not send prior intimation about their absence.
Sometimes, junior officers, who are not Members are sent to attend these meetings. Due to
absence of Heads of Department General Managers etc. in the meetings, inconvenience is felt
during discussions implementation of Official Language policy in their respective
Organisations. Therefore, the officers who have been nominated as members of the
Committee should attend the meetings personally. In case an official. members is unable to
attend the meeting personally due to unavoidable circumstances, he may send an officer of
appropriate rank as his representative, but intimation to this effect should be sent to Secretary
of the Department or Member-Secretary of the Samiti before the meeting is scheduled to be
held.

[0.M. No.11/20034/2/87-0.L.(A-2), dated 17-11-87]
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"$E T sh1 I8 ol ST foh 3 STl o SO HaATera/forvmt ST 3ueh 37l |l shrarier, Suskal
31fe F T =R forwm o6 fora foa 1 56w wpar wfirfr b o 7 frerffe st # € sy

(@) ufSteror deemt & uidreror § & & AT & forg unftves e -y @ o asft
wfRTegor deerHT H = At fordt off & o feora 7Y, witreror wmft G wmTeA § G S TG SR
sifSreromfelar ot w3 e R At S § 3 Suctey e S, 7R i wftrerent r féd
FTIETE T 976 7 2, 32 f&dt oo =kt ufsreror feerman Sy 3@ weiyr & yrfa oT form famam sy
TETer/foreT T ST Sk STefie weft SushHT ok wfTaor ST % o geAT i e | afufa
1 staek T UST T S| ITSTeTor G o TfafHier sby oft 39 7 Ut 3R Yehter STei o fore afufa it
Sk | A fera sy

HATAI/TIHTT TUT 3Tk Halg/TeNE BTN/ ITHAT | TaT & o it Rufa iy St
TETA AT
HarTet/farmT g fiied Temt O STU-3194 haiardl Y 9T Geig 3Teae i/ 3ushal
i 7 el o SNt § weifRrd STehit SRl sht Sy
[STITE. 11/20034/3/75. 1.(%-2), T&. 18-9-1975
[T, 11/20034/3/78-T.9T.(%-2), f2. 8-9-1978
[SRTITH.11/20034/5/79-T.57.(%-2). 7. 19-4-1979
[STITHE. 11/20034/3/86- TWAT(F-2). . 29-7-1987
[T, 11/20034/1/87-T0.91.(-2) f2. 10-9-1987
[T, 11/20034/4/37T.97.(%-2), fe. 13-1-1988
[STITH.11/20034/2/88T04T.(F-2), 7&. 20-4-1988

]
]
]
]
]
]
]
[SLITH. 11/20034/3/86- WAT(F-2), 2. 12-7-1988]

3.11 & g r Tfafaat it I3R! H SR USEAT chi TR SR SURAtd

&t TeTesr wfufoa § Heifid damert & Trrg IR STefaey wRiiel & Teae, HRTHeTh
fresTen, HRTYsIYe, Jeiereh AT ot e T 9Td &1 T Tk s a1 sdeh! § & SURerd g 8id 3T
& AT Sraeerfer o S H ST T 3 81 FE TR U H ATUHIET Y S H A4 {2 S &
ST e T B fommreaedt, HeTIsteRt ST1fE % T S3k W 7 B W S WSl § TS Hifd
AT ohl Tl o G STGITHT BT 8| FATTE SIT STHRT |HIT o FeE A T 7T & o sIaehi #
T 3l R A STUNER FROT § hig Tk HeeT Tl MU A&l &1 qohl Al ITIH &R T
HOAT Tfafer 9 < fobeq SHehl FEMT Siaeh @ uee fomT o |l I/ |fHia o wewr gt ol 2 &
S =R |

[T, 11/20034/2/87 . 9T, (F-2), fertih 17-11-1987]
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3.12 Sub- committees/Inspection Committees of the Hindi Salahkar Samiti not to be
constituted

In accordance with the decision of the Kendriya Hindi Samiti, Inspection/Sub-
committees of the Hindi Salahkar Samiti should not be constituted.

[O.M. No.I1/20034/4/79-O.L (A-2) dated 19-4-1979,
[O.M. No.11/20015/20/84-O.L (A-2) dated 17-10-1984,

3.13 Payment of DA to Non-Official Members of Hindi Salahkar Samitis

Rates of D.A. admissible to non-official members of different
Committees/Commissions have been revised vide OM No 19020/1/84, Estt0.- IV, dated 23-6-
86 of Ministry of Finance. Under these orders for the purpose of payment of D.A. to non-
official members of Hindi Salahkar Samitis, these Committees should be treated as high

ranking Committees.
[O.M. No.11/20034/4/86-0.L. (A-2), dated 22-1-1987]

3.14 Discussions held in the last meeting of the former Hindi Salahkar Samitis of the
Ministries/Deptts. and reviewing the decisions taken during the first meeting of the
newly constituted committee

Services of the Hindi SalahkarSamiti have been provided to the Ministries/Deptts. for
implementation of the O. L. policy on long term basis. Therefore, it is necessary that despite
its reconstitution, further action in respect of the advice as well as decisions given by the
Hindi Salahkar Samitis should be taken on continuous basis and the minutes of the former
Semiti’s last meeting must be got reviewed in the first meeting of the newly constituted
committee. All Ministries/Departments are therefore requested to follow the same procedure
while organising their meetings of Hindi Salahkar Samiti.

[O.M. No.11/20015/43/94-0.L. (A-2), dated 17-10-94]
3.15. Revised arrangement for the constitution/re-constitution of Hindi Salahkar
Samitis.

It has been decided that each of the proposed four non-official members nominated
in Hindi Salahkar Samitis by Ministries/Departments have to fulfill the following two
conditions:(—

(1) The proposed non-official member should be well-versed in the subject and should have
sufficient knowledge of the scope of work performed by the concerned
Department/Ministry; and

(ii) In addition, nominated member should be devotedly engaged in writing or
propagation/publication in Official Language Hindi and in implementation of Official
Language policy.

2. Ithas also been decided that at the time of sending the proposal of re-constitution of Hindi
Salahkar Samiti, it will be obligatory on the part of Ministries/Departments to give brief
introduction of the non-official members proposed by them to the Department of Official
Language and also provide information as to how they fulfill both the aforesaid conditions.

3. All Ministries/Departments are requested to send proposal of re-constitution after
considering the above points with immediate effect, so that unnecessary delay in the process

of re-constitution could be avoided.
0.M. No. 11/20015/9/97-OL (P-2), dated 30.4.1997
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3.12 & wergear afffaat hr su-atufai/ e afafaat wfea 7 e

e féat afufa o ol & e & aamesr afuft St feror se-afafaat tiea 7 &

ST
[T, 11/20034/4/79- THT.(-2). feieh 19-4-1979]
[FTITH. 1/20015/20/84-T1.4T.(-2). &7k 17-10-1984]

3.13 f&et aereen afufaat o TR-aeh Rt aeat sl 2 weT

fora AT o feAieh 23-6-1986 % I JT. & 19020/1/84-TT - IV & T=id fafe=T TR it
T/ ST o N-TReRR) TeEat ot < ek wiil sl U o HMe foha T 81 37 ST1eN o A=id
&t gotesr wfifaar & -aewit TeEt T 9d 34 & YIS & fofe 37 "iufaay = S= s
giufdt =T Sy

[T, ST & 11/20034/4/86- T. WIT.(-2). feish 22-1-1987]

3.14 wTerE/ it it ud it wemgew wfufy i siftw Jow F Rrem-fomst qon fomm
fermrst o < forg o fotat iy aenifen e aemear afufa & ueelt Sow & avten

fédt wremmeerr wftfortt St Hamd, werera/ farvmt st T Hifa B =e % foe fetere ae
IS FATS T3 & FACTE, HTARAF ¢ [oh TATEHI Ul o TS o Sesa T Teh! TaTg 3
frofert X sh¥as emar Bt @1 o7 vet wfifa i sRat Sash % wrfea W TS afifa fif wow Jow §
TS AHTET FaTs Se| Gt et/ ot & 310y @ T o st fidt wemmesnr |ttt it Semt
o oTT IUTh Wsham ST9AT <l 3huT il

[1ITHE. 11/20015/43/94 THT(%.-2) fertih 17-10-1994]

3.15 Tt wemeer wifufaat o e / gAvie o weer # Hyiifir saae

T otar foram e 2 foh wemeran/fermt g Tt wetesr wftrfasn & ifir 4 f-awerrt wew
T Y AT Wee i HETTRad & 2T i AT 8 -

(i) SrETTor TR-EhTRT Hae ohi Siferd formT water gr e foreer qer S6e shrder &t o7 ud
TRy iR AT I BT AR, 3R

(i) SURITH o TT-HT T TG, TSTATST f&dT & e AT/ TER-SER I ThTSTH AT ST TSI ifer
o STt & BT o §re ST 8T Aty

2. 7g +ft Frofar foram e @ b fh wremespme wiftifer o6 Tvia oht SedTamT SISt &y warera form ot
A AT TR-EehRRT SawT i HiTs qier aoiT fore e of SR ST It ! 90 L g, o o
T TSI forsm it STehTt ST Sfamd gl

3. @il wiETerl/ T & 3T € fof deehtet WTel §, Tia o1 ST, STRIeh T shi ST H Wt &1
Wi, qTfeh TATiaT ol STkt # ATk Sl | ST 1T @ehl

(FTITHE. 11/ 20015/9/97-T.8. (Ffd-11), ik 30.4.1997)
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3.15.1 Preparation of list for nomination of non-official member in the Hindi Salahkar
Samitis of various Ministries/Departments.

There is a provision for nomination of at the most three non- official members to the
Hindi Advisory Committee of the various Ministries/Departments by the Department of
Official Language. These non-official members should possess the following
qualifications:—

1. Adequate exposure to and proper knowledge of the subjects handled and the area
of activity of the concerned ministry/department; and

2. Involvement with utmost devotion towards writing/propagation/publication of
Official Language Hindi andimplementation of Official Language Policy.

3. Desirable-Graduate or post graduate degree in Hindi.

O.M. No. 11/21034/3/98-OL (P-2), dated 18.3.1998
0O.M. No. 11/21034/3/98-OL (P-2), dated 19.4.1999

3.15.2 Grant of to-and-fro air fare to non-official members of Hindi Salahkar Samitis.

As per the provisions made in the Ministry of Finance O.M. No. F. 19024/7/82-
E.IV, dated 8-10-82, the powers have already been delegated to the Secretaries of the
Ministries/Departments to grant air fare to the following categories of non-official
members:—

@) Retired Government Servants, who before their retirement were entitled to
travel by air on official duty.

(i) Salaried employees of Universities Institutions, Autonomous Bodies,
etc., who are entitled totravel by air.

(iif) Private individuals, who are reputed experts in their own disciplines.

Non-official members of Hindi Salahkar Samitis fall under the category (iii) of the
above sub-para. It is clear from the above that provision to grant air fare to such non-official
members with the permission of the concerned Secretary already exists. All
Ministries/Departments may, with the permission of concerned Secretary, grant facilities of
air journey to the expert non-offcial members on merits and keeping in mind the
preconditions contained in the above order.

0.M. No.20015/7/98-OL (P-II), dated 2.6.1998

3.15.3 Submission of correct figures regarding implementation of Official Language
Policy in Hindi Advisory Committee meetings.

All Ministries/Departments furnish information regarding use of Official Language
Hindi through quarterly progress reports etc. The responsibility for certifying these figures
rests with the head of the office. Therefore, before signing such reports, the heads of
offices should ensure the veracity of the figures furnished, so that correct figures are
submitted to the Hindi Advisory Committees and useful discussions are held at the
meetings.

O.M. No. 11/20015/9/2000 O.L. (P-2), dated 30.3.2000

3.15.4 Items for consideration at Hindi Advisory Committee meetings.

Ministries/Departments are, once again, requested to make all necessary preparations
before Hindi Advisory Committee meetings are held and the following issues may be taken
up for discussion in the course of the meeting and guidance of the committee sought.:—

(1) Discussion on items of quarterly progress report regarding implementation of
Official Language Policy.
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(i) Position regarding Hindi translation of Central Acts/Rules.

(1) Position regarding opting Hindi language in the in-service departmental and
promotion examinations.

(iv) Position regarding use of bilingual electronic equipment.

(v) Making training material available to training institutes in bilingual form and
imparting working knowledge to the trainers.

(vi) Position regarding use of Hindi in attached/ subordinate offices/undertakings etc.

(vii) Ratification of the minutes of the earlier meeting.

(viii) Follow up action thereon.
(ix) Noting in Hindi by senior officers.
(x) Articles on subjects relating to Ministries/Departments in the magazines.
(xi) Use of Hindi in departmental meetings.

(xii) Organising workshops/ seminars on subjects relating to the
Ministries/Departments.

(xiii) Preparation of articles in Hindi on technical subjects.
(xiv) Position regarding bilingual website and the information provided on the website.

2. In order to get useful suggestions from the members of the committee, the members should be
informed about theseitems so that they may discuss these issue and make their suggestions. A
copy of this letter may be sent to all members ofthe advisory committees for information.

O.M. No. 11/20015/8/2000 O.L. (P-2), dated 7.4.2000

3.15.5 Check-list of important points for consideration of honourable members in the
meetings of Hindi Salahkar Samitis constituted in Central Ministries/ Departments.
Arrangements have been made to constitute Hindi Salahkar Samitis in Central
Ministries/Departments for the smooth implementation of the Official Language Policy
and to advise for the progressive use of Official Language Hindi.
2. Hindi Salahkar Samitis constituted in various Ministries/Departments are a very
powerful platform for effective compliance of Official Language Policy of the Union
Government. To achieve this objective, the Department of Official Language has prepared
a list of important points(check-list) after extensive deliberation, for the consideration of
the honourable members of Hindi Salahkar Samitis in the meetings of Hindi Salahkar
Samitis. Some important Official Language related points have been listed for the
consideration of the members of the meeting which are attached.
3. All the Ministries/Departments of the Government of India are requested to consider the
points mentioned in the check-list in the meetings of Hindi Salahkar Samiti and kindly give
suitable guidance to the Ministry/Department. This is a guiding list and not an exhaustive
list by itself. In the Ministries/Departments, the concerned Joint Secretary, Incharge
Official Language/Director, Incharge Official Language and Director/Joint
Director/Deputy Director/Assistant Director, Official Language Unit, will ensure
discussion on these points.

Check list for the meetings of Hindi Salahkar Samiti of various
Ministries/Departments  (subordinate/affiliated, and autonomous wunits of the
Ministry/Department should also be included in the following suggested review points)
Status of Hindi posts and promotion opportunities for Hindi officers
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1. Whether the posts are created and filled up as per the norms prescribed for the creation
of minimum Hindi posts and are filled up. If not, action being taken/ taken in this regard.

2. Establishment of the cadre for Hindi staff in the attached offices of the
Ministries/Department and their details or other measures to provide adequate
opportunities for promotion to them.

3. Status of outsourcing of Junior Translators through Service Providers to fill up the
vacancies.

Implementation of Official Language Policy
Status of compliance of the following legal provisions:

1. Whether the records to be issued in bilingual form under section 3(3) of the Official
Language Act are properly listed? If yes, the total number of such records.

(Section 3(3) of the Official Languages Act, 1963 : Notwithstanding anything contained in
sub-section (1), both Hindi and English languages will be used for -

(1) resolutions, general orders, rules, notifications, administrative or other reports
or for press releases issued by the Central Government or any Ministry, Department or
office thereof or by a corporation or company owned or controlled by the Central
Government or by any office of such corporation or company;

(i1) Administrative and other reports and official papers laid before either House or
Houses of Parliament;

(i) For contracts and agreements executed by or on behalf of the Central
Government or any ministry, department or office thereof or by any corporation or
company owned or controlled by the Central Government or by any office of such
corporation or company and for licenses permits, notices and tender forms issued.

I. There should be a detailed review of the information given in the prescribed form by the
Ministry/Department under Rule 5 of the Official Language Rules, 1976.

(Rule 5: Communications received in Hindi shall be replied to in Hindi by the offices of
the Central Government.)

II. There should be a detailed review of the information given in the prescribed form under
Rule 11 of the Official Language Rules, 1976.

Rule 11 : Manuals, codes, other Procedural Literature , stationery etc.

(1) All manuals, codes and other Procedural Literature relating to the offices of the
Central Government shall be printed or cyclostyled and published, as the case may be,
bilingual in Hindi and in English.

(2) The forms and titles of the registers to be used in any office of the Central Government
shall be in Hindi and in English.

(3) All name plates, notice boards, letterheads and inscriptions on envelopes and other

articles of stationery for use in any office of the Central Government shall be written,
printed or engraved in Hindi and in English.
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5. Review of the efforts being made to carry forward the achievements by comparing the
figures of achievement of annual targets related to Hindi usage with the targets and figures
of the previous year.

6. Surprise checks regarding the factuality of the figures given in the Quarterly Progress
Report.

7. Orders passed on the recommendations made in all the 08 volumes of the Committee of
Parliament on Official Language, which were required to be acted upon by the concerned
Ministries, but have not yet been done.

8. Status of contribution made by undertakings in Hindi expansion work.

9. Status of Incentive Schemes in the Ministry/Department.

Computers and Websites

10. (a) whether the website is compulsorily bilingual;
(b) Whether the Hindi website is as complete as the English website and is updated from
time to time?
(c) Arrangement for the maintenance of the website.

11. (a) Status of information/training regarding activating the facility of working in Hindi
Unicode on all computers and using available software for Hindi working on computers.

(b) the result of the 'Mantra' champion system, (In the 8 Ministries/Departments in which it
is applicable, which are Ministry of Home Affairs, Department of Financial Services,
Department of Personnel and Training, Department of Health and Family Welfare,
Ministry of Railways (Railway Board), Department of Higher Education, Ministry of
Micro, Small and Medium Enterprises and I.C.A.R.)

(c) Technical support available from C-DAC and NIC

12. Status of making available the Hindi format of the documents of the department (the
letters/office memoranda/forms commonly used in the ministry) on the website.

Training

13. Review of status of training in Hindi language, typing, stenography, translation. Status
of action plan for nomination of training in Hindi language by the year 2015 to those
employees / officers who do not have working knowledge of Hindi.

Glossary

14. (a) Status of preparation and making available (including placing on website) the
English-Hindi Glossary of the concerned field of work.

(b) Status of availability of vocabulary prepared by Commission for Scientific and
Technical Terminology, Ministry of Human Resource Development
(c) Status of availability and utility of e-Mahashabdkosh prepared by C-DAC.

Other
15. Matters received from the concerned Ministry/Department/Office which are pending in
the Department of Official Language or any issue raised with them by the Department of

Official Language.
OM No.11/20015/03/2011-O.L. (Policy-2) Dated May 2011
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3.15.6 Guidelines for the selection of Non-Official Members in Hindi Salahkar Samitis.

In Hindi Salahkar Samitis of the various Ministries/Deparments, four scholars of
Hindi and Official Language are nominated as Non- Official Members by the respective
Ministries/Deptts. In the guidelines for constitution/ re-constitution of Hindi Salahkar
Samitis issued vide O.M. No. 11/20015/9/97-O.L.(P-2) dt. 30.04.1997, it had been clearly
stated that the following conditions should be borne in mind while nominating such Non-
Official Members:—

(1)  The proposed Non-Official Member must have sound and adequate knowledge of
functions and relevantfield of activities of the Ministry/Deptt. concerned.

(1)  Inaddition to this, the nominated member must sincerely be associated with the writing
or\spread propagation or publication in Hindi and implementation of the Official
Language Policy.

2. It has been noticed that some persons are nominated as Non-Official Members of
several Samitis of various Ministries/ Departments at a time, and due to this very reason
it is not possible for them to do justice with their duties. With the result, many other
eminent scholars, whose services may be beneficial for Salahkar Samitis of
Ministries/Deptts., are not in a position to contribute, since they are not nominated as
Non- Official members. It has, therefore, been decided to include the following
conditions to the ones already issued:—

@  No one should be nominated as the Non- Official Member of more than two Hindi
Salahkar Samitis at a time (In order to ensure this each Ministry/Deptt. Should confirm,
before nominating Non-Official Members, from such persons as to whether they are
already members of Hindi Salahkar Samiti of any Ministry/ Deptt. or not ; and if so, the
name of the respective Ministry/Deptt. and the date from which they are nominated as
members).

(i)  The Non-Official member should have a good reputation in the society and should be
able to give useful and practical suggestions in a selfless manner for the spread and
propagation of the Official Language Hindi.

(i) The four Non-Official Members to be nominated by the Ministries/Deptts. should
not be from among themembers of Lok Sabha/Rajya Sabha and Legislative Assemblies/
Legislative Councils.

(ivy  The members to be nominated by the Deptt. of Official Laguage shall generally be
from those States whichdo not have adequate respresentation in the Samiti.

3.All the Ministries/Deptts. are requested to keep the above points in mind while

constituting/ re-constituting theirHindi Salahkar Samiti.
[0.M. No.I1/20015/4/2000-O.L. (P-2), dated 31.5.2000]
[0.M. No.11/20015/8/2000-O.L. (P-2), dated 7.4.2000]

3.16 Reg. inviting the representatives of the voluntary organisations in the meetings/
functions of the Town Official Language Committee organised on the occasion of Hindi
day/Hindi fortnight/Hindi month

In continuation of the Deptt of Official Language OM No 1/14011/12/76-O.L. (A-1),
dt. 22-1-76 reg. giving representation to the Kendriya Sachivalaya Hindi Parishad in the
meetings of TOLIC, it has been decided that while organising the same meetings/functions by
the TOLIC on the occasion of Hindi day/Hindi fortnight/Hindi month, it would be
appropriate that besides inviting the representatives of Kendriya Sachivalaya Hindi Parishad,
representatives of the other Hindi institutions as well as Hindi voluntary organisations
working in that town. Area like Akhil Bharatiya Hindi Sanstha Sangh, Nagari Pracharini
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Sabha, Rashtra bhasha Prachar Samiti, Hindi Sahitya Sammelan, Keral Hindi Prachar Sabha
and Dakshin Bharat Hindi Prachar Sabha etc. may also be invited provided their organisation
working the town.

[O.M. No.12024/14/94-0.L. (B-2), dated 6-6-94]

3.17 Reg. to invite the Officers of the Hindi Teaching Scheme in the programmes
organised by the Regional Implementation Offices and meetings of the Town Official
Language Implementation Committees

It has been observed that in the meetings of the Town Official Language Committees
situated in different towns and the conferences, seminars, symposium etc. organised by the
Regional Implementation Offices active participation of the officers of the Hindi Teaching
Scheme is not availed as a result problems connected with Hindi training are not considered.
It may be recalled that in the implementation of the Official Language policy, in service
training for the Govt. employees plays a major role. In the same perspective, it has been
decided that officers and lecturers of the Hindi Teaching Scheme should be invited in the said
meetings, conferences, seminars etc.

[O.M. N0.2001/58/93-0O.L. (B-2), dated 13-6-94]

3.17.1 Inviting the officers of Central Hindi Training Institute/Sub-Institutes and
Central Translation Bureau in the local meetings of Town Official Language
Implementation Committees.

It has now been decided that in the local meetings of Town Official Language
Implementation Committees, apart from the officers of Regional Implementation Offices, the
officers of Hindi Teaching Scheme, Central Hindi Training Institute and Central Translation
Bureau shall also participate as members. Therefore, the Chairmen of all Town Official
Language Implementation Committees are requested to invite the officers of Central
Translation Bureau/Regional Sub-Centres of Central Hindi Training Institute as members in the
half-yearly meetingsof the Committee.

0.M.No.12024/8/95.0.L. (Imp-1), dated 16.6.1995

3.18 Guidelines for preparation of list of scholars by the Department of Official
Language.

For effective implementation of Official Language Hindi, a list of Hindi scholars is
prepared by the Department of Official Language. The list is compiled after evaluation of
the biodatas of scholars received from various sources, by a committee. Now the following
criteria are set for the inclusion of scholars of Official Language Hindi as non-official
members, which will be effective from the date of issue of this Office Memorandum.

(1)  Application and biodata should be in Hindi language.
(ii) Should have studied Hindi as one of the subjects at least up to graduation level.
And

Should have minimum five years’ experience in Hindi writing/translation/teaching/
research

Or
Minimum five years' experience of editing newspapers/magazines

Or
Two years' experience in implementation of Official Language in Central Government/
Bank/ Public Sector Undertaking etc.

Or
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Officer retired from Official Language Department / Official Language Service

(i11) The tenure of the scholars included in the list shall be five years and after every five
years the list will be reviewed.

(iv) Certificate of educational qualification and above experience must be submitted
along with the application.

(v) The Department of Official Language will prepare a proforma in this regard and put it
on the website so that there is transparency and uniformity in the method of application
and evaluation.

(vi) It shall be mentioned in the form that 'if false information is given by any application,
punitive action will be taken under the sections mentioned in Chapter 11 of the Indian
Penal Code'.

On the basis of these parameters, a new list of scholars will be prepared, for which
applications will be received only through the website of the Department of Official
Language, but from the list of existing scholars, the scholars who have been made
members of the Hindi Salahkar Samiti of any Ministry / Department, will be retained in the
list of scholars till their present term.

Those who are not members of Hindi Salahkar Samiti of any Ministry/Department in the
list of existing scholars are requested to apply again on the basis of the above revised
parameters so that a new list can be made as per the above revised parameters.

This issues with the approval of Hon'ble Home Minister, Government of India.
[OM. No. 20034/04/2018-O.L. (Imp.) Dated 23.5.2018].

3.19 Guidelines for preparation of list of scholars by the Department of Official
Language.

In order to maintain transparency and uniformity in preparing the list of scholars in
the context of the office memorandum of even number issued on the above subject, the
interested and eligible persons may apply online in the attached proforma prescribed by
the Department of Official Language, by filling their biodata and special qualifications to
the Department of Official Language at jsol@nic.in within 30 days from the date of issue

of this office memorandum.
[OM .No. 20034/04/2018-0.L. (Research) Dated 7.6. 2018]
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Proforma (Biodata & Experience)

1. Name (in Hindi)

2. Present occupation:

3. Telephone/Mobile: Tel- Mobile-------------- self

4. Aadhar Card No. attested

5. Address (i) Correspondence: ------=-============mm=m==- Pincode:------ photo
(il)Permanent:

6.Educational qualification:

a.  Graduate: Yes/No
b.  Whether Hindi was a subject at the undergraduate level: Yes/No
c.  Post-Graduate: Yes/No
d.  Higher Education (if so details)...... Yes/No

7. Experience - Put a tick (V) in the column next to the applicable category and write
the period in years.

(a) Minimum 5 (five) years experience in Hindi writing/ translation/ teaching/
research. Duration

(b) Minimum 5 (five) years' experience in editing newspapers/magazines

(c) Minimum 02 (Two) years of implementation experience of Official Language
in Central Government / Bank / Public Sector Undertaking etc./

(d) Officer retired from the Department of Official Language / Official Language
Service

(e) Special experience/contribution in the work of Official Language Hindi

(Certificate of educational qualification and above experience must be attached
with the application)

Declaration — I hereby declare that the information given above is true. If the
above information is found to be false, punitive action can be taken against me
under the sections mentioned in Chapter 11 of the Indian Penal Code.

Place
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CHAPTER 4
DEPARTMENTAL MEETINGS AND PERIODICAL REPORTS

4.1 Review of progress made in the use of Hindi in the monthly meetings on pending
cases held with the Officers
Heads of Divisions, Joint Secretaries, while reviewing the cases pending over a month
in their monthly meetings with Branch Officers/ Section Officers, should also review the
progress made in the use of Hindi in each of the Sections of their Wing/Division. This will
encourage the use of Hindi and they will be able to get first-hand information. Similarly, in
the monthly meetings of the attached and subordinate offices, progress made in the use of
Hindi should be reviewed.
[O.M. No.11015/1/73-0.L., dated 4-6-1973]
[O.M. No.-I/14011/14/76-0O.L., dated 17-1-1977]
4.2 Convening meetings of Officers deputed from States to Centre and urging them to
work in Hindi
Ministries/Departments are requested to convene from time to time meetings under
the chairmanship of the Secretary/Addl. Secretary of those IAS Officers etc. who have earlier
served under State Governments and had been doing work in Hindi and impress upon them to
continue to work in Hindi in the Centre also. Representative of the Deptt. of Official
Language may also be invited to such meetings, so that, if need be, on the spot clarifications
on Official Language policy or rules may be given. The responsibility of convening such
meetings can be entrusted to the Joint Secretary responsible for the implementation of
instruction relating to the use of Official Language Hindi.
[O.M. No. 12017/5/78-0.L.(B-I), dated 10-7-1978]
4.3 Inclusion of an item on implementation of Official Language policy in the agenda of
Conferences of Regional Officers and holding discussions thereon
All Ministries/Departments while convening conferences of their regional officers
should include in the agenda an item relating to implementation of Official Language policy
and hold discussions thereon so that use of Official Language may be stepped up. A
representative of the Department of Official Language may also be invited so that he may
provide on the spot clarification on policy matters and also give suggestion of information as
to how to overcome the difficulties encountered in implementation.

4.4 Inclusion of information regarding progressive use of Hindi in the Annual Report

In the annual reports of Ministries/Departments Corporations and Undertakings
owned or controlled by the Central Government, a separate chapter giving details of the
progressive use of Hindi should be included to mention the following-

(1) Action taken for and progress made in the implementation of the items of the annual
programme for accelerating the progressive use of Hindi.

(2) Arrangements for circulating the orders relating to Official Language to the Corporations.
Companies and lower formations and their implementation.

(3) Arrangements for providing Hindi stenographers, typists typewriters, machines and
translation.

(4) Committees relating to the Official Language and their meetings

(5) Progress in regard to workshops meant for training in noting and drafting and Hindi
teaching.

(6) Position regarding availability of all the forms in both the languages
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(7) Special types of works and programmes.etc. regarding use of Hindi.
[O.M. No.11015/76/72-0.L., dated 25-8-1973]
[0.M. No. I/14011/9/76-0.L.(A-1), dated 7-2-1972]
[O.M. No.1/14011/80-0O.L., (A-1), dated 20-8-1980]

4.4 (a) Arranging regular meetings of Official Language Implementation Committees of
the Ministries/Departments

(1) The meetings of the Departmental Official Language Implementation Committees should
be held regularly in each quarter. The Rajbhasha Adhikaris (Joint Secretary) in the
Ministries/Departments should take personal responsibility for holding the meetings
regularly.

(i) The information regarding the meetings should also be sent well in time to the
Department of Official Language and the representative of the Kendriya Sachivalaya Hindi
Parishad, working in the respective Ministries/Departments, to enable then to participate.

(iii) In every quarterly meeting a statement on the follow up action taken on the decisions
taken in the previous meetings should be presented for detailed discussions. These
instructions should be strictly followed:-

All the Ministries/Departments are to take action as per above directions and also issue
necessary instructions on similar lines to their Attached/Subordinate Offices and Public
Sector Undertakings etc. As far as possible representatives of the Ministries/Departments
should also participate in the quarterly meetings of their Attached/Subordinate Offices etc.
On the basis of quarterly progress reports received from the Attached/Subordinate Offices
etc. The Ministries/ Departments, would keep a watch on the timely and regular holding of
the meetings by these offices.

[O.M. No.12024/11/87-0O.L., date 21-1-1988]

4.5 Information to be furnished for the meetings of Departmental Implementation
Committees

Information made available at the time of quarterly meetings of the Official Language
Implementation Committees of various Ministries & Departments, many a times does not
contain information concerning important matters for discussion Information may he
compiled a prescribed proforma at the time of meetings the Departmental Implementation
Committer is all the Ministries/Departments and other offices and made available to all the
members so the data concerning all important items become available during the discussion
and decisions taken keeping in view the position on the basis the data.

2. Ministries etc., may direct their Attached/ Subordinate offices and Undertakings that they
should also make use of this pro forma for furnishing the information in quarterly meetings of
their departmental Implementation Committees.

3. Meetings of Official Language Implementation Committees of Ministries/Departments
should be convened regularly in each quarter and Deptt. of Official Language he informed in
this regard at least 10 days advance. Officers of the rank of Deputy Secretary from Deptt. of
Official Language will participate in these meetings and at the time of review, progress made
in achieving the targets fixed in the Annual Programme will be seen. In every meeting special
attention should be paid to the action taken in respect of short comings noticed in the last
meeting.
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PROFOMA FOR FURNISHING DATA CONCERNING SOME IMPORTANT ITEMS
IN THE QUARTERLY MEETINGS OF DEPARTMENTAL IMPLEMENTATION
COMMITTEES OF MINISTRIES/DEPARTMENTS

1.Consideration of actual position of the figures contained in the Quarterly Progress Report

pertaining to section 3 (3) and its correspondence

S. No

Ministry/Department

(1)The basis of data so furnished.
(i1) Whether or not the diary and issue registers as prescribed in O & M manual are maintained
whether the relevant columns in them are correctly completed.

2. Position regarding Hindi posts in the Ministry/Department

Name of Designat | No of posts Vacan | Action No. of Present
Department | ion Sanction | Vacan | tsince | taken for | additional | position in
t when | filing the | posts regard to
vacant required as | creation of
posts per additional
prescribed | posts
standard
1 2 3 4 5 6 7 8
3. Position regarding Hindi posts in the attached and subordinate Offices
Name of Designati | No of posts Vacan | Action No. of Present
Office on Sanction | Vacant | tsince | taken for | additional | position in
when | filing the | posts regard to
vacant required creation of
posts as per additional
prescribed | posts
standard
1 2 3 4 5 6 7 8
4. Purchase of Devanagari Typewriters in Ministry/Department
Roman Hindi Percentage of Hindi | Target fixed in
typewriters Annual programme
1 2 3 4

(A) Total Number of typewriters
(B)Number of typewriters purchased during the quarter

5. Purchhase of Devanagari Typewriters in Attached and Subordinate Offices

Name of Total Percentage | Purchased Percentage | Target in
Office Typewriters of Hindi during the of Hindi Annual
Typists quarter Typists programme
Roman | Hindi Roman | Hindi ‘
1 2 3 4 5 6 7 8 |
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6.Position of Hindi training in Ministry/Department
Name of Department Yet to be trained Under training

Employees Officers | Employees Officers
1 2 3 4 5
7.position of Hindi training in Attached and subordinate Offices
Name of Offices Yet to be trained Under training

Employees Officers | Employees Officers
1 2 3 4 5

8.position of Training in Hindi Typewriting and Stenography in the Ministry/Department

Name of Total | Traine | No. Total Trained in | Under Stenogr | Out of these
Department | No.of | d in under- No. of Hindi training | aphers number of
Typist | Hindi | going Stenogr | Stenograp | in Hindi | recruite | those trained
] training | aphers hy Stenogr | d during | in Hindi
in Hindi aphy the stenography
typewrit Quarter
ing
1 2 4 5 6 7 8 9

9.position of Hindi Typewriting and Stenography in Attached and Subordinate Offices

Name of Total No. | Trained | Undergo | Total | Traine | Undergo | Number of No. of
Office of Typists | in Hindi | ing No.of |din ing new those
Typing | training | Stenog | Hindi | Hindi stenographer | knowing
in Hindi | rapher | stenog | Stenogr | s recruited Hindi
typing ] raphy | aphy during the stenogra
training | Quarter phy
1 2 3 4 5 6 7 8 9

10.purchse of computers and other electronic equipment in Ministries /department and
Attached/Subordinate Offices

Name of

Ministry/Department/

office

Details of Computers
word processors,
electronic typewriters,
etc. installed during the

Whether or not
these are in

Details of equipment not
instated bilingually and
bilingual from whether or not the

permission from

quarter Department of Official
Language was obtained
1 2 3 4

11.0Obtion of Hindi medium in Departmental Examination for Offices situated in Regions A & B

Name of office situated in

Name of examination

Whether or not the | If not what are the

region A for departmental option is to answer | reasons and what
recruitment/promotio | papers other than action is being taken
n English in Hindi in this regard

1 2 3 4
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6. TarTera/ v & &t ufvreror &t Rt

fovmr s ™ g anft wfsreror femm s @ fora 50 wHT IRTET T R B
S FrferepTY S arfereprd
1 2 3 4 5
7. Bg/ALTET THATAAT W 2t ufvreror <y fRarfa
[CRETEE 2 ereft wfsreqor feam ST 8 fopa 5o T e aT @ R
S srferepTY e arferepd
1 2 3 4 5
8. TATETA/TrsTTT § T3t SeRUT & SATITTCTTY ok SITOTETUT St Feerfar
famranr | @ | R&EE | R FA fpar | i | foodtd | sda
amw e | Wivferd | w1 R | stgfafy | fEEd e o o | fora
IFE | TEMH | F | AW | ARATE | syfafie | R
gf3TeTor frd | wfreorfer | wdffee | smfafy
ERIE yfafer | STwTR T SIECE]
we ag
1 2 3 4 5 6 7 8 9
9. TFETg o AT ATl W (&aT SohUT o ATTITCATY ohi Feerfar
FECEH | FA | RBhE | e FA fpat | feadiwr | foudrd s
T ke | e | R | oot | R fedt fohaa | fohaq
EE | T i | ifafu e | stypfafy | R
Ea) frd | ufteorfear | wofffrr | smyfafe
gf3Tetor gt | SR g EIECE]
feam s ag
W
1 2 3 4 5 6 7 8 9

10.FTETIT ASTHTT ST Halg/SrefiTeel TTateral § Sheged R T oI -eh IUSHIUT shi TS

e/ favm/et | el d A e e, | et fgmt | ST eRtg Suekte et e e
AT T A TS WL, SARTHE SRR TIIT 1 SEhT faraoT S
TSRS 37TfE T ferawor TSTT forvmT & Srgmfer oft 18
1 2 3 4
11.Fr9mf afrearatt o fEet ureaw ot forehew —«ah” qT “@” el W e shiaie™tl o i
o AT G & | oy FIT S o & | SR A, A I FROT R ST IH
o ericasiam | gdfme=fad | Afaih AT I v | IR T = Hiars HISTE
wemHiaE | hIW AT @
IEETS K]

2

3

4

[T.ITE. 20013/3/87-T.4T. @-1), feieh 21-9-1987]
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4.6 Modification in the proforma of Quarterly progress Report regarding progressive
use of Hindi

Certain changes have been made in the proforma of Quarterly progress report
regarding progressive use of Hindi. A copy of the same is available at
https://rajbhashaqpr.gov.in/PublicPages/Help.aspx

[0.M.No. 20003/1/95-0.L.(ImpL1II). dt. 16-6-95]

Quarterly Progress Report Regarding Progressive Use of Official Language Hindi in
Ministries/Departments/Attached and Subordinate Offices/PSUs/Autonomous
Bodies etc. of Central Government
Quarter ending on..............

Part - 1 ( To be filled at the end of each Quarter)
Name and full address of the Office
Phone No. of the Concerned Official Language Officer:
STD Code Tel. No. Email

1. Documents issued under section 3(3) of the Official Languages Act, 1963
(a) Number of documents issued

(b) Number of documents issued bilingually

(c) Documents issued in English only

(d) Documents issued in Hindi only

2. Letters received in Hindi (Official Languages Rule 5)
(a) Total no. of letters received in Hindi

(b) Out of these letters replied to in Hindi

(c) Out of these letters replied to in English

(d) Out of these letters not expected to be replied

3. Status regarding letters received in English & replied to in Hindi (Applicable to
offices situated in ‘A’ & ‘B’ region only)

No. of letters Out of these Out of these Out of these
received in letters replied to | letters replied to | letters not
English in Hind1i in English expected to be
replied
1 2 3 4
‘Region ‘A’
Region ‘B’

4. Details of original letters issued

In Hindi in English Total No. of letters
issued
1 2 3
To Region ‘A’
To Region ‘B’
To Region ‘C’
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% &
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4.1 T WA UL BT ST
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1 2 3
F &
e
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5. Details of writing of Noting on files/documents**

No. of pages of noting made in Hindi
No. of pages of noting made in English
Total No. of pages of noting

6. Hindi Workshops

Number of full day workshops Total no. of officials trained in these workshops
conducted during the quarter
No. of Workshops Officers Employees
1 2 3

Note : It is required to impart training to all the personnel of the office at least once in 2
years.

7. Meeting of the Official Language Implementation Committee

(a) Date of meeting of the Official Language Implementation Committee

(b) No. of the Official Language Implementation Committees constituted in
Subordinate Offices

(c) No. of meetings organised in the quarter

(d) Whether the agenda and the minutes of the meeting were issued in Hindi ? Yes / No

8. Date of meeting of the Hindi Advisory Committee :
(For Ministries/ Departments only)

9. Brief description of the outstanding work/achievements during the quarter
(maximum
250 characters):

10. Certificate regarding authenticity of the given data has been attached.
Name of the Chairperson of the O.L.I.C of Min./Dep./Org.

Designation

Telephone No. with STD Code

Fax No.

Email address

Note: No column should be left blank and information should be given distinctly.

* * While counting number of pages of noting made in Hindi if noting in Hindi is made on
less than half of the page then the page should be counted as half page and if noting in Hindi
is made on more than half of the page then the page should be counted as full page.
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5. Tgel/aEaTastl o) feuqur erEe &t g
&t i foreft g fevaforrt 36 ust i g
sttt § foredt g feeafort & qst i wean
fewaforart o gt &t et wen
6.F&< wmvTeTd
fereret <6 S oot TR WITIRTA TRt ShT Shet ST
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T : FRHH % GHET SHIHR] bl 2 I8 T T ¥ HH Teh FL TR fRIT STHET 379 2|
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() TSTITST ShT T A sht Sae i fafer
(@) 3T SR | TS TSI SHrAi-a Afefet shi T
() Tt & mfera Sent it we
(¥1) VT & Feiford hreierelt ST e o fédt o ST fopg e 2
8.7 Tetrgenr wfrfa oAt Sgen o ermae <At fafer
(CERREICRIIE NI 1)

9, foruTr & fort 70 SeeiEH T Tl /IuTeuEt st wferd fararor (arfireman 250 )

10 3feeTRaa arreniet ht Tcaar & Heter | THTU-US el 2
HATAH/ TITT/ETIS hY TTHTST S i-aa TiHfd o 37eeT T I
EEcie)
THAIET i Afed B T
e TR
$-HT T IaT
e : T3 AT HTCTH T 7 BIST ATY SR T TE €Y 9 & A1

> fedt 9 fooqur-gBi ol 7o S G ST W A o BT I o SATHT Y8 U1 1Y § e forw
TS 1 T T8 T Y
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Enclosure
Certificate

Office Code: Financial Year:

“I certify that the information given in the attached Quarterly Progress Report (Part
I/Il) ending ............ is on the basis of available records and is absolutely true as per my
knowledge. I am quite aware that the undersigned is responsible for proper compliance of the
instructions given in the provisions of the Official Language Act, 1963 and Official
Languages Rules, 1976. If at any stage the data given in the report are found to be untrue or
exaggerated, this office will be deprived of the Rajbhasha Awards for the next 03 years
and the matter will also be brought to the notice of my controlling Office/Ministry to take
action for giving false information.”

(Signature with stamp)
Name of the chairperson of the O.L.1.C of Min./Dep./Org.

Designation

Name of Min./Dep./Org.

Telephone/ Fax No.

Email address
Date :-
Place :-

Note :- Soft copy in PDF Format of the said signed certificate should be compulsorily
uploaded with Quarterly Progress Report otherwise your report will be considered as
unfilled.
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Part

II

(To be filled along with Part-I of the Quarterly Progress Report for quarter ending on

31st
March only)
1. () Whether the Office has been notified under Rule 10(4) of Official Yes/No

Languages Rules, 1976 (Office where 80% of the total Staff have
acquired working knowledge in Hindi)

(i1 ) Details regarding notification of subordinate offices (if any) under Rule 10(4) of the Official
Languages Rules, 1976 : -

Total No. of Offices

No. of Offices Notified

1

2

2. (i) Officers/Employees possessing knowledge of Official Language Hindi :-

Officers Employees Total
No.
1 2 3
a) | Total No. of Officers and
Employees
b)| Out of (a) above No. of | Working Proficient Working Proficient
Officers/Employees Knowledge Knowledge
possessing  knowledge of
Hindi..
¢) | No. of personnel being
trained in Hindi
d) | Yet to be trained in Hindi
2(ii) Knowledge of Hindi Stenography/Typing
Total No. No. of Out of the trained | Yet to be
personnel personnel how trained
trained in many personnel
Hindi work in Hindi
1 2 3 4
a) Stenographer
b) Typists/Clerks/Assistant
Section Officer
c) Tax/Postal Asstt.etc.
2(iii) Knowledge of Translation
Officers | Employees | Total
a) Total No. of Officers/Employees engaged in
Translation Work
b) Out of (a) above No. of persons who got
training in Translation
c) No. of Officials yet to be trained.
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3. Training for doing work in Hindi on Computer:

Total No. of Officers/ No. of personnel trained in No. of personnel working in
Employees Hindi on Computer Hindi on Computer
1 2 3

4. Details regarding Computers/Laptops:-

Total No. of Computers/Laptops Number of Hindi enabled
Computers/Laptops

1 2

5. Code, Manual, Standard Forms etc.

Total No. Bilingual

1 2

(a)Acts/Rules/Official codes/Manuals
/Procedural Literature etc.

(b)Standard Forms

6. No. of Officials issued individual orders under Rule 8(4) of the Official Language
Rules, 1976 to perform whole work in Hindi

7. Training Programme (only for training institutes)

Duration of training | Duration of training (in Hours)
(Total duration of all

training programmes) | Training imparted in | Training imparted in | Training imparted in
Hindi English mixed Language

1 2 3 4

8. Inspections pertaining to Official Language carried out during the year
(a) (i) Total No. of sections
(i1) Out of the above No. of sections inspected
(b) (1) Total No. of Subordinate Offices (If any)
(1) Out of the above No. of Offices inspected

9. Publication of Magazines etc.

Total No In Hindi In English

1 2 3

10. Purchase of Hindi Books (including CD, DVD, Documentary and E-books etc.)

(1) Total Expenditure incurred on purchase of books during the year
(i1) Expenditure incurred on purchase of Hindi books
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11. Work done in Hindi by the Deputy Secretary/Equivalent and above Higher Officers.

Total No. | No. of Out of Column(2) No. of those working in Hindi
of Officers
Officers | having Not Doing Doing Doing Doing Doing
knowledge | doing | Upto upto 26 | upto 51 | more Cent
of Hindi 25% to 50% to 75% than percent
76%
1 2 3 4 5 6 7 8

12. Work done by Hindi knowing Officials (proficient/ having working knowledge)
below the level of the Deputy Secretary/Equivalent

Total No. | No. of Out of Column(2) No. of those working in Hindi
of Employees
Employees | having Not Doing Doing Doing Doing Doing
knowledge | doing | Upto upto 26 | upto 51 | more Cent
of Hindi 25% to 50% | to 75% | than percent
76%
1 2 3 4 5 6 7 8
13. Hindi Posts
Designation No. of posts
Sanctioned Vacant
1 2 3
14. Website (Tick mark in relevant column )
Address of Website Only in English Partially Bilingual | Fully Bilingual
1 2 3

15. Brief description of the other outstanding achievements regarding Implementation
of the Official Language Policy during the year :

(a) Hindi Day/Hindi Week/Fortnight/Month (From

To

(b) Date & subject of Hindi Seminar

(c) Date & subject of activities other than (a) above related to Hindi (if any)

16. Certificate regarding authenticity of the given data has been attached.

Name of the Chairperson of the O.L.I1.C of Min./Dep./Org.
Designation
Telephone No.
Fax No.

Note: No column should be left blank and information should be given distinctly.

E mail address
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Enclosure
Certificate
Office Code: Financial Year:

“I certify that the information given in the attached Quarterly Progress Report (Part
I/Il) ending ............ is on the basis of available records and is absolutely true as per my
knowledge. I am quite aware that the undersigned is responsible for proper compliance of the
instructions given in the provisions of the Official Language Act, 1963 and Official
Languages Rules, 1976. If at any stage the data given in the report are found to be untrue or
exaggerated, this office will be deprived of the Rajbhasha Awards for the next 03 years and
the matter will also be brought to the notice of my controlling Office/Ministry to take action
for giving false information.”

(Signature with stamp)
Name of the chairperson of the O.L.1.C of Min./Dep./Org.

Designation

Name of Min./Dep./Org.

Telephone/ Fax No.

Email address
Date :-
Place :-

Note :- Soft copy in PDF Format of the said signed certificate should be compulsorily
uploaded with quarterly progress report otherwise your report will be considered as unfilled.

4.6.1. Requirement of Certificate to be furnished with QPR

According to the decision taken by the Department of Official Language,
amendments / changes have been made in the proforma of the quarterly report related to the
progressive use of Official Language Hindi. In order to ensure factual data in the quarterly
progress report related to Hindi by the Central Government
Ministries/Departments/Undertakings/Banks etc., each office will also have to produce the
following certificate signed by the Head of the Department:-

“I certify that the attached Quarterly Progress Report (Part 1/2) for the quarter ending
ON =-----m=mm-- has been prepared on the basis of the information given in the available
records and is true to the best of my knowledge. I understand very well that the
responsibility of proper compliance of the instructions given in the provisions of Official
Language Act and Official Language Rules 1976 rests with the undersigned. If at any stage
the data filled in the report is found to be false or exaggerated, then this office will be
deprived of Rajbhasha Puraskar for next 03 years and the matter of providing wrong
information will also be brought to the notice of my controlling office/ministry for action”.
2. The above certificate will be signed by the Head of the concerned office and it will be
mandatory to upload it in PDF form. No quarterly progress report will be acceptable without
this certificate.
3. The above certificate is also available in the Information Management System on the
website of the Department of Official Language www.rajbhasha.nic.in and will be

applicable from the progress report for the quarter ended 3 1st December, 2018.
[0.M.No. 12016/07/2018-0.L.(Imp.2) Dated 10.01.2019]
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[RT.STH. 12016/07/2018-T1.47.(h1.2) f&=ish 10.01.2019]
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4.6.2 Half yearly Progress Report

Ministries /Departments should send the consolidated half yearly progress report of the
Attached/Subordinate Offices/Companies Corporations etc. to the Department of Official
Language. The concerned offices need not send a copy of progress report to the Department
of Official Language A Copy of the quarterly progress report regarding Official Language
should also be sent to the concerned regional office of the O.L. Department.

[0. M. No. 20035/1/85-0.L. (B-I) Dated 15-4-1986

[O. M. No. 1/14011/22/75-O.L (A-I) Dated 27-1-1976
[0.M. No. 1/14011/6/77-O.L. (A-I) Dated 27-7-1977
[OM No 1216 5/87-O.L (B-I) Dated 2-12-87

e e

4.6.3 Maintaining a separate diary register for letters in Hindi and entering clearly in
the dispatch register

For preparation of quarterly progress report separate registers should be maintained
containing information for preparing the quarterly progress report. For letters received in
Hindi a separate sectional diary register should be maintained as per Central secretariat
manual of Office procedure in the following pro forma which could tell Whether these letters
have been replied to in Hindi or not. In the dispatch register also entries may be male
regularly in the following pro forma prescribed in the Appendix 14A of the said Manual.

APPENDIX 3
Proforma of Sectional diary as per the Central Secretariat Manual of Office procedure
S.L Receipt | No.and | From Subject To whom | File No | Remarks
No No date whom in brief marked
received
1 2 3 4 5 6 7 8

Instruction —In the case of letters received in Hindi write word H in the column I before serial

APPENDIX 14A
Dispatch Register of the Section
[See para 64 (1) (D)]

S .INo No. of the Addressee Issued Nature of
ISSUC | the issue
In Hindi In English  Bilingually | Letter,
Telegram
etc.

1 2 3 4 5 6 7

Note: kindly put * in the relevant column from among columns 4 to 6

[0.M. No. 20033/6/79-0O.L. (B-I), dated 20-9-80]
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4.6.2 BETEN WTT Fare
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FITI HRETAT i T A

[FT.31.8.20035/1/85-T.491.(@-1), {7 15-4-86]
[TITH.I/14011/22/75-T0.91.(%-1), Ttk 27-1-76]
[SFT.ITE.1/14011/6/77-T0.491.(%-1), Ttk 27-7-77]
[FT.31.H.12016/5/87-T.41.(@-1), {7 2-12-87]
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[ U 64(1) (¥0)]
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U, AR 7S
1 3 4 5 6 7

fowauft: 4 9 6 9o @M H GG @ * T R @)
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4.7 Proforma of the Quarterly Progress Report regarding progressive use of Hindi
in the offices located in Tamil Nadu
The Official Language Act. 1963 Applies to the Central Govt. offices located in
Tamil Nadu. Accordingly quarterly progress report should be called for in the following
proforma.
[O.M. No. 20033/1/83-0O.L. (B-I) Dated 10-2-83]

Quarterly progress report regarding implementation of the essential  provisions of the
Official Language Act, 1963 in the Central Government Offices located in Tamil Nadu

Quarter ending
Name of the OffiCe ...t
Part I — Information regarding Hindi Training
1. Knowledge of Hindi possessed by the staff (excluding Group Gazetted Non-
‘D’ employees) Gazetted

(a)Total number of employees
(b)Number of employees having working knowledge of Hindi

2. Employees who are expected to do typing/stenography Typists Stenograp
hers

(a) Total number
(b) Number of those who know Hindi typing/Hindi stenography

Part II — Position regarding Hindi Staff and availability of Devnagari Typewriter

3. (a) Number of Hindi Officers
(b) Number of Translators

Devanagari Roman

4. Number of typewriters

Part III- Position regarding implementation of the Official Languages Act, 1963

5. Documents issued under Section 3 (3) of the Official Languages | Issued Issued in
Act bilingually English
both only
a) General Orders, Instructions Circulars, memoranda etc. in Hindi &
b) Resolutions, Notification and Rules English

¢) Administrative and other reports

d) Press Communiques

e) Licenses and Permits

f) Notices and Forms of Traders, contracts and agreements
g) Papers laid before the Houses of Parliament

Part IV- General Information

6. Availability in bilingual form of Codes, Manuals, Form sand
Procedural Literature issued/ prescribed by the Ministry/
Department/ Head Offices. (This information should be given only
in the Report for the quarter Jan-March)
a) Total Number
b) Number of those available in bilingual form (Hindi &
English)
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4.7 aftrerrg ® feora e TR & HTAtert & wH-HI § T At % sreavas
LT o FTATe | Haitera fommet st faré
AT H Feerd 5T T o SRl UX TSTATHT ST AT SidT ) T o TR W & il fog
ST 3 formTet syfer et s sy
[FT.3.H. 20033/1/83T.41.(@-1) feish 10-2-83]
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7. Rubber stamps Name plates and sign boards (In the report for | Bilingual(In In English

the quarter Jan-March) Hindi & | Only
English)
a) Number of Rubber stamps

b) Number of name plates and sign boards

8. Setting up of the Official Language Implementation committee.
a) Offic
ial Language Implementation Committee been set up to
keep a watch on the implementation of the Official
Language Act and the position of Hindi Training?
b) If so, are its meetings being held regularly

9. Names, designations and Telephone Nos. of the officers
concerned with the work relating to Official Language

a) Head of office

b) Official Language Officer

¢) Hindi Officer

4.8 Review of the material submitted to the Committee of Parliament on Official
Language and removing the deficiencies
Ministries and Departments should obtain from their respective attached and subordinate
offices a copy of the information furnished during inspection. by those offices in reply to the
questionnaire of the Committee of Parliament Official Language set up under section 4 of
O.L.
Act. 1963 and they should also examine it themselves and take necessary steps to remove the
deficiencies. At the time of inspection of the offices by Sub-Committee, the representative of
the Ministry/Department concerned should also be present so that action could be taken to
remove the deficiencies.

[O.M. No [/20034/1/78-O.L. (A-1), dated 24-4-1978]
4.9 Quarterly Progress Report Proforma regarding progressive use of Hindi in respect
of Indian Offices/ Missions/Embassies located abroad

Name of Office/Embassy/ MiSSION. ........ovuiiuiiitiiiiiii i
Name of the concerned Ministry/Department..............cccovviiiiiiiiiiiiiiienneann...
Quarterly Progress Report Regarding progressive use of Hindi for the quarter ending

1. Details of Stationery Name-Plates, Notice- | Total Available in
Boards, Forms, Procedure Literature, Stamps etc. | Number Hindi

a) All Name-Plates, Notice-Boards,
Banners, Display Boards, Stamps etc.

b) Stationery items such as envelops, letter-
heads, all kind of forms procedure
literature etc.

¢) Invitation Cards meant for functions and
celebrations etc.

2. Details Regarding Typewriters
a) Total Number of typewriters
b) Number of Hindi Typewriters
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3. Stenographers/Typists
a) Total Number of Stenographers/Typists
b) Number of those who are trained in Hindi
Stenography/typing

Stenographers

Typists

4. Arrangements for Hindi Section in Magazines
a) Whether provisions have been made for Hindi
Section in the Magazines etc. published by the
office
b) If yes, Number of magazines and percentage of
pages used for Hindi Section

5. Arrangements of Glossaries
a) Whether administrative and other useful standard
Hindi glossaries have been made available to
every officer
b) If yes, no. of Glossaries available

6. Arrangements of Interpreters

(Applicable only to  Mission/Embassies)Whether
arrangements of Interpreters from local language to Hindi
and vice-versa have been made

Total Nos.

Issued i

n Hindi

7.Papers Issued under Section 3 (3) of O.L. Act in the

Quarter

a) Resolution, General Orders, Notifications, Rules
Administrative and other reports &Press
communiqués

b) Contracts, Agreements, Licences, Permits,Tender
notices & Forms of tender

¢) Administrative and other reports and Official
documents to be laid before a House or Houses of
Parliament

8. Correspondence in Hindi

Total
letters
issued

Issued
in
Hindi

Percentage | Total10%

of letters

Issued
in Hindi

a) Letters sent to other Offices located in India
b) Letters sent to other Countries whose Official
Language is not English

9. Inspection of the Office Regarding Progressive use

of Hindi

a)
hether any Inspection of the Office regarding
progressive use of Hindi has been carried out
during the quarter or before?

b)
f yes, whether follow-up action have been
completed on the inspection report if not please
clarify the position

Signature

Name of the Forwarding Offices

Designation
Address

Dated : Telephone No.
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4.10 To obtain the information in connection with preparing the Annual Assessment
Report for the year 2021-22.

In compliance with the Official Language Resolution 1968, to increase the pace of
spread and development of Hindi, for its progressive use in various official purposes of the
Union, the Department of Official Language, Government of India, lays the consolidated
annual assessment report of all the Ministries/Departments on the Table of both the Houses of
the Parliament. Is. In the annual program of 2021-22 issued by the Department of Official
Language, it was mentioned that the data of the evaluation report related to the
implementation of the set targets must be made available by June 30 every year. But the
consolidated report of the year 2021-22 of your ministry/subordinate offices has not yet been
received by the Department of Official Language.

2. It is noteworthy that the Ministries/Departments have to send separate 04 annual evaluation
reports in the prescribed form. The first report is for the Headquarters and the remaining 03
reports are zone-wise for the Attached/Subordinate Offices located in Zone A, B, C
respectively. In the above report itself, it is mandatory to send the data of all its subordinate
offices/undertakings/autonomous bodies and other offices by consolidating them, as well as,
the data of all the subordinate offices/undertakings, autonomous bodies and other offices
located in the Region A, B and C will be sent directly to the Official Language. Before
sending to the department, these should be consolidated region-wise and sent to the
Department of Official Language.

3. Therefore, it is requested that the consolidated annual assessment report of the Ministry
(Headquarters) / subordinate offices located in A, B, C regions from April 01, 2021 to March
31, 2022, should be completely filled in the prescribed proforma by February 15, 2023
Instruct the concerned officers to send the online offline to the Department of Official
Language so that the further work related to the preparation of the report in the Department of
Official Language, Ministry of Home Affairs can be completed immediately. With your
positive co-operation, the Department of Official Language, Ministry of Home Affairs will be
able to timely lay the Annual Evaluation Report on the table of both the Houses of the
Parliament.

Revised Proforma of Annual Assessment Report regarding use of
Official Language Hindi

Name of Ministry/Department:
Name of Attached/Subordinate Office/Undertaking:
Telephone no. of concerned Hindi Officer:

1. Documents issued under Section 3(3) of the Official Languages Act
a) Total no. of documents issued
b) Out of these, documents issued in English
2. Correspondence in Hindi (Official Languages Rule — 5)
a) Total no. of letters received in Hindi
b) Out of these letters replied to in Hindi
c) Out of these letters replied to in English
(This information should be given from the Diary register prescribed under office
procedure Manual Chapter -4 Para 12(1).)
3. Original Correspondence etc.
a) Issued in Hindi
b) Issued in English
c) Issued bilingually
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. Notings in Hindi on files

a) Total no. of notings written during the year
b)No. of notings written in Hindi
c)No. of notings written in English

. Status of knowledge of Official Language of officers/employees

a) Total no. of officers/employees

b) No. of Officers/Employees having working knowledge or above level in Hindi
out of (a) above

c¢) No. of Officers/Employees proficient in Hindi out of (b) above

d) How many officers/employees are undergoing training of Hindi out of (a)
above

e) No. of officers/employees remaining for training of Hindi

. Typists/Stenographers

a) Total number

b) Those who know typing/stenography in both the languages (Hindi-English)

c¢) Those who know working English typing/stenography

d) Percentage of Hindi typing/stenography work out of total work of
typing/stenography done in office

. Details regarding computer/laptop and status of computer training

a) Total no. of computers/laptops

b) Having facility to work in Hindi

c¢) No. of Unicode supported computers/laptops

d) Having facility to work in English only

e) Total no. of officers and employees

f) No. of officers/employees trained work on computers in Hindi

. Availability of website

a) Website partially in Hindi yes/no
b) Website completely in bilingual form yes/no
c) Website in English only yes/no

. Regarding specifying of sections to do their entire work in Hindi

a) Total no. of sections
b) No. of section specified to do work in Hindi

c)

10. Availability of Rajbhasha Code/Manual

(Statutory/Office/Technical Literature)

S. Category Total Bilingual | Only in Only in | Reason of
No. number English Hindi not having
in bilingual
or Hindi
1.| Acts/Rules
2.| Office Code/Manual
3.| Standard forms
4.| Technical Literature
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5.| Training
literature/material

6.| Other publications

Total

11. Apex administrative meetings
a) No of apex administrative meetings during the year
b) The no. of such meetings in which the conversation/proceedings was
conducted in Hindi

12. Meeting of Official Language Implementation Committee relating to Ministry/
Department etc.
(How many meetings organized during the year)

13. Brief bilingual description of other special achievements/functions relating to the
implementation of Official Language Policy during the year

Signature of Chairman of Official Language Implementation Committee of
Ministry/Department/Office
Name of Chairman
Designation
Telephone no.
Fax no.
Email

Special Note: This report would be returned, in case it is not signed by
Chairman of Language Implementation Committee. No column should be left blank
and the information should be given distinctly.
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CHAPTER 5
PROGRESS OF IMPLEMENTATION WORK -ARRANGEMENTS FOR
INSPECTION

5.1 Inspection report regarding compliance of instruction relating to Official Language
Inspection Proforma for Ministry/Deptts.

The Departmental officers while carrying out the inspection of their offices should
also assess the extent to which the orders relating to Hindi are being implemented. = The
officers may also mention in their inspection report if there are any instances. where members
of the staff have been discouraged from using Hindi
Inspection report should be prepared in the prescribed preformed. But the Proforma can be
suitably modified by the various offices to suit their nature of work.

The following steps may be taken in respect of inspection report:-

(1) The inspection report regarding use of Hindi may be sent to the senior officer concerned
with Hindi work in the Ministry/Department.

(2) Such inspection report may be reviewed in the meeting of the Official Language
Implementation Committee and practical measures may be devised to remove the
deficiencies observed in the implementation of orders relating to the Official Language.
(3)The details of review made in respect of the inspection report and difficulties experienced
in the implementation of orders relating to Hindi may be forwarded to the Department of
Official Language, Ministry of Home Affairs.

[0 .M .No. 5/20/71-OL, dated 21-10-1971]
[0.M.NO. 11015/145/73- OL, dated 16-3-1974, Comp 1974
[0.M.NO. 12020/78 —O.L. (B-I) Dated 17-7-1978]

PROFORMA FOR INSPECTION OF MINISTRIES/DEPTTS.
Part I General
1. Name of the Ministries/Department
2. Date of Inspection
3. (a) Name and designation of the Raj Bhasha Adhikari and his telephone number
(b) Name of the Hindi officer & his Telephone Number

PART 2 —Information about last Inspection
1. Date of last inspection
2. Action taken on short- comings of the last inspection- the details of items on which action
is yet to be completed

Part 3 -Information regarding meeting of Hindi salahakar samiti /O.L.
Implementation Committees
1. Total Number of meeting of Hindi salahakar samiti held during the year till now and the
date of the last meeting
2. Total number of meeting of Official Language implementation Committee held during the
year till now and the date of the last meeting. of (If meetings Hindi Salahakar samiti &
Official Language Implementation Committee not held regularly. reason thereof) :

Part 4 — Work relating to the O.L. Section/Unit

1. Quarterly progress report for period available in Ministry/Deptt. From To
2. Half yearly report available period in respect of all Attached/Subordinate Offices etc. of
Ministries/Deptts. . From To

74



ST 5
HEA AT TTTA-Freror saereerr

5.1 TISTHTT Hfeft AT o UTe o TR it stfersmTia grr fdreror o sweht fRaie

S oft formfi srfereprt o1 srriern o faderor & fow SITd o & o s weieft srmewT &
AT st Y STier i) Frrteror Rt # 18 SraTd fop forelt shH=Td shi et 6T SIRIT ot & Tl T 1S
HHEAT Al el g

fortteqor featé faw g Frertfca st 7 2t sme foreq weifer shmater o oo el & weT &
HTHT ST TR T Fohd o

fRreor foad & s & fferfaa swilans i <me -

(1) &<t & v & geifera fetor faid wamerayfavmt & it & = & weifoa afts stfeert =1 asit
S

(2) TSI ST Gt shi staehi o feror fatd st wrefter sl ST ST Saw TSIt Heiefl e
o AT | S HIT s & 37 g0 U o g SATaetih Ui fog S|

(3) Treqor fedté o <t 1S wefter SR i o ©ee W A shl S ATl HiSATSAT hl g
TSTHTST T, 778 HATer aht WSt ST

[T.ATH. 5/20/71-T.9T. T 21-10-1971]
[T.ATE. 11015/145/73-T0.9. feiah 16-3-1974]
[T.ITHE. 12020/1/78-T.4T. (@-1) &=k 17-7-1978]

Tarrera/ feramt ok fRfreror st T
W 1
1. T / T st am
2. Tordreqor i fafer
3. (o) TSTHTOT SATRTE 26T A, TETH, LAY
(@) et arferhmt =t T, T
WTT- 2
1. et fFrteror & fafer
foret frdtegor & aré ¢ shftrat wx Y 7 el hidard- S et ohr s o o shrdad endt @
EHEIRIH
Wt 3 f&t aetgenr wfufay sratwaem afufa Y St 6 st
1. o ¥ 379 o g3 fedl FelTeshi HiHfd hl s3ehi hl TeaT
3T 3t gk it aiiE
Y H ST T g3 USHTST FrT-aa TIHT hl aehi shi ST 3R SR ok hl TG (3R
Tt wemmeenr wfirfa) TreriToT STt wfirf 6 Sk fFafia w9 5 7 g8 at 3w wwm)
T 4 — TAUTIT SATHTT/ Teheh T BT
1. HereAa/faamT § Suctsyr 3Terde famme) wof feaid st eqafer g q+
2. AT/ o § Suctsy TWEq Helg/ AR FETGE F STl F IR H H RED
TATRT e it erafer

74



3. (a) The Attached/Subordinate Offices etc. Whose up- to date report has not been
received
(b) Efforts made to get the report from them
(c) Whether the report have been received and shortcoming pointed out to them?
(d) Whether follow up action is being taken to remove the shortcomings?
4. (a) Total section from whom quarterly progress report was required to be received
(b) How many of them have forwarded the report:
(c) What action has been taken against those who have not forwarded the report?

5. Whether the report received from sections are reviewed by O. L Section, before these are
consolidated ? If so. what action is taken in this regard ?
6. Whether all codes manual from etc. have prepared in bilingual from? Give details
7. (a) Comments after reviewing the basis of information relating to the inspection and
quality of inspection done in respect of Attached of Attached/Subordinate office. Etc.

(b) Whether follow up action is being taken to remove the shortcoming noticed in the
inspection

Part 5- The report regarding implementation of O.L . ACT/Rules . Annual
programme and other orders by Inspecting Officer

1. (a) whether section 3( 3) is being implemented in toto. if not the reason thereof ?

(b) Whether any check —point has been prescribed for it if not the suggestion for check-
point (after discussion with officers) ?
2. (a) Whether all letters received in Hindi are being replied to in Hindi if not the reasons
therefor ?

(b) Whether any check-point has been prescribed If not the suggestion regarding check-
point (after discussion with officers)?
3. (a) The position of correspondence in Hindi Whether prescribed target have been
activated If not the reasons therefor ?

(b) Whether any check-point has been prescribed If not the suggestions therefor (after
discussion with officers)?

(c) What efforts have been made to achieve the targets of percentage of Hindi letters in
correspondence and suggestions this regard (after discussion with officers)

4. (a) The Total number of officers/employees who do not possess the working knowledge of
Hindi

(b) The number of officers/employees nominated for training in Hindi

(c) The number of officers/ employees undergoing training in Hindi through correspondence
Course
(d) Whether roster has been made for training of remaining officers/employees ?
5. (a) Whether 45% of typists /stenographers are trained in Hindi typing/ stenography in
Ministries/Department ?
(b) The number of typists of stenographers nominated for training in Hindi
typing/stenography
(c) What efforts are being made to achieve to target of training of 45%of typists
stenographers
(d) Whether any stenographer has been recruited after 20-8-1987. If so whether he was
trained in Hindi stenography? In case Hindi stenographers were not recruited the reasons
therefor
6. (a) whether 45% of typewriters are of Devanagri?

(b) If not. Whether only Devnagri typewriters have been purchased after 27-11-1987?
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7. Position of Hindi noting Drafting in Ministry/Deptt.

8. (a)Which are the section selected for doing cent per cent work in Hindi ?

(b)Whether these section are actually doing cent per cent work in Hindi except in case of
correspondence with state Governments & Union territories in Region “C” and persons
residing there?

(c) If not please indicate the extent upto which it is being done and efforts made to increase
this?

9.(a) Whether the office is notified under O.L. Rule 10 (4)?
(b) If not the percentage of employees possessing working knowledge of Hindi?

(c) What effort are being made to train 80% employees in Hindi and to notify the office?
10. (a) The total number of officers/employees possessing proficiency in Hindi

(b) The number of those submitting the drafts in Hindi in respect of subject of prescribed
by deptt .of O.L.

(C) If all employees who possess proficiency in Hindi are not submitting the drafts in
Hindi on prescribed subjects. please indicate what action is being taken to ensure the
implementation of orders in this regard

11. (a) The total number of officers/employees possessing working knowledge of Hindi
(b) The number of those who have not yet been trained in workshops
(¢) The number of trained officers/employees in workshop during this year
12.(a) The number electronic typewriters purchased during the period of inspection

(b) Whether these were all bilingual from. If not the reasons there for?

(c) The number of computers purchased during the period of inspection

(d) Whether all of these contain the facility for working in Hindi?

(e) If not the effort made in this regard ?

13. (a) Whether all Name-Plate Notice Boards etc. are in bilingual from in
Ministry/Department?
(b) Whether all the Stamps used in Ministry/ Department are bilingual ?
14. (a) Whether question —papers for departmental or promotional examinations organized by
Ministry/Deptt. are being prepared bilingual and option has been given to right there
answered in Hindi?
(b) If not indicate the details of those examination where this facility is not provided and also
indicate the action taken to provide these facilities in those examinations ?
15. (a) The number and date of vacant Hindi posts in each category

(b) What action is being taken to fill the vacant posts?
16. (a) Whether any incentive scheme is there for doing original work in Hindi ?
(b) The number of employees participating in it
17. (a) Whether any shield scheme has been implemented for Ministry/Deptt. and attached
/subordinate office /Undertaking.
(b) Whether the entries are being made in Hindi in the service books of Group “C” and “D”
employees?
Part 6 — Other Noteworthy steps taken by the Ministry/Department in the field of
Implementation of Hindi
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Part 7-The detailed inspection of Sections
1.Total number of section
2. The number of section inspected in details. (The inspection report of section may please be
enclosed section-wise separately in the prescribed proforma)
3. Remarks of the Inspecting Officer

Signature of the

Inspecting Officer..........cceene....

The Name of the

Inspecting Officer .......ccovvveveveeerneennns

[Circulated vide No. 12020/4/87-O.L (B-II) dated 25- 10-89]

5.2 Arrangement for inspection of the undertaking etc.

Ministries/Departments of the Govt. Of India should also inspect their undertaking regularly
once a year finding out the position about the progress of the Official Language and that they
should keep the Deptt. of Official Language informed of their programmes of such

inspections.
[OM No 20014/2/81-0.L. (B-2) dated 8-9-1981]

Proforma for Inspection of Attached/Subordinate Offices/Undertaking
Part I-General

1. Name & Address of the Office undertaking

2. Name of the concerned Ministry/Department

3. Date of Inspection

4. Name & Designation of the Raj Bhasha Adhikari and his telephone number
5. Name of the Hindi Officer & his telephone number

Part II —-Information about last Inspection
1. Date of last inspection
2. Action taken on short coming of the last inspection —the details of items on which action is
yet to be completed

Part III — Work Relating to O.L section Unit
1. Quarterly progress report for the period available in Office/Undertaking
2. Half yearly report for the period available in respect of all Attached/Subordinate Offices
etc.
3. (a) The Attached/Subordinate Offices etc. whose upto date report has not been received
(b) Effort made to get the report from them
(c) Whether the reports have been received and short coming pointed out to them ?
4. (a) Total number of sections Deptts./Division etc. from whom quarterly progress report
was required to be received
(b) How many of them have forwarded the report?
(c) What action has been taken against those who have not for warded the report?

5. Whether the report received from section/Units are reviewed by O.L Section/Unit before
these are consolidated? If so what action is taken in this regard?

6. Whether all codes manual forms etc. have been prepared in bilingual from ? Give details
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7. (a) Comments after reviewing the basis of information relating to the inspection and
quality of inspection done in respect of Attached/Subordinateoffice etc.

(b)Whether follow up action is being taken to remove the short-coming noticed in
inspection?

Part IV —The report regarding implementation of O.L. Act/Rules, Annual programme
and other orders by Inspecting Officer

I(a)Whether Section 3(3) is being implemented in to if not the reasons therefor?
(b) Whether any check —point has been prescribed for it ?if not the suggestion for check-
point (after discussion with officers )

2. (a) Whether all letter received in Hindi are being replied to in Hindi ? If not the reasons
therefor

(b) Whether any check-point has been prescribed ? If not the suggestion regarding check —
point (after discussion with officers)

3. (a) The position of correspondence in Hindi. Whether prescribed targets have been
achieved if not the reasons therefor?

(b) Whether any check —point has been prescribed. It not the suggestion therefor (after
discussion with officers)
(c) What efforts have been made to achieve the targets of percentage of Hindi letters in
correspondence and suggestions in this regard ? (after discussion with officers )

4. (a) The total number of officers/employees who do not possess the working knowledge of
Hindi

(b) The number of officers/employees nominated for training in Hindi

(c) The number of officers /employees undergoing training in Hindi through
correspondence Course

(d) Whether roster has been made for training of remaining officers /employees?

5. (a) Whether 70% ,35%,15% of typists /stenographers (for Region ‘A’,‘B’ &‘C’
Respectively ) are trained in Hindi Typing /stenography in office /undertaking ?

*(b) The number of typists /stenographers nominated for training in Hindi
typing/stenography

*(c) What efforts are being made to achieve the target of training of 70%, 35%, 15%
(Region wise) of typist/stenographers?

(d) Whether any stenographer has been recruited after 20-8-1987? If so whether he was
trained in Hindi Stenography? In case Hindi Stenographers were not recruited the reasons
therefor?

*(According to the proportion fixed for the region)
**(The target relating to the training of stenographers is to be achieved by 31-3-90)

6. (a) Whether 70%, 35%, 15% of typewriters (Region wise are of Devanagari?

(b) If not whether only Devanagari typewriters have been purchased after 27-11-1987
7. Position of Hindi noting/drafting in office/undertaking
8. (a) Which are the section selected for doing cent per cent work in Hindi ?
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(b) Whether these sections are actually doing cent per cent work in Hindi except in case
Of correspondence with state Governments & Union Territories in Region “C” and persons
residing there?

(c) If not please indicate the extent upto which it is being done and efforts made to increase
this?

9.(a) Whether the office is notified under O.L Rule 10(4)
(b) If not, the percentage of employees possessing working knowledge of Hindi?
(c) What efforts are being made to train 80% employees in Hindi and to notify the office?

10. (a) The total number of offices/employees possessing proficiency in Hindi

(b) The number of those submitting the drafts in Hindi in respect of subject prescribed by
Deptt. Of O.L

(c) If all employees who posses proficiency in Hindi are not submitting the drafts in Hindi
on prescribed subjects please indicate what action is being taken to ensure the
implementation of orders in this regard

11. (a) The total number of officers /employees possessing working knowledge of Hindi
(b) The number of those who have not yet been trained in workshops
(c) The number of trained officers /employees in workshops during this year

12. (a) The number of electronic typewriters purchased during the period of inspection
(b) Whether these were all in bilingual from. If not the reasons therefore ?
(c) The number of computers purchased during the period of inspection
(d) Whether all of these contain the facility for working Hindi ?
(e) If not, efforts made in this regard ?

13. (a) Whether all the stamps used in offices/undertaking are bilingual from in
office/undertaking ?
(b) Whether all the stamps used in office/undertaking are bilingual ?

14. (a) Whether question- paper for department or promotional examination organised by
office/undertaking are being prepared bilingual and option has been give to write their
answers in Hindi ?

(b) If not indicate the details of those examination where this facility is not provide and
also indicate the action taken to provide these facilities in those examination?

15. (a) The number and date of vacant Hindi posts in each category
(b) What action is being taken to fill up the vacant posts?

16. (a) Whether any incentive scheme is there for doing original work in Hindi ?

(b) The number of employees participating in it ?
17. (a) Whether any shield seheme has been implemented Offices under the control of
Attached /subordinate office/Undertaking ?
(b) Whether the entries are being made in Hindi in the service books of Group “C” and “D”
employees?
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Part V — Other Note- worthy steps taken by the office/undertaking in the field of
Implementation of Hindi

Part VI — The detailed Inspection of Section/Units

1. Total number of section/Units

2. The Number of Section /unit inspected in detail. (The inspection report of sections /units)
may please be enclosed Section —wise separately in the prescribed Proforma)

3. Remarks of the Inspecting Officer

Signature of the Inspecting Officer..........cc.ccveeee.
Name of the Inspecting Officer............ccocu......
[O.M. No .12020/4/87-O.L. (B-II) . dated 25-10-1989]

5.3 Constitution of Inspection Committees

For carrying out in inspections. Inspection Committees should be constituted in
Which apart from the senior officer concerned with Hindi work of the Ministry/Department.
Deputy Secretary concerned with Administration/Senior Officers of the Head Office and

officer of the Official Language Department should be included.
[0.M. No. 12012/6/84-O.L. (B-I) Dated 9-4-1-1984 ]

5.4 Inspection by the Regional Implementation offices of the Department of O. L. and
their activities

All the Attached. Subordinate Offices, Undertakings ,Bank etc. should submit a
copy of quarterly reports to the Regional Implementation Offices of the Official Language
Department. Notices and Agenda of the meeting of the Official Language Implementation
Committee should be sent to these offices so that the Deputy Directors may be able to attend
the meeting. They may be contacted for assistance etc. in running the workshops.
The officers of the Regional Implementation Offices will inspect the offices review the
reports and participate in the meeting of the Town Official Language Implementation
Committee of the respective region.
The address and jurisdiction of the Offices established are as follows:

Names, addresses and jurisdiction of Regional O.L Implementation Offices, established
under the Deptt. Of Official Language

S. No. | Address of Offices Regional Area
1. | Deputy Director (Implementation), (1) Maharashtra
Regional Implementation Office (West), (i1) Gujarat
Kendriya Sadan, Room no. 601A, (ii1) Goa
Sector-10, (iv)Dadara & Nagar Haveli
6th Floor, CBD, Bela Pur, Navi Mumbai — (v) Daman & Diu
400614

Telephone no. 022-27560225
Email- ddimpol-mum@nic.in
ddriomumdol@nic.in

2. | Deputy Director (Implementation), (1) West Bengal
Regional Implementation Office (East) , (i1) Odisha
Ministry of Home Affairs, (ii1) Bihar
Department of Official Language, (iv) Jharkhand
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18th Floor, 234/4,
Acharya J.C.Boss Road,
Kolkata — 700030

(v) Andaman and Nicobar

Deputy Director (Implementation),

Regional Implementation Office (South),
Ministry of Home Affairs,

Department of Official Language,

Kendriya Sadan, 5th Floor, ‘D’ wing,
Kormangala, Bengaluru - 560034

(1) Andhra Pradesh
(i1) Karnataka

Deputy Director (Implementation),

Regional Implementation Office-II (Ghaziabad) ,
Ministry of Home Affairs,

Department of Official Language,

Room No. 302, 3rd Floor,

CGO Building, Kamla Nehru Nagar,

Ghaziabad - 201001

Telephone no. 0120-2719356

Email- ddriogzb-dol@nic.in

(1) Uttar Pradesh
(i1) Uttrakhand

Deputy Director (Implementation),

Regional Implementation Office (North-East),
Ministry of Home Affairs,

Department of Official Language,

Rajgarh Road, Y line no. 1,

Post- Shilapukhri,

Guwabhati -781003

Telephone no. 0361-2524686

Email- ddrioguw-dol@nic.in

(1) Assam

(i1) Tripura

(iii) Mizoram

(iv)Nagaland

(v) Manipur

(vi)Meghalaya

(vii)Sikkim
(viii)Arunachal Pradesh

Deputy Director (Implementation),

Regional Implementation Office (South-West),
Ministry of Home Affairs,

Department of Official Language,

Kendriya Bhawan, Block C-I, 7th Floor,

Ses P.O, Kochi — 682037

E-Mail — ddriokoc-dol@hnic.in

(1) Kerala

(i1) Tamilnadu
(ii1)Puducherry
(iv) Lakshdweep

Deputy Director (Implementation),

Regional Implementation Office (Center),
Ministry of Home Affairs,

Department of Official Language,

Room No. 206, Nirman Sadan,

52 A Arera Hills, Bhopal-462011

Telephone no. 0755-2553149 / 0755-2553149
Email- ddimplbho-mp@nic.in
ddriobho-dol@nic.in

(i) Madhya Pradesh
(i1) Chhattisgarh
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Deputy Director (Implementation),
Regional Implementation Office (Delhi),
Ministry of Home Affairs,
Department of Official Language,
3rd Floor, Trikut-2, Bhikaji
R.K.Puram, New Delhi — 110066
Telephone no. 011-26102445 / 46
Email- ddriodel-dol@nic.in

Kama

(1) Union Territory Delhi
(i1) Punjab

(ii1) Haryana
(iv)Himachal Pradesh

(v) Jammu and Kashmir
(vi)Chandigarh

(vii)  Rajasthan

Place,

[0.M. No .12012/6(2)/84- O.L. (B-II) dated 18-1-1985]

82

[O.M. No .12016/5/87- O.L. (B-II) dated 2-12-1987]
[O.M. No .12011/18/88- O.L. (B-II) dated 6-9-1991]
[O.M. No .12024/7/92- O.L. (B-1I) dated 21-7-1992]



mailto:ddriodel-dol@nic.in

FA TR 206, 10T T, 52 T, 31 e,
MITA-462011

TATH-0755-25531490755-2553149

30 94T - ddimplbho-mpl[at]nic[dot]in, ddriobho-

dol[at]nic[dot]in
8. | SufiesTeh (=), 1 et daTsT &
&1 e Frted-1 (feeet), CEIC)
TSI T, T8 Horrer, 3 BT
T a, Brape-2, Hienrsit M1 i, ST, T, 4 Teumee yew
7 faeeft-110066 s I TR
TATS/5E-011-26102445/46 6 TAIENE
30 : ddriodel-dol[at]nic[dot]in 7 TSR

ST T 79 &1 1 fRerd held TTehr & AT shY TSTTST O Gsiferd aueal 9T 319
LECKRIRILENE RS

[T.ITH. 12012/6(2)/84-T.4T.(W-1), feieh 18-1-1985

[T.ATH. 12016/5/87-T.91.(@-1), f&Aie 2-12-1987

[ST.ATH. 12011/18/88-T.4T.(@-1), feiah 6-9-1991

[T, 12024/7/92-T.9.(@-2), Ttk 21-7-1992

—_ e

82




CHAPTER 6
USE OF MECHANICAL/ELECTRONIC EQUIPMENTS
FOR WORKING IN HINDI

6.1 Use of machines for writing addresses and preparing bills etc. in Devanagari

Arrangements may be made for Devanagari Embossing Machines for insurance
notices addressed to Hindi speaking area, electricity and water bills, Identity tokens and for
writing addresses on envelopes:-

(1) In the offices located in regions ° A’ and 'B' Devanagari embossing machines
should be installed with the addressographs and as there are many big offices in region
‘C’ which have considerable correspondence with offices located in regions ‘A' and
‘B’. the provision of bilingual addressograph should be made in these offices also.

(2) Arrangements should be made for training the employees working on these
machines in both Hindi and English

The employees working on addressographs should have knowledge of Hindi. The
companies manufacturing the addressograph machines should be asked to give the

necessary training to such employees for working on addressographs in Hindi also.
[O. M. No. 12015/9/76-0. L. (B). dated 16-11-1976 ]
[O. M. No. 12024/4/90-0.L. (B-2). dated 16-5-1990]

6.2 Minimum proportion of Devanagari Typewriters

(a) Of the total number of typewriters available in the headquarters of the Ministries/
Departments located in region at least 45% should be Devanagari typewriters.

(b) This proportion should he 70% in the offices. Other than Headquarters of the
Ministries/Departments located in region 'A’.

(c) Of the total number of typewriters available with the Ministries/Departments and other
Offices located in region ‘B’ at least 45% should be Devanagari typewriters.

(d) Of the total number of typewriters available with the Ministries/ Departments of other
Offices located in region ‘C’ at least 18% should be Devanagari typewriters.

6.2.1 Till such time as the number of Devanagari typewriters in any Ministry/
Department/Office does not reach the above mentioned proportion the concerned Ministry/
Department/Office should continue to purchase only Devanagari typewriter. No typewriter
of Roman script should be purchased. Even in replacement to any condemned Roman
script typewriter. Devanagari typewriters should be purchased.

6.2.2 In case a need to procure Devanagari typewriters in excess of this proportion is felt in
any office. there would be no objection in purchasing the Devanagari typewriters in excess
- of that limit.

6.2.3 It would be the responsibility of the officer placing order for the purchase of
typewriters to ensure that till the Devanagari typewriters do not become available in the
above specified proportion, only Devanagari typewriters should be purchased.

6.2.4 These instructions will also be applicable to the Public Sector Undertakings/Banks
owned or controlled by the Government.
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6.2.5 It is necessary to ensure that the prescribed percentages of Hindi
stenographers/ Typists are achieved. Action should be taken against the officers who
violate these orders, as laid down in the Deptt. of Official Language O. M. No.

12019/3/89-0. L. (Int.) dated 22-8-1989 ]
[O. M. No. 1/14013/12/87-O.L. (A-1), dated 27-11-1987]
[0. M. No. 1/14013/9/89-0. L. (A-1), dated 9-2-1990]
[0. M. No. 14012/6/92-0. L. (C), dated 12-2-1992]
[0. M. No. 14012/6/92-0. L. (C), dated 19-5-1992]

6.3 Conversion of Roman Script typewriters into Devanagari Script typewriters

The offices should continue indenting for new Devanagari script typewriters in accordance
with the policy laid down by the Government. At the same time keyboards of the Roman
script typewriters should be got converted into Devanagari Script typewriters so that the
shortage of Devanagari script typewriters could be removed.It would be easier to convert
typewriters having

46 keys into Devanagari Script typewriters.
[0. M. No. 12015/1/77-O. L. (B). dated 5-9-1977]

6.4 Use of only bilingual electronic equipments
In order to ensure the compliance of the provisions of the Official Languages Act. 1963
and rules made thereunder. It is necessary that all electronic equipment to be purchased in
the Ministries/Departments of the Government of India and their attached and subordinate
offices. Public Undertakings and Nationalised Banks should have the facility to use both
Devanagari as well as Roman Script.

Therefore the following instructions may be kept in view while procuring electronic
equipments:-
(1) All types of computer systems (including computers. word-processors. Advanced
ledger Posting Machines. Data Entry equipment etc.) are to be purchased only in bilingual
form.

(2) These orders apply to all Ministries/ Departments. attached and subordinate offices:
offices of all companies and corporations owned or controlled by the Central Government
hanks or offices of commissions. Committees and tribunals appointed by the Central
Government.

(3) Computers etc. would be considered bilingual only when:-

(a) There are facilities for data entry in Hindi along with English.

(b) Any employee can use it in either English or Hindi. For this it is necessary to have such
facility in the machine so that the employee can display in either English or Hindi on the
monitor at will.

(c) The output of the system (report. letter etc.) could he produced by the person
working on the machine either in Hindi or English at will.

(4) While using such equipment. It should be ensured that in accordance with the
provisions of the Official Languages Act. 1963. Official Language Rules. 1976 and the
instructions issued by the Department of Official Language from time to time. work
required to be carried out in Hindi is compulsorily done in Hindi and work required to be
carried out bilingually is done in bilingual form.
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(5) If for some special reason any office. undertaking or bank etc. requires any relaxation
of the above instructions, special permission from the Department of Official Language
should be obtained for this purpose. Proposals of attached and subordinate offices, banks
etc. should be routed through the concerned department. The Department of Electronics
should be consulted by the concerned department before sending any such proposal to the
Department of Official Language. Such proposals should be forwarded only, if the
Department of Electronics certifies that the equipment proposal to be purchased cannot be
made bilingual and it cannot be substituted by any other available bilingual equipment.

(6) Certain Government Offices under-takings. banks etc., instead of purchasing the
computers. procure them on long term lease from various manufacturers and other
organizations. It is made clear that all these orders apply in all respects to these computers
too.

(7) While importing computers etc. it should be so arranged that the machine can operate
in Hindi also.

(8) For full utilization of the electronic equipment with Devanagari facility competent
employees should be given suitable training for handling such equipment.

(9) In the offices. where personal computers have been purchased, which are IBM
compatible and are MS-DOS or PC-DOS based and which at present work only in
Roman, the key-boards of the computers should be made bilingual and facility of bilingual
word processing should be provided within six months from the date of issue of these
orders. A number of bilingual word processing packages available in the market.
information about which can he obtained from the Department of Electronics or from the
Technical Cell of the Department of Official Language Orders regarding conversion of
main frame and mini computers already installed into Devanagari form, will be issued
separately.

(10) In respect of bilingual computers the following clarification is given :-

"If in an office only word-processing or only data-processing or both types of work is
being done on a computer and a facility exists for doing that work in accordance with the
Official Language Rules in Hindi or in Hindi/English. either through a software or a
hardware(GIST Card/GIST Terminal) or a mix of the two. whichever is considered
appropriate. Then such a computer will be considered bilingual one. It is also necessary to
have with such a computer a bilingual key-board and a dot-matrix printer or laser printer.
as may work with that option for printing"

(11) All the Ministries/Departments etc. are requested to ensure. while purchasing
bilingual electronic typewriters. that Devanagari characters are given above the Roman
characters on the key-tops and commands are inscribed in the Hindi also on command-
keys of their key-boards.

[O. M. No. 12015/12/84-O.L. (B-I). dated 30-5-1985]
[O. M. No 12015/20/87-O.L. (T.C.). dated 15-5-1987]
[O. M. No 12015/12/84-O.L. (T.C.). dated 31-8-1987]
[O. M. No 12015/33/87-0.L.(T.C.). dated 14-9-1987]

[0. M. No2015/12/84-O.L. (T.C.). dated 14-1-1988]
[O. M. No. 12015/15/90-O.L. (T.C.). dated 13-12-1993]
[O. M. No. 12015/41/93-O.L. (T.C.). dated 1-2-1994]

6.5 Data entry on the National Informatics Centers Network in bilingual form
Terminals of the Computer network set up by the National Informatics Centre. Lodi Road,
New Delhi have been installed in many Ministries/Departments. This network has the
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facility for entry of data in bilingual form. For compliance of the Official Languages
policy of Government of India. it is necessary that except numerical data, all other
information on this network should be bilingual so that it may be used in Devanagari or
Roman as required. Therefore all information on the computer network may be entered in
bilingual form only.

[O. M. No. 12015/32/87-0. L. (T.C.), dated 7-10-1987]

6.6 Training facility for biscriptual use of computers

In order to use software available in the market to be run on computers biscriptually for
word processing/data entry, necessary initial training is given by their producers.Central
Government Offices. as users of such a specific software package, should ensure that at the
time of purchase of such a software, training for its use may be got arranged through its
supplier for one specific officer, along with others, who could later on himself train other
officers as a trainer for use of software package as when needed.

2. National Informatics Centre (N.I.C.) has been providing training in Delhi on biscriptual
use of computers with the help of hardware solutions (based on GIST technology), N. I. C.
can conduct such training programmes outside Delhi. in the State-capitals, on "demand and
need basis" for convenience of the Central Government Offices situated outside Delhi.
Interested offices can register their demand with the N. I. C. at the following address:-
National Informatics Centre,

Training Division

A-Block, C. G. O. Complex,

Lodhi Road, New Delhi- 110 003
[0.M. No. 12015/42/90-0. L. (T.C.), dated 12-8-1991]

6.6.1 Training to do work in Hindi on computer.

It has been the efforts of Department of Official Language that work in Hindi on
computer may be done. In this regard, it is necessary that training facilities may be made
available on this subject. Department of Official Language itself has beensponsoring such
training programmes through National Informatics Centre.

2. Hindi is the Lingua Franca of the country. Hindi is the mother tongue of majority
of the people. Therefore, to makeaccessible the knowledge of computer to common man,
it is necessary that training on the above subject, facilities to workin Hindi on computer
may be provided.

3.If your Department is imparting training on computer and providing assistance
and incentives to other Institutes/ Departments for training on computer, then it is
necessary that such training given in Hindi. Now, training in Hindi on computers can be
imparted in relation to Data Processing, Word Processing and DTP.

4.Your cooperation in this regard will be helpful in compliance of Official Language
Rules. Action taken in this regard may please be intimated to this Department.

0.M. No. 12015/43/95-OL (TC), dated 12.3.1996.

6.7 Installation of only bilingual Electronic Teleprinter/Telex in the Ministries/Depart-
ments of the Central Government and their attached and subordinate offices, under-
takings etc.

Purchase or take on lease only bilingual Electronic teleprinters. The offices, which at
present have Roman teleprinters/telex machines on leases should immediately request the
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Department of Telecommunications to bilingual electronic teleprinter/telex in place of these
machines.
2.The offices where only Devanagari electromechanical teleprinters are installed will not be
able to exchange messages with the bilingual electronic teleprinters, if messages are to be sent
or received from these teleprinters to bilingual electronic teleprinters, it would be necessary to
replace the Devanagari electromechanical teleprinters by bilingual electronic ones. The
Department of Telecommunications should be requested to replace the Devanagari
electromechanical teleprinters (if they are on lease) by bilingual electronic ones.

[O. M. No. 12015/9/88-0O. L. (T.C.), dated 28-3-1988]
6.8 Training facility for use of electronic teleprinter/telex in devanagari

Arrangement be made for providing training in Devanagari script to electronic teleprinter/
telex operators by contacting any centre of convenience directly.

[O. M. No. 12015/44/90-0O. L. (T.C.), dated 28-11-1990]

[O.M. No. 12015/44/90-O.L .(T.C.), dated 19-3-1991]

6.9 Selection and use of bilingual software/ hardware for biscriptual use of computers

All the Central Government offices etc. are requested to make a proper selection of
bilingual software/hardware for its use according to the Official Language Rules so that.
on the one hand. it could support the use of Official Language on computers and on the
other. the various bilingual software/hardware manufacturers could get prompted by the
progressive use of their produce to modify it further and come out with its up-dates.

[O. M. No. 12015/26/92-0. L. (T.C.). dated 15-10-1992]

6.10 Accessibility to various kind of information pertaining to Official Language
Hindi through NICNET

With a view to improve availability of various kind of information issued by this
Department from time to time pertaining to Official Language Hindi & making best use of
the facilities now available for information storage and retrieval and minimizing the use of
paper work. it has been decided to make available information on the following subjects on
computer terminals through NICNET:-

1. Central Secretariat Official Language Service seniority list.

2. Annual Programme for implementation of the Official Language Policy of the

Union.

3. Manual regarding the use of Official Language Hindi.
This arrangement would enable all the Central Government offices located in all parts of
the country to have easy access to this information either in Hindi or in English at NIC
Centres. The programme 1is Menu driven and a copy of the Operation Manual is enclosed
for ready reference. One does not have to undergo specific training to operate this system
and assistance can even be sought from the NIC Informatics Officers. The information will
be updated from time to time by this Department. It is expected that NICNET system for

accessing information mentioned above will be utilised adequately by the users.
[0.M. No. 12015/14/92-0. L. (T.C.).dated 20-3-1995]

6.11 Working in Hindi on computers in the Central Government and their
subordinate/affiliated offices and undertakings and in the state language (Official
Language) of States.

The present trend in government offices is towards working in English. Using
computers for working in the Official Language of the state will result in encouraging the
Official Language. In this context the following action would be required.
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Unicode Encoding:-

2. There is a serious problem in working in the Official Language of the state, the fonts
used in different softwares are not compatible. Because of this, the files of the Official
Language, cannot be easily exchanged from one computer to another as files in English are
shared. There is also a problem in merging the text in Official Language with other texts in
various softwares, so the Government of India has recognized Unicode encoding, which is
an international standard. With Unicode it is easy to work in Hindi and other Indian
languages in all programmes such as- word processing, data processing, e-mail website
creation etc. Files made in the Official Language can be easily exchanged and searched on
the word of the Official Language in Google or any other search engine.

3. Therefore, use only Unicode compliant fonts and use Unicode compliant software. It is
very easy to install Unicode. Its information is available on the website of the Department
of Official Language (www.rajbhasha.gov.in).

Inscript keyboard

4. There are three keyboard options for working in Official Language on computers -
Remington, Inscript and Phonetic. Although the Remington keyboard is still in vogue, it is
much easier to learn to type in Inscript. Inscript layout is the standard of Government of
India and is already present by default in all operating systems. Also, by learning Inscript
keyboard in any one language, one can type easily in all Indian languages. Therefore, only
the old staff trained on Remington key board, whose service remains only for 2 years,
should type in Remington. All the others should only use inscript. Tutor is available for
learning Inscript at (http://ildc.in).

5. Only bilingual keyboard should be procured with all computers which must have
Inscript keyboard layout.

6. It is worth mentioning that in the phonetic keyboard, officers who are ignorant of Hindi
typing can easily type in Hindi using Roman script.

Bilingual software and website

7. While purchasing or getting the software developed, ensure that it has full facility to
work in the Official Language except in unavoidable circumstances.

8. All the ministries should get their website and the websites of their subordinate
offices/undertakings prepared in bilingual form and their updation done in Hindi also in
Unicode compliant font.

LILA Software (Hindi Self Teaching)

9. LILA-LEARN Indian languages through Artificial intelligence Hindi self-learning
package on Internet in multiple languages (English, Kannada, Malayalam, Tamil, Telugu,
Bengali, Assamese, Oriya, Manipuri, Marathi, Punjabi, Kashmiri, Gujarati, Nepali and
Bodo) are available for free to learn Hindi.

10. Only a multimedia computer and internet connection is required for LILA. Registering
for the first time is enough. And internet connection is required. Registering once is
enough. The text letters are written using graphics. Record and Compare feature allows the
user to match his pronunciation to the standard pronunciation. Revised answers can be
obtained through teacher module. There is also the option of free and controlled learning.
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Shrutlekhan - Rajbhasha (Dictation in Hindi)

11. Shrutlekhan - Rajbhasha, is a speaker independent, Hindi speech recognition system
that takes spoken language as digitised input (dictation) and outputs it as a stream of text
(analog to Unicode). Hindi speaking states should use it and give their feedback.

Mantra Official Language (Translation from English to Hindi)

12. With the help of Mantra - Rajbhasha, circulars, orders, office memorandums,
resolutions etc. in the field of administrative, financial, agriculture, small scale industries,
health, security, information technology, banking and education can be translated from
English to Hindi. Mantra Rajbhasha is available both online (www.rajbhasha.gov.in) and as
standalone version. There is also a facility to download the standalone version.

13. According to the feedback received, the level of translation by this package is not up to
the expectations. One reason for this is the lack of a wide corpus of words and sentences,
so Hindi states should use this package and give feedback so that the mantra software can
be improved.

e-Mahashabdkosh

14. Dictionaries (Hindi to English and English to Hindi) of Administrative, Financial and
Banking, Agriculture, Industry, Health Security, Information Technology, Law, Tourism
and Education sector are available free of cost on www.rajbhasha.gov.in. Its main features
are meaning and related information, dictionary with bilingual and two-dimensional
pronunciation and related information of searched word, Unicode compliant font. Hindi
speaking states should use it and give their feedback.

Google Group and Facebook page of Department of Official Language

15. In order to solve the difficulties in using the above mentioned IT tools, the Department
of Official Language has created Google Group
(http://groups.google.com/group/rajbhashavibhag-itsolution) and Facebook Page of
Rajbhasha Vibhag on (http://facebook.com), take advantage of them by becoming a

member.

16. All the State / UT Governments are requested to make maximum use of the above IT

tools and give feedback from themselves and their affiliated / subordinate offices,

undertakings etc. as above so that continuous improvement can be made in them.
No.12015/13/2011-O.L.(Tech.) dated 17.2.2012

6.12 Regarding bilingual website of the Ministries/Departments.

The orders of the Hon'ble President on the recommendations of the 9th Section of
the Parliamentary Committee on Official Language were issued in the form of resolution
on 31.03.2017.

2. The Committee has reported in Recommendation No. 87 that the websites of the
Ministries and all the offices under their control should be bilingual and Hindi pages
should also be compulsorily uploaded while updating the website. This recommendation
has been accepted by the Hon'ble President.

3. The committee had recommended in Recommendation No. 28 that only that
material/data related to the website should be allowed to be put on the website by NIC,
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which is made available to them in bilingual form. Hon'ble President has accepted this
recommendation with the modification that the work of making the content of the website
available in bilingual form and uploading it will be ensured through web information
managers under the direction of Heads of Departments / Heads of Offices of various
Ministries / Departments / Offices etc.

4. The above recommendations have been made with a view to promote the use of Hindi in
the official work of the Union to be the medium of communication with the common man
and the Honourable President has accepted these recommendations and ordered
compliance. Therefore, compliance and implementation of the above recommendations is
expected to be ensured in Central Government Ministries/Departments, Subordinate
Offices and Autonomous Bodies.

O.M. No. 20012/10/2017-O.L.(Policy), dated 9.8.2017
6.13 Free of cost training through Internet as per the recommendations made in part
VI of the report of Committee of Parliament on Official Language.

All the Ministries/Departments have been directed to impart Free of cost training
through Internet as per the recommendations made in part VI of the report of Committee of
Parliament on Official Language. by Resolution No. 12021/02/2003-OL (Impl.-2) dated the
17th September, 2004 of the Department of Official Language.

In view of this decision all Ministries/Departments, etc. are requested to impart Hindi
Training to all the officers/ employees. Material for self study of Pragya level on "Lila
Hindi Prabodh", "Lila Hindi Parveen" "Lila Hindi Pragya" through English, Kannada,
Malayalam, Tamil and Telegu medium, is available free of cost on the portal of
Department of Official Language. The address of Department of Official Language portal

is www. rajbhasha.nic.in.
[O.M. 12015/101/2004-O.L. (T.C.), dated 16.12.2004]

6.14 Ensuring optimum use of the “Translation Tool-Kanthasth 2.0”.

A Memory based Tool-Kanthasth was got developed by the Deptt of Official
Language through the C-DAC. Taking an inspiration from the Hon’ble Prime Minister’s
vision of “Atmanirbhar Bharat and Vocal for Local”, its new version, Kanthasth 2.0 has
been developed with an aim to improvise this tool with latest features (like Neural
Machine Translation, Voice Typing etc). This tool will prove beneficial in saving the
excessive human resource and time being consumed in abundant translation work being
carried out in the functioning of the central government on regular basis.

2. The Kanthasth 2.0 was released by the Hon’ble Union Minister for Home Affairs
and Co-operation at the Hindi Divas Celebration and the Second All India Official
Language Conference held on 14™ September 2022 at Surat, Gujarat.

3. All the Ministries/Departments are hereby requested to issue suitable guidelines to
ensure optimum use of this indigenous translation tool in their Attached/Subordinate
Offices/Autonomous Institutions under their control.

4. Training Programs on how to use Kanthasth 2.0 will be conducted shortly.
Information in this regard will be available on the Kanthasth website: https://kanthasth-
rajbhasha.gov.in. The officials working on the Kanthasth 2.0 tool may share their
experiences and suggestions on the Feedback Tab available in Kanthasth.

S.No. Name of the Designation | Place of Name of Remarks(If
Officer/Employee posting | Ministry/Department any)

[2015/05/2021-O.L.(Tech Cell)/Part ]
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CHAPTER 7
INCENTIVE SCHEMES

7.1 Rajbhasha Kirti Puraskar

To encourage the implementation of the Official Language Policy the Department
has revised the award scheme named '"Rajbhasha Kirti Puraskar" from the year 2022-
23 in supersession of earlier resolution No. 11034/48/2014-OL(Policy) dated
25.03.2015; resolutions of even no. dated 20.02.2017 and 22.03.2018. The following will
be rewarded under the scheme:-

(A)  Ministries/Departments

(B)  Public Sector Undertakings

(C)  Boards/Autonomous Bodies/trusts etc.

(D)  Nationalised Banks

(E)  In house Hindi Magazines

2. As a result of implementation of Official Language Policy in the best manner
possible the above offices/institutions will be honoured with shields for doing outstanding
work in promoting the progressive use of Official Language. For each region, the first,
second and third prizes will be given as a shield. The decision of award will be based on
quarterly progress reports regarding the implementation of the Official Language policy.
The evaluation of awards will be done by a committee formed with the approval of the
Secretary, Department of Official Language in which non-governmental members will also
be included. The following awards will be conferred at the Hindi Day celebrations:-

Category Description Prize
Ministries/Departments | Ministries where number of staff is less than 300 03 Shields
Ministries where number of staff is more than 300 | 03 Shields
Public Sector Undertakings in 'A' Region 03 Shields
Undertakings Undertakings in 'B' Region 03 Shields
Undertakings in 'C' Region 03 Shields
Boards/Autonomous Boards etc. in 'A' Region 03 Shields
Bodies/trusts etc. Boards etc. in 'B' Region 03 Shields
Boards etc. in 'C' Region 03 Shields
Nationalized Banks Banks where number of staff is less than 800 06 Shields
Banks where number of staff is more than 800
In house Hindi First and Second Prize in each 'A','B' and 'C' 06 Shields
Magazine Region

3.(a) For consideration under “Rajbhasha Kirti Puraskar”, the number of Officials in
Ministry/ Department/ PSU/Autonomous Body/Bank etc. Should be minimum 30.

(b) Those who score marks less than 60% will not be considered for the awards under
Rajbhasha Kirti/Regional Awards.

4. If a Ministry/Department gets first prize consecutively for two years then that

Ministry/Department will not be awarded the third time,

Ministry/Department will be given an opportunity.
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5. As far as Regional Official Language Awards are concerned, all awards for Town
Official Language Implementation Committee (TOLIC) are discontinued from the year
2022-23. Rest of the awards will continue as they are. Rules and conditions (Except for

TOLIC related conditions) pertaining to them will remain unchanged.

ORDER
IT IS HEREBY ORDERED that a copy of this resolution should be communicated
to the Secretariat of all the State Governments, UT Administrations, all
Ministries/Departments, President’s Secretariat, Prime Minister's Office, Cabinet
Secretariat, NITI Aayog, The Comptroller and Auditor General of India, Lok Sabha and
Rajya Sabha Secretariat.

It is also ordered that this Resolution be published in the Gazette of India for public
information.

No: 11034/01/2023-OL(Policy)
7.1.1 Rajbhasha Gaurav Puraskar Yojna

No.11034/01/2023-0O.L.(Policy): A revised award scheme named °‘Rajbhasha
Gaurav Puraskar Yojna' from the year 2022-23 is introduced by the Department of
Official Language, with an objective to encourage writing books originally in Hindi and to
promote Official Language, in supersession of earlier Resolution No. 11034/01/2023-
O.L.(Policy) dated 21.03.2023. Under the scheme, the citizens of India will be awarded as
follows:-

(A) Rajbhasha Gaurav Puraskar for writing original book in Hindi on knowledge
and science based subjects.

(B) Rajbhasha Gaurav Puraskar for writing original book in Hindi on Forensic
Science, Police, Criminology Research and Police Administration.

(C) Rajbhasha Gaurav Puraskar for writing original book in Hindi on subjects
related to Culture, Religion, Arts and Heritage.

(D) Rajbhasha Gaurav Puraskar for writing original book in Hindi in the field of
law.

2. Name: The name of the scheme shall be “Rajbhasha Gaurav Puraskar Scheme for
writing original book in Hindi.”

3. Definitions: In this scheme, unless the context otherwise requires:-

(1) "Scheme" means "The award scheme of Department of Official Language for
encouraging writing original book in Hindi on subjects related to Technology,
Science, Forensic Science, Police, Criminology Research, Police Administration,
Culture, Religion, Arts, Heritage etc. and in the field of law.”

(1) "Original" means "It should be originally written in Hindi and published for the
first time. Translation of books published earlier will not be included under the
scheme.

(ii1)) "Book" means "published books".

(iv) "Year" means (a)Scheme year - Financial year (b) Publication year - Calendar
Year
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4. Objectives:

(A) Various Ministries/Departments/Offices/Undertakings/Banks etc. of the
Central Government also deal with technical subjects in their official work. Difficulty is
being faced to increase the use of Hindi in official work due to scarcity of books in Hindi
on the subjects based on technology, science, forensic science, police, criminology
research, police administration, culture, religion, arts, heritage and in the field of law. In
addition, employees do face difficulties in doing their official work in Hindi as they are
less-acquainted or non-aquainted with Hindi terminologies of these subjects. The
Department of Official Language is undertaking this scheme with the sole objective to
encourage writing books in Hindi on the above-mentioned subjects.

(B) Various Ministries/Departments have undertaken different award schemes
related to Hindi at national level. Department of Official Language has been made sole
Nodal Department for book scheme related to Hindi. Hence, relevant schemes among the
award schemes related to Hindi being run by various Ministries/Departments at national
level have been incorporated under the scheme. It has been decided to discontinue the
other award schemes. If any Ministry/Department, in future, wishes to undertake any other
award scheme related to Hindi it shall mandatorily consult with Department of Official
Language before taking up any such scheme to avoid repetition of award scheme.

5. Awards:

Name of the Award Scheme Total no. of | Payable Amount, Certificate and
awards Memento

Rajbhasha Gaurav Puraskar for | First Prize R 2,00,000/- (Two lakh rupees), a

writing original book in Hindi on | (One) certificate and a memento

knowledge and science based | Second Prize | 1,25,000/- (One Ilakh twenty five

subjects (One) thousand rupees), a certificate and a

memento

Third Prize X 75,000/- (Seventy five thousand rupees),
(One) a certificate and a memento

Rajbhasha Gaurav Puraskar for | First Prize X 1,50,000/- (One lakh fifty thousand

writing original book in Hindi on | (One) rupees), a certificate and a memento

Forensic Science, Police,

Criminology Research and Police .

Administration Second Prize X 1,00,000/- (One lakh rupees), a
(One) certificate and a memento

Rajbhasha Gaurav Puraskar for | First Prize X 1,50,000/- (One lakh fifty thousand

writing original book in Hindi on | (One) rupees), a certificate and a memento

subjects related to  Culture,

Religion, Arts and Heritage

Second Prize X 1,00,000/- (One lakh rupees), a

(One) certificate and a memento
Rajbhasha Gaurav Puraskar for | First Prize X 1,50,000/- (One lakh fifty thousand
writing original book in Hindi in | (One) rupees), a certificate and a memento

the field of law

(One) certificate and a memento

Second Prize X 1,00,000/- (One lakh rupees), a
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T i g
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6. Eligibility:

(1)

The author/ co-author should be a citizen of India.

(i1) The book should be written on the genres mentioned as follows:-

(a) Engineering, Electronics, Computer Science, Physics, Biology, Energy,
Space Science, Medicine, Chemistry, Information Technology, Management,
Psychology etc; Contemporary subjects such as Liberalization, Globalization,
Consumerism, Human Rights and Pollution etc.

(b) Forensic Science, Police, Criminology Research and Police Administration
etc.

(c) Culture, Religion, Arts and Heritage etc.

(d) Subject related to Law

7. General Conditions:

(1)
(1)
(iii)

(iv)

(v)

(vi)
(vii)

In case of Author being more than one, each co-author must fill the proforma
separately.

Under the scheme only those books which are original work of the author in Hindi,
are accepted. Translated books are not accepted.

Books awarded previously by any government organization will not become
eligible. The author of the book must inform Department of Official Language
immediately if the book is awarded under any other award scheme before the
declaration of the awards under the above mentioned schemes.

Under the scheme, books published during 1st January to 31st December are
acceptable.

The book should be an analytical review of the subject it deals with. Books written
in the form of thesis for Ph.D., poems, novel, story, play etc. or text books will not
be eligible under the scheme.

The author/co-author will be responsible for facts and figures given in the book and
must give references wherever possible as proof.

If a person has received a prize under any scheme of Department of Official
Language during the preceding three years, his/her entry shall not be considered.
However, a co-author, (if any) can participate in the scheme. The co-author will be
given the amount proportionately.

(viii) The books should contain at least 100 pages.

(ix)

(x)
(xi)

If the Evaluation Committee arrives at a conclusion that none of the books,
received as entries, is suitable for the award, decision of the committee in this
regard will be considered as final.

In case the book selected for the award has more than one author the award money
will be divided equally among them.

Only books with ISBN will be accepted under the scheme.

8. Procedure for sending the entries:

(1)

(i)
(iif)
(iv)

The entry should be sent along with the proforma given at Annexure; otherwise the
same would not be accepted.

Kindly send three copies of the book invariably with each entry. The copies will
not be returned.

Entry filled in prescribed proforma must reach the Department before the last date
so declared.

An author may send only one entry under the scheme.
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6. gTAdT:
(i) e/ |E e A T AT SHT =Mfe)
(ii) weer Fefefa foaremsti o foeh e =nfew.-
(@) Sfifafon, sorreriiem, sheret foqm, sifesht, Sfta foqm, St afdfeet fomm, s, WM
(@) =ATATARI ToT, T, STRTERITE STTH TR IieTd SRIe 3
() Teahfa, e, e, et onfe
(=) farfer gaieht fomr

7. ATHTT 9T

(i) T % T Y e e 8 shl [l § Tl He-oigeh S STT-3TT SU (S THT) w1l
ST

(if) ST o S TR o T et o Tedeh &t Wiewrl 8 St oigeh ol &l # wiferss @ gl
Ffed geden weftenrd e 2

(iii) Toreft off TRERRY Wi ST q& & qreehd Tedeh O et 2| STR-forerh A1eHT o faia R
6T SO & e A TEdsh ohi A ToRel! TUearR A1SMT o Siarid queand foha T =1t 3eeh!
T G SR deshiet TSTHTNT forvT =t < S

(iv) FSHT o i 1 Sedt & 31 ToweR o SR SeRf Jedeh Wi 2

(v) T sh foroer-arq EeftetTereh Te T woReh a1 =Tfe) dieeret o forg fore e e, o,
ST, FEM!, A1 3T o &9 H el 78 A7 I1ed Tedeh & &9 § ol 75 Teieh 36 i
FISHT & 9T T Bl

(vi) THEh/EE-1Eh TEash 7 fw U tfeng ueh qeat o fore Taret Saeameft 8 31t 37k s § Sret
Toh Eve 2, Taed 3

(vii) ate Toret Sateh ot ToTTeT former ot foreft off 2iST o Sicia fuset i ot § ig OhR et
T B a1 3wt wfafte fermofia 76 @nfh qenfy, v-crees (afe 1S &) FisET § 9 o geRa
B TE-TIE hi [T T STTTATIeh T & F&™ sht STl

(viii) T A § HH 100 T I 2|

(ix) Ffe gt afffa sa frehd ot ug=rdt @ for wmw wfarfSeat o & s off g foredt qenm
T T2 ] 7 39 Heer W 3Gent foly sifem wT Stem)

(x) Tl TR o FTQ T 178 Tedieh o oiereh U & Afereh gl at QUi ol TiRT 37H sRiek-sRIel
e <t Sy

(xi) TUEHR AISHT o A bl HATSTHSTA (ISBN) STt Tedehi ohl Y vt foharm S|

8. ufarfse o <t farfer:

(i) wifte STgeren H foQ 7T St o §Te SiSft ST =7 I THHR T8 Rt S|
(i) T Sk ST o |1 qsh ol i Sicrat wisi| 3 it aoe et st e
(iii) Frertfea st e it formr gran <t g st fafer qe o st =y

(iv) Uk T ohael Teh &1 JTaTS ST Hehd gl
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9. Evaluation procedure of Books:

Books will be evaluated by a committee constituted by Department of Official
Language based on the criteria set by Department of Official Language. Joint Secretary,
Department of Official Language will be the Chairperson of the committee. If necessary,
Committee may include non-official renowned scholars/experts along with official
members. The Committee will comprise of the following:-

(1) | Joint Secretary, Department of Official Language Chairperson

(i1)) | Two non- official persons, who will be nominated by the | Member
Department of Official Language every year

(i11) | Director/Deputy Director (Implementation), Department of | Member-Secretary
Official Language

(1) Next of kin of the authors, who are sending their entries, will not be included in the
Evaluation Committee.

(i) An official from the Ministry/Department concerned with the subject may be
included in the Evaluation Committee for evaluation of the entries.

(iii) The Evaluation Committee shall have the right to take advice from
specialists/experts of the subject before deciding on a book.

(iv) The evaluation committee will determine the assessment criteria themselves.

(v) In the absence of consensus about the award the decision will be made by majority.
In case for and against votes are equal on any decision, then the Chairperson shall
have the right to vote to arrive at a decision.

(vi) The official members of the Evaluation Committee will get TA/DA from the
source, from where they get their salaries. The non-governmental members will be
entitled to travelling allowance and daily allowance as per instructions issued by
the Government from time to time and applicable during the period.

(vi1) The experts of the Evaluation Committee will also be entitled to honorarium as
determined by the Department of Official Language.

(viii) The Department of Official Language will take decision on recommendations made
by the Evaluation Committee.

10. Declaration and distribution of awards:

(1) Decision regarding the award will be intimated through a letter/email to all the
awardees and placed on the website of Department of Official Language also.

(i1) Distribution of the Awards will be held on the date fixed by the Department of
Official Language.

11. General information:
(1)  Copyright on the award winning book will remain with the Authors/Publishers.
(1) Awardees coming from places other than the place fixed for distribution of award
will be given to and fro fare for 2nd AC and daily allowance as per rules of the
Government of India. Arrangement for lodging will be made by him/her at his/her
OWNn expenses.
(iii) No correspondence regarding conferment of the award or procedure for selection
of a book for the award will be entertained.
12. Right to relax the scheme:

If it 1s necessary or expedient in the opinion of the Central Government to do so,
documenting the reason for it, any of the provisions of these regulations may be relaxed by
issuing an order.
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9. TEAeh chl HedToh TTshaT:
el T ek TSI famT g feiita AEst o SITer ot TStHTT formT g ifea
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Fitfe  SATERTFHATTIR SHRT TeRT & Afdfh o, fafda fogm/faveg of mfe
fopu ST ekt 21 W ot weem e 8-

@) ERNICERIECILIRER ] 3T

(ii) g N R SRR, ST OS99 510 I 9N | dee
iy fepe STt

(i) |  Fiever/Su-FRee (i), Tt favmT ge-ataa

(i) wfafe I o rEeht % foehe Teieft earish wftrfar & wifirer =t for e
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eI sTafer o AR STawi o 3Tef AT e 3R AR e o o AR g
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(viii) et |t i FeRTiETt o frofer rsrTeT form g e stmarm

10. ITEHR 3 IR H GIYUTT R GTERR forawor:
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11. 9T goAT:

(1) TCEH TEh O e/ ShTTeh ST hidRISE ST L&)

(i1) TEEhT foreraor o foTe forer Tor & SITet § 3171 T TR forsie el sl S-S o foTq Tt =t
Tl Sroft STgepfora sht fohtra o wid TR o el o STTER e wear feam sma|
ST I T I8 T o @ 9L HEAT B

(1) T & fohU ST ST TR o ToTT Techeh =1 st Tishat o ST H shig 0of-oaeT el
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12. FTAT i FOTFreT e it atferenmy:

STRT o TR Sl AT T &1 oh THT AT STTavde A1 AHi=i 2, & a8 36k foTe St ey 8
I8 GG Floh 38 Hohed o [ohel] SUSTET ohT TSI G {3TTIT T Tk
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ORDER
IT IS HEREBY ORDERED that a copy of this resolution should be communicated
to the all Ministries/Departments, President’s Secretariat, Prime Minister's Office, Cabinet
Secretariat, NITI Aayog, The Comptroller and Auditor General of India, Lok Sabha
Secretariat, Rajya Sabha Secretariat, Secretariat of all the State Governments and UT
Administrations.

It is also ordered that this Resolution be published in the Gazette of India for public
information.

[No: 11034/01/2023-O.L.(Policy)]

Annexure
“Rajbhasha Gaurav Puraskar to Citizens of India for writing original book in Hindi”

PROFORMA
Please mark the relevant Award Scheme for which the entry is being sent.

A | Rajbhasha Gaurav Puraskar for writing original book in Hindi on
knowledge and science based subjects

B | Rajbhasha Gaurav Puraskar for writing original book in Hindi on Forensic
Science, Police, Criminology Research and Police Administration

C | Rajbhasha Gaurav Puraskar for writing original book in Hindi on subjects
related to Culture, Religion, Arts and Heritage

D | Rajbhasha Gaurav Puraskar for writing original book in Hindi in the field

of law
1. Year of the Award
SCREIME. ...
2. Title of the
DOOK. .. ettt as
3. (1) Name of the Author/Co
AUEROT ...
(i1) Full Address (with Pin
(o704 1<) T USRS SRTR
(ii1) Telephone No.
(1v) Mobile NO. ..ocvieiieiiieieeeeeeeeee E-
MALL.ceiiiiiie
4. (1) Name of the
J028 o] F T £ 1< SRRSO
(i) Full Address of the
PUDIISNET......iiiiiiecieeeeeee e
(ii1) Year of

5. Has the book been awarded by any Government organization previously?
Yes/No.
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AT

e e Srar ® T 30 dehey st Ui wRa iR o gt mamerat/fasymt, asgaf afbare,

TYHHAT hRTaE, AEHed farad, Hifd ST, 9rd & e 9 #eorar wiedeh, dienasT
giaTe, TsT 997 giaarad, g+t TT e Ud 69 TS &5 T9IEHT bl 9si] ST

g T AT AT ST € Toh 56 Hohed ohl ATeiSTeh 2T o foTT W o TrSTost H Weh1iRrd fopa

S|

[€. 11034/01/2023-TSTHTI(A): |

ATAE
“yTI ok ARTIERT o foru fEet o diferer Uvaen oE & TeTHTNT TR YRR ST

o
AT HSI TR e AT, Forereh fore Sraret fora <11 2T 2, i Feifeet i

(k)

)

TR 9, qior, SToteRTre STTHUe I gioe SR W et 7 Hifers geieh
TG T TSTHTNT TR TR

(M

TG, T, FHeAT, TS AT T et § HifeTeh Teeh i@ o US| 11Ra TEhR

(*1)

%ﬁx%%ﬁﬁ%ﬁﬁﬁmmé@?%ﬂwwﬁww

QT FISHT T Y et et erase e et e e st e e e s eene et st s enseeeneeasereserseeaes
T T AT C eeeereeres s st ees st enses et esemese e s ereses s s s eseases e ses e
(i)@@%ﬂ%@@sﬁaﬁrw: ......................................................................................

(if) 9T et (T =hrs @l © eeeeeeeseemeee s esa e s e eem et ese s ee s rasesasesaessssesasesressere

(i) STTRIE BT T TAL. .ovvvvvvvvresreeeeeeee e
(T) TBTIIT BT TM.......oooeeee e e s es e s eseee e
wwaﬁqﬁﬁ%ﬁﬁwﬁwﬁwmi{aﬂév HIEH

(u)waﬁﬁimwwﬁ%ﬁﬁ%@ﬂéél
(iii) L T&eh =l 3@ AISHT o SaTld Tl s & ferdll 311 safer o TANIEE Al Seeter Tel
BT & SR Tede | fou e Aihel vd qeat o forg # ot Saeardt €l
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If yes, please give full details thereof...........ccccooeriiniiiininiie,
6. I certify that
(1) Lo son/daughter of ........c.cccoeeviieriiennn, am a citizen
of India.
(i1) The book has been written originally in Hindi by me.
(ii1) The copyright of any other person is not violated on entering my book in this
scheme and I am responsible for the facts and figures given in the book.

7. I promise to abide by the provisions of the regulations of the Award Scheme for
writing original book in Hindi on knowledge and science based subjects.

i T
Date: ..coueeeeervneennnnnnen.

Signature of Author/Co-author
Note 1. Strike off whichever is not applicable.
Note 2. In case of authors being more than one, each co-author shall fill the above
proforma separately.

7.2 Award of shield by Ministries/Deptt. to their Attached/Subordinate Offices,
corporations etc.

Arrangements should be made for the award of shield to encourage the use of Hindi by
Ministries/Deptts. to their attached/ subordinate offices, Corporations etc., Norms for
according the shield should be prescribed by Ministry/ Deptt. In addition to the shield,

Ministries/ Deptts. will also grant two special awards.
[OM No 11/12013/2/76-0.L.(A-2), dated 6-2-1979]
[OM No 11/12013/2/76-0.L.(A-2), dated 6-2-1979]
[OM No 11/12013/2/76-0.L.(A-2), dated 6-2-1980]

7.3 Incentive Scheme for doing work in Hindi
Cash award should be given each year to the officers and employees on the basis of the
work done by them in Hindi.

7.3.1 The details of the Schemes are as follows :-

(1) Scope of the Scheme

All Ministries/Departments/attached and subordinate offices of the Central Government
may introduce this scheme independently for their officers/employees.

(2) Eligibility

(a) Officers/Employees of all categories who do their official work wholly or partly
originally in Hindi can participate in this scheme.

(b) Only those Officers/employees will be eligible for award who write at least twenty
thousand words in Hindi in a year in regions ‘A’ and ‘B’ (i.e. Bihar, Haryana, Himachal
Pradesh, Madhya Pradesh, Rajasthan, Uttar Pradesh, Gujarat, Maharashtra and Punjab
States and the Union Territory of Andaman & Nicobar Island, Union Territories of Delhi
and Chandigarh) and at least ten thousand words in Hindi in a year in region ‘C’ (which
comprises all other States and Union Territories except region ‘A’ and ‘B’). In addition to
original noting and drafting, this will also include such other items of work done in Hindi
which can be verified, such as entry in the register, preparation of lists, accounting work,
etc.

(c) Stenographers/Typists who are covered under some other scheme for encouraging the
use of Hindi in official work will not be eligible to participate in this scheme.

(d) Hindi Officers and Translators who generally do their work in Hindi will not be
eligible to participate in this scheme.
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7. HIEd o g/adl € foh § Suth Wifcish Tedeh oia B TSTHTST TTRe YRR AISHT o6 3Tsiel 3t
Tt T/

TEh/AE T o FEATe
HIe 1. S ] A &, 39 He
e 2. T o U W 3TTereh r@eh g oht Rufer § Teieh We oiaeh ST ST SIS STCTT-3TERT 9 STy

7.2 HATAT /TR ZRT AU TFag/ el shraterat, At e o o viee
AT/ RTT ST 7o wrarg, /eTefiaeer srfera, FrTe oAt ot et o SR sig =] Yies
3 N g FI R 3@ fIT qreve darer/favm g Futfa w fag o) sfies & erfafen
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W.ET.FT. 11/12013/2/76-T.9T. (k. 2), ECIED 6-2-1979]

[FTITH. 11/12013/2/76- T (. 2), f&dish 12-6-1979]
[T.ITH 11/12013/2/76- T, (. 2), femiies 28-2-1980]

7.3 & W e A o foru dieare s ST

HAerepTiET we et o o sfrar 3k SR Tt # o T S o SR W ke JEEhR
fag <)

7.3.1 AT 1 forewor gy 2
(1) FIST T &

F TR o Tt T, formT, dvag, ofiT STl SRt ST ARG / shH=iea o
T T &9 9 39 AISHT 1 AN L ol o

(2) Tt

(&) @it STORIT o o SATRrRl/FHET 36 ASHT H AT of Hohd & S BRI S qUId: AT F 8E do 7
& 4 fédt o e €

(@) Fad o & SATUHR/FHHART TR o T ST SIT "' T @ &7 (314Ta forew, Sftene, siemm
AT T, IS, e JesT, TS, I YeTl, STEs, TSI, TR, USTTel, <iElTe, S o dld
TS qT fecett, sienm it MR §iT §9g, 36U o TR gacll €6 U7 &) § a9 § 7 8 FH 20
TSI 1o e " & (Fored "o o " &1 3 IreTelT sireht qefl T ST Her U & v €) # o
o W A 10 TSR Y1se fedt # fored| sod et fevwor o wrey o sretrer fédt # forg . a1y vl forre
HATI ForT ST 5ok, S TOREet H 32T, Tl AT AT, Il ol i 3TTe T STt fopg S|

() AT/ 2T3fie STt TRt et | fedt o ST Rl seren o weiel foRet 3ty AT %
ST AT & 36 AT H TR T % 91 T 2|

(o) et sfereprdt 31 Tt StaTess =i 3791 W fedl  #d &, o $9 AISHT H W7 & o T T8t
Bl
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(3) Prizes
The following cash awards will be given to the participants every year according to the
work done by them in Hindi :-
(a) Independent for each Ministry/Deptt./attached offices of Central Government :
First Prize (2 Prizes) — Rs. 2000 each.
Second Prize (3 Prizes) — Rs. 1200 each.
Third Prize (5 Prizes) — Rs. 600 each.
(b) Independent for each Subordinate office of any Deptt. Of Central Government :
First Prize (2 Prizes) — Rs. 1600 each.
Second Prize (3 Prizes) — Rs. 800 each.
Third Prize (5 Prizes) — Rs. 600 each.

(4) For purposes of this scheme every geographically separate located office may be
treated as an independent unit. For instance an office of an Assistant Commissioner etc.
under Commissioner of Income Tax area Superintendent’s office etc. under Divisional
Railway Manager of the Railways will be independent units for operation of this scheme.
Same will be the case in respect of subordinate and attached offices of the Ministry of
Defence or the P & T Deptt. etc.

(5) Criteria for awarding prizes

(a) For facilitating assessment, a total of 100 marks will be allotted. Out of this 70
marks will be earmarked for the quantum of work done in Hindi and 30 for clarity in
expression of thoughts.

(b) The competitors whose mother tongue in Tamil, Telugu, Kannada, Malayalam,
Bengali, Oriya or Assamese may be given additional weightage upto 20%. The exact
weightage to be given to such an employee will be determined by the Assessment
Committee. While doing so, the Committee will be also keep in view the standard of work
of those officers/employees who otherwise rank higher to him/her.

(c) The competitors will maintain a record of the words written by them every day in
the attached Proforma. Each week’s record will be verified and countersigned by the next
higher officer. If Section head himself keeps a record then it won’t be necessary for the
employee to maintain such record.

(d) At the end of one year every competitor will submit the record of his/her work done
in Hindi to the Assessment Committee through the countersigning officer. If
countersigning officer or section head himself keeps an overall watch and account of work,
then this would not be necessary and he would furnish details.

(e) Assessment Committee — The Assessment Committee in the Ministries/Deptt. may
consist of the Joint Secretary in charge of Hindi, the Under Secretary in charge of O & M
and the Senior Hindi Officer/Hindi Officer. In the Attached and Subordinate Offices, it
may comprise of the Head of Deptt./Office, Hindi Officer and one more gazetted officer or
Rajbhasha Adhikari. However, the composition of the Committee may be changed to suit
the availability of officers in various concerned offices.

7.3.2 Mention of winning a prize will also be made in service records of the

officer/employee concerned in a suitable form. A list of the prize winners may please be
endorsed to this Department also.
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(3) TEFR

WIT & ATt SH=TRET ol Tfaas 3eh g féel # fohe g s o S W ffetiaa Tehe
RSSINCHUS I
() s TTFR o Tk TATAd/ [T/ avelg, st o foft T &9 &
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ThaT 2|

7.3.2 JOEHT S o ST H Haiferd Stfereprdy/spai=idy ol dar forsroft # oft wferd Seca o o stmam|
CUEHT STH L ST 31 U GefT ot 59 forwmeT sht +ff gmifere o &t STy
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7.3.3 The expenditure on operating this scheme will be met by each Ministry/Deptt./Office
from its own budget provision. A head of Deptt./Office can sanction the prizes on the
recommendations of the Assessment Committee under the authority of this circular. The
scheme has been approved by the Ministry of Finance (Deptt. of Expenditure) vide letter
u.o. No. H.78/E/111/87, dated 27-1-1988.

7.3.4 This scheme will come into force with effect from 1* April, 1988.

7.3.5 All the Ministries/Deptts. are requested to circulate this scheme immediately among
all their officers/employees and introduce it in their Ministries/Deptts. W.e.f 1% April
1988. They may also apprise all of their Attached and Subordinate offices of this scheme
and ask them to introduce it in all their offices 1** April 1988. They may also inform the
undertaking, corporation etc. under their control about this scheme and encourage them to
introduce Incentive Scheme in their offices on the basis of this.

7.3.5.1- Similarly, the guidelines under the Incentive Scheme for officers for giving
dictation in Hindi were also issued vide this Deptt's O.M. No. 11/12013/1/89-0.L. (Impl-2)
dated 6th March, 1989. In the said guidelines, the prize money was increased to Rs.1000/-
by the instructions given in the office memorandum No.II/12013/18/93-0O.L.(Policy-2)
dated September 16, 1998. The amount to be given in this scheme has now been increased
to Rs.2000/- which will be deemed to be applicable with immediate effect. All the
conditions mentioned in the above guidelines will remain the same.
7.3.6 The information regarding the action taken in this regard may please be sent to

the Department of Official Language as early as possible.
[OM No 11 /12013/3/87- O.L.(A-2), dated 16.02.1988]
[OM No II /12013/01/2011- O.L.(A-2), (Policy/CTB) dated 30.10.2012]

Proforma

Weekly statement of the orlgmal work done in Hindi by Shri/Smt./Kum... wenn. fOr the
week ending...
SI.No | Date | Total No. of files | No. of words | Other items of Signature of

& Registers used in works done in Senior

where in work note/draft Hindi Officer(once

was done in Hindi | written in Brief No. of | in a week)

Hindi descripti | words
on
1 2 3 4 5 6

7.4 Incentives for doing original official work in Hindi in specialised spheres.

There are certain areas whose activities do not involve work pertaining to
noting/drafting or stenography/typing, but where Hindi is used, such as the type of work
being done by the scientists, technicians and operational staff. Suitable incentive schemes
may be introduced in those offices also where a considerable number of employees do
similar work of specialized nature.

[O.M. No. 11/200/5/35/84-0.L.(A-2), dated 20-11-1984
[OM No 11/12013/3/87-0.L.(A-2), dated 16-2-88]
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[ST.STH.11/12013/3/87-T.57.(%-2) &1 16.02.1988]
[FTATE.11/12013/01/201 1 7.4, (Fifer/ah. 3735320 feiar 30.10.2012]

7.3.6 38 Hale H 31 775 AT hl T TSTHTNT o T shi sporarm wftenfaefisr & sy
ELE]

ft/efre/ Ay & =1 THTH B dTe] {1 fedt o e i oAl arHTiesh
forereoft

.8 | T | sawrd, e | fhdfaame | & e st em I

po)

aTfe hi T 5 fomqufy 3t giagsan | weardhr | AR H

TR T wm R | STeiE & Sreat e THATER
o) EIRSIC] (FHTE § Th
108
1 2 3 4 5 6 7

7.4 TarfTe gt & Teent w1 f&et # o o forg e
U &1 1 STt feouun/STTere, STRIferft/eTsiiT 1 1 et gia fohe fdt T ST fopar <irerT 2
S-SR, TRATTRIEAT I TeTe HHaTT ST R ST aTet i 37Tfe o forg oft o shraierar o
TG H&AT H HHAR Tk & TR o 0o fafRre yefa o ef & €, 3k fore 3faa sieaes A
TIATS ST
[RT.SE.11 200/5/35/84- T. T, (%-2) fertih 20-11-1984]
[RT.FTE.11/12013/3/87 0. 49.(F-2) o 16.02.1988]
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7.4.1 Reg review of the Official Language Promotional Awards/Schemes being
implemented on national level/large scale in various Ministries/Departments.

Please refer to the OM of even number dated 11/11/2022 on the subject mentioned
above.

According to the Ministry of Home Affairs OM dated 29th September 2022, the
Department of Official Language, MHA has been made a Nodal Department for review of
the Official Language Promotional Awards/Schemes being implemented on national
level/large scale in various Ministries/Departments.

2. In this regard, all the Ministries/Departments are again requested to arrange
to send complete details (Name of Scheme, Nature, Periodicity, Numbers and amounts of
the awards etc) of the Award Schemes being operative in their organizations on the
Original Book Writing in Hindi/Translation on the national level/large scale to the Email:
santosh.gupta89@nic.in latest by 14th April 2023. In case no information is received up to
the specified period, it will be presumed that no scheme is in vogue in your
ministry/department.

3. After review of the Official Language Awards relating to Hindi in all
Ministries/Departments, certain schemes may be incorporated into the Rajbhasha Gaurav
Puraskar Yojana. It is also to be informed that after review of the above awards relating to
the Official Language given away by various Ministries/Departments will be awarded only
by the Department of Official Language since 2023 onwards. The Incentive Schemes
being organized during the Hindi Month/Fortnight by the Ministries/Departments will
continue to operate as before.

OM No 12021/02/2022-OL (Imp-2) dated 03/04/2023

7.5 Grant of Hindi incentive allowance to stenographers and typists for doing their
official work in Hindi in addition to English

A special allowance of Rs. 240 per month and Rs. 160 per month may be granted
to the stenographers and typists respectively who know English typing/shorthand and are
actually doing their official work in Hindi in addition to English. Only these English
stenographers/typists would be entitled for doing at least 5 drafts/notes every day or at
least 300 drafts/notes in a quarter in Hindi. This will not include one or two line
drafts/notes. This special allowance will not be treated as pay and no D.A., HR.A, C.C.A
and other allowances would be admissible on this amount.

7.5.1 The employees to whom this allowance is granted will have to produce a
certificate in the attached pro forma to prove that the employee was actually doing his
work in both the languages. In the case of stenographers this certificate will be given by
the officer with whom he is posted and in the case of typist the certificate will be signed
by Under Secretary concerned or Head of Office as the case may be. This certificate will
be required every month for the first six months when a stenographer/typist starts working
bilingually and thereafter once in every three months .

7.5.2 The Scheme under which advance increments in the shape of personal pay are
granted for successful training in Hindi stenography and Hindi typewriting shall continue
but the benefit of advance increments will cease when the benefit of special allowance
under this scheme is granted .

7.5.3 Head of offices as well as the Officer exercising control over the stenographers and
typist will have the responsibility to ensure that special allowance is drawn only when the
bilingual work is done by the concerned stenographers/typist In case of any misuse of
these instruction and drawl of special allowance without actually working will mean
misuse of the facility in the same way as an irregularity committed in charging travelling
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or any other allowance under Central Government rules. Head of offices may utilize the
services of their Hindi officers to keep watch over this aspect.

7.5.4 The recommendation made in the report (vol.2) of committee of parliament on
Official Language and the suggestions received from Ministries/Departments of Central
Government to grant the said incentive allowance to the employees working in Hindi in
addition to English on Computers and teleprinters has been examined in the Department
of Official Language. In this connection, it has been decided in consultation with
Department of Expenditure that the Typists/Stenographers would also be entitled to the
allowance for doing prescribed quantum of official work on typewriter/computers in Hindi
in addition to English.

Certificate required for grant of Hindi Incentive Allowance
Certified that Shri/Smt./Kum
Designation section
did a part of his/her work in Hindi stenography/Hindi typing during the period from

to

The quantum of work done by him/her in Hindi was not less than an average of 5 notes/
drafts/letter in Hindi in a day in the aforesaid months/300 notes/drafts/letter in Hindi the
aforesaid quarter.

Signature
Full Name of Branch Officer/Head of Office
(with stamp)
Date

[0.M No. 14012/55/76-O.L (C), dated 12-8-1983]
[OM No 13034/31/85-0.L(C), dated 11-8-1987]
[OM No 13034/44/90-0.L (C) dated 25-7-1995]
[OM No 13017/4/90- O.L (C) dated 28-7-1998]

7.6 Financial Incentives on passing Hindi Typewriting and Hindi Stenography
Examinations conducted by the Hindi Teaching Scheme by making use of Electronic
Typewriters, Computers/Word Processors etc. -Regarding

The orders issued by the Department of Official Language regarding the Financial
Incentives, such as personal pay, cash awards and lump-sum awards payable to the Central
Government Employees on passing the Hindi Typewriting and Hindi Stenography
examinations conducted by the Hindi Teaching Scheme shall also be applicable to those
employees who qualify in the Hindi Typewriting and Stenography examinations conducted
by the Hindi Teaching Scheme by making use of Electronic Typewriters, Computers/
Word Processors.

2. All other conditions regarding the payment of Financial Incentive will be the same as
contained in the orders issued earlier.

3. This order will become effective from the Hindi Typewriting/Stenography examinations
to be conducted in January 1996 onwards.

4. This issues with the concurrence of the Internal Finance. Ministry of Home Affairs vide
their U.O. Note No. 185 (II)/95/Finance-II.dated 13-9-95.

[No. 22011/44/95-KHPS/4342. dated 22-11-95]
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7.7 Increase in the rates of Cash Rewards on passing the Hindi Language, Hindi
Typewriting and Stenography Examinations conducted under the Hindi Teaching
Scheme and increase in the rates of Lumpsum rewards on passing Hindi Language,
Hindi Typewriting and Stenography examinations of the Hindi Teaching Scheme,
through own efforts.

In partial modification of the Department of Official Language, Ministry of Home
Affairs, O.M. No. 21034/34/2007-0.L. (Trg.) dated 16.08.2007 on the above subject,

it has been decided to increase the amount of Cash rewards/ Lumpsum rewards as

per rates given below :

I Hindi Language Examination of Hindi Existing Rate Revised Rate of Cash
Teaching Scheme of Cash Reward Reward

A Prabodh

1. For securing 70% or more marks Rs.800/ Rs.1600/

2 For securing 60% or more marks but less Rs.400/ Rs. 800/
than 70% marks

3 For securing 55% or more marks but less Rs.200/- Rs. 400/
than 60% marks

B Praveen

1 For securing 70% or more marks Rs.1200/ Rs.1800/
2 For securing 60% or more marks but less Rs.800/ Rs. 1200/
than 70% marks
3 For securing 55% or more marks but less Rs.400/- Rs. 600/
than 60% marks
C Pragya
1 For securing 70% or more marks Rs.1200/ Rs.2400/
2 For securing 60% or more marks but less Rs.800/ Rs. 1600/
than 70% marks
3 For securing 55% or more marks but less Rs.400/- Rs. 800/
than 60% marks
I Hindi Typing and Stenography Existing Revised Rate of
Examination of Hindi Teaching Rate of Cash Cash Reward
Scheme Reward
A Hindi Typing
1 For securing 97% or more marks Rs.1200/ Rs.2400/
2 For securing 95% or more Rs. 800/ Rs.1600/
marks but less than 97% marks
3 For securing 90% or more Rs. 400/ Rs.800/
marks but less than 95% marks
B Hindi Stenography
1 For securing 95% or more Rs.1200/ Rs.2400/
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marks

2 For securing 92% or more Rs.800/ Rs.1600/
marks but less than 95% marks
3 For securing 88% or more Rs.400/ Rs.800/

marks but less than 92% marks

11 Hindi Language. Hindi Typewriting and | Existing rate of Revised rate of
Hindi Stenography examinations of Hindi | Lumpsum Lumpsum
Teaching Scheme, through own efforts. Reward Reward

1 Prabodh Examination of the Hindi Rs.1600/-
Teaching Scheme Rs. 1000/-

2 Praveen Examination of the Hindi | Rs. 1000/- Rs.1500/-
Teaching Scheme

3 Pragya Examination of the Hindi | Rs.1200/- Rs.2400/-
Teaching Scheme

4 Hindi Typewriting Examination of the | Rs.800 Rs.1600/-
Hindi Teaching Scheme

5 Hindi Stenography Examination of the | Rs.1500/- Rs.3000/-
Hindi Teaching Scheme

6. Such Hindi examinations conducted by | Rs.1200/- Rs.1200/-
Voluntary Hindi organizations, which
have been recognized by Government of
India(Ministry of Education) as being
equivalent to Matriculation or above.

7. “Hindi Diploma Course” of Central Hindi | Rs.1200/- Rs.1200/-
Directorate

Remarks :- The candidates who qualify the Hindi Language, Typewriting and Stenography
examinations of the Hindi Teaching Scheme through own efforts will be eligible for the
above-mentioned benefits even if they secure 5% less marks than the prescribed
percentage, while granting them the Cash Reward in addition to Lumpsum Reward.

2. For admissibility of Cash Reward and Lumpsum Reward, all other terms and conditions
will be the same as mentioned in the orders issued earlier.

3. This Office Memorandum issues with the concurrence of Ministry of Finance
(Department of Expenditure) vide their I.D. Note No. 14(9)/E.II(A)/2007 dated 29.06.2011

4. This Office Memorandum will come into force from the date of issue.
[0.M. No. 12011/4/8- O.L.. (Trg.) dated 12-7-1989]
[O.M. No. 18-3-94- HTS (Hqrs.), dated 16 -2-1995]
[O.M. No. 21034/34/2007- O.L.. (Trg.) dated 16.08.2007 ]
[O.M. No. 21034/66/2010-0O.L. (Trg.), dated 29.07.2011]

7.8 Revision of the rates of honorarium payable to the overall-in-charge officers
appointed at full time/ part time training centres of Hindi Teaching Scheme.

Partially amending this Department's Office Memorandum No. 21034/21/2003-
0O.L.(Trg.)/2439 dated July 01, 2003 on the above subject, the undersigned is directed to
convey the approval of the President for revising the rates of honorarium payable to those
officers of the Central Government, who have been appointed on an honorary basis as an
overall officer in charge of full-time / part-time training centres of the Hindi Teaching Scheme,
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in addition to their normal duties and are responsible for the work related to the training of
Hindi language, Hindi typing and Hindi stenography to the employees of the Central
Government. The revised rates of honorarium payable to overall-in-charge officers will be as

follows:-

S.No. | Description Honorarium | Revised description Revised
approved approved
under the Honorarium
order issued
on
01.07.2003

1 Overall-in-charge officers | 260/- per Such overall in charge | 520/- per

under whose supervision | month officers under whose | month

there are such full-time
training centres where 1
to 5 regular Hindi
Pradhyapak / Assistant
Director (Hindi Typing /
Stenography) are posted

supervision there are such
full-time training centres
where 1 to 5 regular Hindi
Pradhyapak/ Assistant
Director (Hindi Typing/
Stenography) are posted

2 Overall-in-charge officers | 375/- per Such overall-in-charge | 750/- per
under whose supervision | month officers under  whose | month
there are full-time supervision there are such
training centres where 6 full-time training centres
to 19 regular Hindi where 6 to 19 regular Hindi
Pradhyapak / Assistant Pradhyapak /  Assistant
Director (Hindi Typing / Director (Hindi Typing /
Stenography) are posted. Stenography) are posted.

3 Such officers in overall | 130/- per Such officers in overall | 260/- per
charge under whose | month charge under whose | month

supervision there are such
part-time training centres
of  Hindi Teaching
Scheme where there are
10 or more trainees.

supervision there are such
part-time training centres of
Hindi  teaching scheme
where no regular Hindi
teacher of Hindi teaching
scheme is posted and
training is given by part-
time Hindi teacher and
where 15 or more trainees
are enrolled.

2. The other conditions in this regard will be applicable as are contained in the above Office
Memorandum of this Department.
3. This O.M. is issued with the approval of Finance Division, Ministry of Home Affairs vide
their note Diary No. 65243/JS(Fin./Pers)Il/2011 dated 15.12.2011.

4. These revised rates of honorarium will be effective from 1st April, 2012.

[No.12032/1.74- Hindi-II dated 16-2-74]
[No.12047/2 73-Hindi-II dated 5-6-73]
[No.12013/23-O.L. (E) dated 12-8-1983]

[O.M.No. 49/1/98 HTS (Hq)/29 dated 8.2.1999]
[O.M.No 21034/21/2003- O.L. (Trg), dated 01-072003]
[O.M. No. 21034/66/2009-O.L.(Trg.) dated4.4.2012]
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7.9 Revision in the rates of Honorarium admissible to part time Hindi Teachers
under Hindi Teaching Scheme - reg.

Referring to the Department of Official Language, Ministry of Home Affairs'
Office Memorandum No. 21034/21/2005-O.L.(Train) dated 30th September, 2005 on the
above subject, I am directed to approve the payment of honorarium to the part-time Hindi
teachers under the Hindi Teaching Scheme at the following revised rates:-

S. | Description Honorarium Revised description Revised
No approved Sanctioned
under the Honorariu
order issued m
on 30.09.2005
1. | Honorarium / Honorarium /
Remuneration For alternate | 540/- per Remuneration for 1080/-per
day classes (Only for month alternate day classes month
Government servants) where (Only for Government
attendance of trainees is up to servants) where
10 attendance of trainees is
36/- per up to 10
Per additional trainees if the month
attendance of trainees is more Per additional trainees if | 70/-per
than 10. the attendance of trainees | month
is more than 10.
2. | For daily classes Honorarium /
Honorarium / Remuneration 700/- per Remuneration For daily | 1400/- per
(Only for Government month classes - month
servants ) where attendance of (Only for Government
trainees is up to 10 servants ) where
attendance of trainees is
up to 10
Per additional trainees if the 45/- per
attendance of trainees is more | month Per additional trainees if | 90/- per
than 10. the attendance of trainees | month
is more than 10.

Note: -1. In hard areas like North - Eastern areas, Jammu and Kashmir, Leh-Ladakh, The
Andaman and Nicobar Islands, Lakshadweep, Dadra and Nagar Haveli, Daman and Diu
where adequate number of trainees are not available the minimum number of trainees has
been fixed at 5. In such condition,, the part-time teachers deputed at these centres will be
paid an honorarium of Rs.1080/- per month for classes alternate days and Rs. 1400/- for
classes on daily basis.

2. All conditions contained in department's letter no. 12013/24/83-OL(E) dated 05.08.1985
regarding Honorarium will remain same.

3. This office memorandum issues with the approval of Finance Division, Ministry of
Home Affairs accorded vide their note Dy No. 65243/JS (Fin. /Pers.)Il/2011 dated
15.12.2011.

4. The revised rates of Honorarium will be effective from 1st April 2012.

5. The maximum limit fixed for Honorarium for Govt. servants will not exceed Rs.5,000/-
(five thousands only) per-annum per person including the honorarium of all kinds.
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0.M. No.21034/66/2009-OL (Trg.) Dated 4.4.2012
7.10 Continuation of the Grant of Lump sum Reward beyond December, 2008
on passing Hindi Language, Hindi Typing and Hindi Stenography
Examinations under the Hindi Teaching Scheme through one's own efforts.

The undersigned is directed to refer to this department's O.M. No. 21034/14/2006

0.L.(Trg.), dated 14.09.2006 on the subject noted above and to convey the sanction of
the President to the continuation of grant of Lump Sum Reward beyond 31* December,
2008 upto 31 December, 2015, to those Central Government Employees/Officers who pass
the Hindi Language, Hindi Typing and Hindi Stenography Examinations under the Hindi
Teaching Scheme through their own efforts. The above extension of the period is
applicable equally to the employees/officers of offices located in all the three regions viz.
“A”, “B” and “C” and conditions and the prescribed rates for grant of this Lump
Sum/Reward will be the same as specified in this Department's O.M.No.12013/3/76-
O.L.(D), dated 21.05.1977; 0O.M.No.12011/5/83-O.L.(D), dated 29.10.1984,
0O.M.No.18/3/94-H.T.S.(HQ.), dated 16.02.1995 and O.M.No 21034/66/2010-0.L.(Trg),
dated 29.07.2011.

2. In so far as the employees serving in Indian Audit and Accounts Department are
concerned, these orders issue with the concurrence of the Comptroller and Auditor General
of India.

3. This issues with the concurrence of Ministry of Finance, Department of Expenditure,
vide their I.D.Note No.175743/2011 dated 14th May, 2013.

0O.M. No.21034/62/2009-O.L.(Trg.) Dated 22.8.2013

7.10.1 Revision in the rates of Honorarium to the Part time Clerks/Peons of the full
time/part time training centers of Hindi Teaching Scheme.

In partial modification of this Department's O.M. No. 49/1/98-HTS(HQ)/125/325, dated 21
April, 1999, the undersignedis directed to convey the sanction of the President to revise the
rates of Honorarium to such employees of the Central Government, who are appointed as Part
time Clerks/Peons of the full time/part time training Centers of Hindi Teaching Scheme and
shoulder additional duties and responsibilities for helping the Officer-in-Overall Charge, in
an honorary capacity, in addition to their normal duties. The revised rates of Honorarium
payable to such Part time Clerks/Peons, will be as follows:—

Part Time Clerks Rate of Honorarium per
month
(1)| Part time Clerk engaged at full time Hindi Rs. 285.00 (Rupees Two
Teaching Centrewhere no whole time clerk is hundred andeighty five
posted. only)
(1) | Part time Clerk engaged at full time Hindi Rs. 160.00 (Rupees One
Teaching Centre havingfull time clerk also. hundred andsixty only)

(111) | Part time Clerk engaged at part time Hindi Rs. 135.00 (Rupees One
Teaching Centrewere 20 to 100 candidates are hundred andthirty five only)
on roll.

(iv) | Part time Clerk engaged at part time Hindi Rs. 200.00 (Rupees Two
Teaching Centrewhere more than 100 hundred only)
candidates are on roll.
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Part Time Peons Rate of honorarium per

month

Rs. 115.00 (Rupees One
hudred andfifteen only)

(i)| Part time Peon engaged at full time Hindi
Teaching Centre whereno whole time clerak is
posted.

(i1) | Part time Peon engaged at full time Hindi Rs. 85.00 (Rupees Eighty

Teaching Centrehaving full time clerk also. five only)
(ii1) | Part time Peon engaged at part time Hindi Rs. 85.00 (Rupees Eighty
Teaching Centrewhere 20 to 100 five only)

candidates are on roll.

(iv) | Part time Peon engaged at part time Hindi
Teaching Centre wheremore than 100 candidates
are on roll.

Rs. 115.00 (Rupees One
hundred andfifteen only)

2. Other terms and conditions, contained in the above O.M., will remain the same.

3. This Office Memorandum issues with the concurrence of the Finance Division of
Ministry of Home Affairs, videtheir Note Dy. No. 836/FA(H)./03, dated 18th June, 2003.

4. The revised rates of Honorarium will be applicable with effect from O1st July, 2003

O.M. No. 21034/21/2003-O.L. (Trg.), dated 29.7.2003

7.10.2 Revision of rates of Honorarium (Remuneration) admissible to part-time
Instructors engaged for imparting training in Hindi Typewriting and Hindi
Stenography at part-time training Centres set up under Hindi Teaching
Scheme/Departmental arrangements.

The undersigned is directed to refer to this Department O.M. No. 11015/1/79-
OL(D), dated 20th November, 1979, O.M. No. 11015/1/86-0O.L. (D), dated 19th February,
1987 and O.M. No. 22011/5/95-KHPS/1075 dated 7th March, 1996 on the subject noted
above and to convey the sanction of the President to grant of Honorarium (Remuneration)
to the part-time Instructors engaged under Hindi Teaching Scheme/Departmental

arrangements on the modified rates as follows:—

Existing Rates

Modified Rates

Hindi Typewriting:

Rs. 15/-p.m. for every trainee;

Rs. 45/-p.m. for every trainee;

Rs. 150/-p.m. if the number of trainees is
from 6 to 10; and

Rs. 450/-p.m. if the number of trainees is
from 6 to 10; and

Rs. 250/-p.m. if the number of trainees
exceeds 10

Rs. 750/- if the number of trainees is more
than 10.

Hindi Stenography:

Rs. 30/-p.m. for every trainee;

Rs. 90/-p.m. for every trainee;

Rs. 250/-p.m. if the number of trainees is
from 6 to 10; and

Rs. 750/-p.m. if the number of trainees is
from 6 to 10; and

Rs. 350/-p.m. if the number of trainees is
more than 10.

Rs. 1050/-p.m. if the number of trainees is
more than 10.
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2. Other conditions in this regard will remain the same as mentioned in this Department's
O.M. No. 12043/56/74H1/OL(D), dated 7.9.1977.

3.The contents of the office Memorandum may be brought to the notice of all concerned.
4. The revision of rates of Honorarium (Remuneration) will be effective from 1Ist
September,2000.

5. This issues with the concurrence of the Finance Division, Ministry of Home Affairs Vide
their I.D. Note No. H. 116/ 2000/F. I1, dated 16th August, 2000.

O.M. No. 14034/29/99-0O.L. (Trg.), dated 14.9.2000

7.10.3 Grant of honorarium/remuneration to the paper setters, examiners, answer book
evaluators, etc. for the conduct of Hindi examinations under the Hindi Teaching
Scheme.

The question of revising the rates of honorarium/remuneration payable to the paper
setters, examiners, answer book evaluators, etc., for the conduct of Hindi Prabodh, Praveen,
Pragya and Hindi Typewriting and Hindi Stenography examinations under the Hindi
Teaching Scheme has been under consideration for quite some time. It has now been
decided that the rates of honorarium/remuneration payable to the paper setters, examiners,
etc., appointed in connection with the conduct of the above examinations will be as detailed
below:—

SI.No. | Item of work Rate of honorarium/remuneration

1. | Setting of question papers (Hindi

Prabodh, Praveen, Pragya) Rs. 250/~ per paper

2. | Setting of question papers (Hindi

Typewriting/Stenography Rs.175/- per paper

3. | Moderation of question papers Rs.80/- per paper

4. | Proof Reading (Hindi Prabodh, Praveen, Pri Rs.50/- per paper
Hindi Typewriting/Stenography) '
5. | Dictation Rs. 80/- per dictation
6. | Superintendents of examination centres Rs. 100/-per session
7. | Invigilators Rs. 70/-per session
8. | Clerks at examination centres Rs. 50/-per session
9. | Class IV (Gr. D) employees at the Rs. 30/-per session
examination centres
10. | Head Examiner Rs. 150/-per Sub-examiner (No additional fee

being paid for re-examining marked answer
books received from Sub-examinersor for
supplying models to them. At least 10 models
should be supplied to each Sub-examiner)

11.| Assesment of answer books (Hindi Rs. 4.50 per answer book
Prabodh, Praveen, Pragya and Hindi
Typewriting/Stenography)

12.| Viva-Voce Equal to the assessment of one answer book for
each candidate (Minimum Rs.50/-)

13. | Tabulation of results Rs. 70/- per session per 100 candidates

14.| Cross checking/comparison of results Rs. 50/- per session per 100 candidates

2. The above rates will be effective from the date of issue of this Office Memorandum.
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3. This issues in partial modification of this Department's O.M. No. 22011/28/96-
CHTI/2151, dated 20-5-1996 and with the concurrence of Finance-II, Ministry of Home

Affairs, vide their 1.D. Note No. F. 695/FA(H)/03, dated the 3rd June, 2003.
O.M. No. 14034/52/2000-0O.L. (Trg.)/2247, dated 4.7.2003

7.10.4 Enhancement of Honorarium Fees of Answers Paper (Response Sheets) of
Language Correspondence Course(Prabodh/Praveen/Pragya).

With reference to the above mentioned subject, present rate of evaluation fees of Rs.
3.00 per Answer paper given to evaluators for checking answer papers (response
sheets) of Language Correspondence Course (Prabodh/Praveen/Pragya) under Hindi
Teaching Scheme has been increased to Rs. 4.00 per answer paper with the approval of
Finance Division, Ministry of Home Affairs  vide their U.O. No. A-3020/FA(H), 04
dated 11.02.2004.

2. These rates will take effect from 1st April, 2004.
0.M. No. 21034/29/2003-O.L. (Trg.), dated 25.2.2004

7.11 Enhancement in the incentive amount for doing official work (noting/drafting)
originally in Hindi and for giving dictation in Hindi by the officers.

The amount to be given under the existing incentive scheme for noting/drafting
done originally in Hindi in official work vide Department of Official Language’s O.M.
No. 1I/12013/3/87-O.L. (Impl-2), dated 16th Feb. 1998, had been doubled by the
Department of Official Language's Office Memorandum No. No./12013/18/93-
O.L.(Policy 02) dated September 16, 1988 on the basis of the concurrence of the
Department of Expenditure, Ministry of Finance.

2. The proposal to increase the prize money to be given under the above scheme was
again under consideration by the Government. Based on the concurrence of the Ministry
of Finance, Department of Expenditure, the prize money has been doubled again. The
enhanced prize money is as follows:-

(a) Independently for each Ministry/Department/Attached Office of the Central
Government —

First Prize (2 Prizes) : Rs.2000/- each
Second Prize (3 Prizes) : Rs 1200/- each
Third Prize (5 Prizes) : Rs.600/- each

(b) Independently for each subordinate office of a department of the Central
Government:

First Prize (2 Prizes) : Rs 1600/- each
Second Prize (3 Prizes) : Rs.800/- each
Third Prize (5 Prizes) : Rs.600/- each

All the rules & conditions enumerated in O.M. dated 16th February, 1988 will
remain unchanged. The increased amount of the rewards will come into force
immediately.

3. Similarly, the guidelines under the Incentive Scheme for officers for giving dictation in
Hindi were also issued vide this Deptt's O.M. No. 1I/12013/1/89-0.L. (Impl-2) dated
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6th March, 1989. In the said guidelines, the prize money was increased to Rs.1000/- by
the instructions given in the office memorandum No.II/12013/18/93-0.L.(Policy-2) dated
September 16, 1998. The amount to be given in this scheme has now been increased to
Rs.2000/- which will be deemed to be applicable with immediate effect. All the
conditions mentioned in the above guidelines will remain the same.

4. This O.M. issues with the concurrence of Ministry of Finance, Deptt. of Expenditure

vide their U.O. No. 1(18)E.Coord./2011 dated 09-11-2011.
O.M.No. 11/12013/18/93- O.L.(Policy-2) dated 16.9.1998
No. 1I/12013/01/2011-0.L.(Policy/CTB) dated 30.10.2012

7.12 Training of Hindi to the employees of the Central Government

Resolution

The orders of the President, on the recommendations made by the Committee of
Parliament on Official Language in the third part of its report were conveyed vide this
Department Resolution No. 13015/1/91-OL(D), dated 4th November 1991 in accordance with
Section 4 (4) of the Official Language Act, 1963 (as amended 1967). In partial modification of
the orders laid down in para-5 of the said Resolution, it was ordered, vide Resolution No.
21034/18/2008-OL(Trg.) dated 22nd April, 2008 that the employees of the offices located in
all the regions (ie "A", "B" and "C") should be trained in Hindi by the end of 2008.
2. The President, in further partial modification of the said Resolution, has now ordered that the
training in Hindi being imparted to the employees of the Central Government offices located in
all the regions (viz. ‘A’ 'B' and 'C) may be completed by the end of the year 2025.

ORDER
Ordered that a copy of this Resolution be sent to all Ministries/Departments of the
Govt. of India, all State Governments and Union Territories, the President's Secretariat, the
Vice President Secretariat, Lok Sabha Secretariat, Rajya Sabha Secretariat, Cabinet Secretariat,
Prime Minister's Office, Union Public Service Commission, Niti Ayog, Comptroller and
Auditor General of India, The Registrar General of Supreme Court of India, the University
Grants Commission, the Law Commission of India and the Bar Council of India.
Ordered also that the Resolution be published in the Gazette of India for general information.
RESOLUTION No. 21034/8/2015-OL(Trg.) Dated: 4.6. 2015

7.13 Implementation of new practice based 'Parangat' course to make Central
Government personnel proficient in carrying out their official work in Hindi - regarding

In compliance to the Presidential orders issued under the recommendation No. 16.7( a)
of the Seventh Report of the Committee of Parliament on Official Language, a decision has
been taken to implement a new practice based 'Parangat' course for all the personnel of the
Ministries / Departments, their attached & subordinate offices, Public Sector undertakings /
Statutory/Autonomous Bodies / Enterprises/ Agencies/ Corporations & Nationalized Banks
owned or controlled by the Union Government, who possess working knowledge of Hindi' to
make them proficient to carry out their official work in Hindi.

2. This program will be implemented from the financial year 2015-16. The course
classes will be conducted by Central Hindi Training Institute/ Hindi Teaching Scheme,
Department of Official Language during office working hours.

3. Eligibility:

All the personnel of the Ministries / Departments, their attached & subordinate offices,
Public Sector undertakings / Statutory Bodies / Enterprises/ Agencies/ Corporations &
Nationalized Banks owned or controlled by the Union Government, who possess Working
Knowledge of Hindi' will be eligible for this 'Parangat’ training.
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4. Contents of the course:

(1). “Parangat' course will be mainly based on practice, in which 80% of training time will
be scheduled for practice and 20 percent time to discuss the theoretical aspects of the
course.

(i1). Contents of the course will focus on the following topics:
1. Administration 2. Finance 3. Banking 4. Science and Technology 5. Glossary of Terms

5. This course will be conducted by Central Hindi Training Institute under two
arrangements.

(1). In first arrangement, intensive training programme will be completed in 20 working
days (160 Hrs)

(i1). In second arrangement, training classes will be conducted for 1 hour or for 1 hour 30
minutes on alternate days. This programme will be completed in 05 months.

Central Hindi Training Institute will issue the course calendar.
6. Examination:

The examination will be conducted at the end of the course as per conventional system.
O.M. No. 12012/03/2015- OL(Policy), dated 22.4.2015

7.14 To implement the proposed honorarium (awards) from the FY 2021-22 under
the practice based new course “Parangat” aimed at making the central government
officials efficient to execute their official work in the Official Language Hindi.

All the Ministries/Departments were communicated vide the OM of even number dated
21% December, 2020 on the basis of the consent of the DoE, Ministry of Finance that a
decision has been taken to grant lump sum incentive from the FY 2021-22, as detailed
below, to the central government officials on qualifying the Parangat Training Program
with an aim to make the Parangat comprehensive and popular:

A. On obtaining 55% to 59% marks: Rs 4000/-.
B. On obtaining 60% to 69% marks: Rs 7000/-.
C. On obtaining more than 70% marks: ~ Rs 10, 000/-.

2. A number of references have been received in this department stating that the classes
for the Parangat course have been conducted by the Central Hindi Training Institute with
effect from the year 2015-16, and the provision of granting the lump sum incentive amount
may be made effective from the year 2015-16.

3. All the Ministries/Departments are again made that a decision has been taken based on
the consent of the Department of Expenditure, Ministry of Finance vide ID Note No 14 (2)
E. Coord 2015 (1526920) to grant lump sum incentive to the central government officials
on qualifying the Parangat Training Program from the FY 2021-22 with an aim to make
the Parangat comprehensive and popular.

OM No 21034/69/2008-OL (Training) dated 05/02/2021
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7.15 Providing In-Service Training in Hindi to Central Government personnel.

In order to ensure implementation of Official Language policy in all the
Ministries/Departments/Offices/Public  Sector Undertakings/Banks etc. of Central
Government and to assign targets regarding usage of Hindi in Official work, the
Department of Official Language issues an Annual Programme every year. All the offices
of Central Government are expected to achieve the targets as prescribed in the Annual
Programme.

2. To enhance the usage of Official Language Hindi in Official work, inter alia, it is
imperative that all training institutes of Central Government provide training to Central
Government personnel through Hindi medium. At present it has been noticed that inspite
of training material being available in Hindi, the training is being imparted in English
resulting in trained personnel are unable to perform their Official Work in Hindi. Imparting
initial and In-service training in Hindi will enable the officers/employees to do their
official work originally in Hindi.

3. A target of 70 %, 60% and 30% has been fixed for ‘A’, 'B' and 'C' region respectively to
impart training compulsorily in Hindi Medium in all training programmes of Central
Government.

4. All the Training Centres of Central Government are requested to send online Quarterly
reports, with in thirty days of end of the quarter, to the Department of Official Language
regarding the medium of training imparted to officers/ employees in the proforma given
below. The online format is being uploaded on the website www.rajbhasha.nic.in of the
Department.

1. Name of the Training Centre.............cccccvvennnnn 2.5tate......ceveeennne.
3. Controlling Ministry/Office.........

Total Time of Duration of Training (in Target : Region 'A' 70%
training (Total hours) Region 'B' 60%
Duration of all Region 'C' 30%
training programmes
Training Training Training Percentage of
imparted in | imparted in | imparted in programmes
Hindi English mixed Conducted in
language Hindi(as per the
target)
A B C D E
(e=b+ax100)

All Ministries/Departments, and headquarters of nationalised banks, financial institutions,
public sector undertakings, boards, institutes etc. are requested to issue necessary guidelines
to their subordinate training centres for compliance of above-mentioned directions.

0O.M. No.12019/03/2016-OL(Impl-2), dated 18.7.2016

7.16 Training of Official Language by Non-Governmental Organizations

It has come to the notice of this department that many non-government organizations
are organizing expensive camps and workshops in the name of imparting training in
Official Language to the officers and employees of the Central Government and earning
money through advertisements. On this subject, it is clarified that no non-governmental
organization has been authorized by the Department of Official Language, Ministry of
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Home Affairs to impart training in Official Language to the Central Government
employees. Adequate training centres are already functioning under the Department of
Official Language, which provide various types of training free of cost to the officers and
employees of the Central Government. and organize workshops to discuss the Official
Language. (www.ctb.rajbhasha.gov.in and www.chti.rajbhasha.gov.in ) According to the
instructions of the Department of Official Language, all the offices/banks/undertakings etc.
organize workshops to promote the use of Official Language at their own offices. In
addition to English, the facility of imparting Hindi language training online through 14
Indian languages is available on the official website of the Department of Official
Language. Therefore, it is not desirable to spend unnecessary money from the government
fund for attending Official Language training and workshops.

In such a situation, there does not seem to be a need for government officials and
employees to participate in the so-called training camps, Discussion camps and workshops
organized by any non-government organization in the name of promotion of the Official
Language. All the Heads of the Departments may take appropriate steps considering the

responsibility on this subject
0.M.No.12019/04/2016-0.L.(Complaint) Other Complaints-4 Dated 14.10.2016

7.17 Incentive for passing Hindi, Hindi Typing and Hindi Stenography examinations
-Consolidation of orders relating to personal pay.

The existing provisions of Para 1(5)(a)(b) of the Department of Official Language
Office Memorandum No. 12014/2/76-0O.L.(d) dated 02 September 1976 on the above
subject are amended with immediate effect as follows: -
A. Tt will be mandatory for non-gazetted employees to get 70 percent marks to get
personal pay in the Hindi stenography examination to be conducted under the Hindi
teaching scheme.
B. It will be mandatory for gazetted stenographers to obtain 75 percent or more marks in
the examination of Hindi stenography to be conducted under the Hindi Teaching Scheme.
But those employees who have already passed the Stenography test or for whom training
in Hindi Stenography is not mandatory, they will not be given personal pay on passing
the Hindi Stenography test.
2. The other conditions of the Department of Official Language office memorandum

dated 02 September 1976 will remain the same.
0.M.No. 21034/08/2017-0O.L.(Admn) Dated 24.7.2017

7.18 Eligibility for Hindi Word Processing/ Hindi Typing and Hindi Stenography
Training under Central Hindi Training Institute/ Hindi Teaching Scheme- Change
of nomenclature regarding.

It has been informed by the Department of Official Language vide letter No.
13035/01/2018 OL(Policy), dated 25th June, 2018 that "With regard to the designations
mentioned in the orders of Hindi Teaching Scheme / Central Hindi Training Institute,
Order of Department of Personnel and Training (DOPT) No.-21/12/2010-CS. 1 (P), dated
21-12-2015 is appropriate. Correspondence can be made by quoting this order."

Therefore, consequent upon the change of the nomenclature of "Assistant" of
Central Secretariat Service (CSS), Upper Division Clerk and Lower Division Clerk of
Central Secretariat Clerical Services (CSCS) vide Department of Personnel and Training
(DOPT), Ministry of Personnel Public Grievances and Pensions, Government of India,
order No.-21/12/2010-C5.1 (P), dated 21-12-2015, in the orders of Hindi Teaching Scheme
/ Central Hindi Training Institute Wherever the "Assistant" designation is mentioned, along
with this, "Assistant Section Officer" should also be read. Similarly, along with Upper
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HHETET sht ek i Wb o wftreror qd & we Terren W fome fomet o fore srrimrerstt s
ST Hd B ( www.ctb.rajbhasha.gov.in 3R Www.chti.rajbhasha.gov.in)TITTNTGT%TWT%
el % TR avfl Hraier/son/3ush geaTie 3T 3T FHraierl H TSTHIST & ST ol STl o
foTT SR SRS S €1 TetTST o Y SerETge W SISt & SAfaficE 14 e amredt &
wTerd o TR 9T S iRTeer Hers O S s giodT Suered 8] d: TSI % SiRE O
FRISTATST H T A o AT TR i & ST ¢ T T -1 el &l

vt feurfer o forelt oft T weRrt wee g ST foRT S arer e shfva wifteror farfer,
i frfer a1 FrfeTerTsT § STt SRR e HH=TRET ST TSTATST o Y= & A8 UX 91T o st
HATErIHT W1 &Y Bt wft fermrezrer s 59 forwar ot et wwerd 3¢ e fea e 33T

FHILATH. 12019/04/2016-T0.47. (1T, 11 f¥Tehmra-4 e 14.10.2016

7.17 T, Tt ergfinm ofn Rt ammyyfertar <t uterTd uter st o siieames/ Sarfeheh o werelt
AT Rt T TeRd foRaT ST

YRR forer o et famT & femies 02 RadsR 1976 % wrEier™ SO ST 12014/2/76-
THI(E) % T 1(5) (W) o HISET T b ThTet THIE & T TR SR foRa ST &:-

. Tedt Rreaor AT % qea SIS B ATl fEet sttt sht wdten § s swH=TiE s
SATeReh ST I o FTT, 70 STt 3feh ST ST SATamd gl

@, & e Aisr & ded AN g el e iy i wlen § gebra ittt st
SFrfeeh S T o forg 75 SifeeT o stferer 379 ST s Afard g

ifert TSt et = weet & sTrsyferf st et ore <t @ steran fes forg fédt smmerfrfy s sifreqor
A 7 2, 3 fédt srRferfy o ote o s R Farferen A T fem Smem)

2 TISTHTST foreamT o hrrierr o faaiek 02 forde 1976 st 3171 31d remard @i
3. I8 AT JTO e TR oA Heft & Y foram S 2

FHIITH. 21034/08/2017-T0.49T.(IF3T) f&miak 24.7.2017

7.18 sherar Tt ufdterr e et frerr aiemT & oiata & vreg wamermy & dopor qor
et armyrferfir widteror & wrsre-ueem ger T

TSI formT o faTe 25 S, 2018 T 95 H&A1-13035/01/2018-T.91(HTer) ST gferet fepam
T ® fop «fEt fametor Tstn/ahsia f& wisteror e & s § Sfeafad yeam & deiy # shifis ta
SIIRTEAOT forT AT SATQT WE&AT-21/12/2010- CS.1(p) fatieh 21-12-2015 WHfwId 81 59 ST I g
A T AR TS T ST 6kt 21 7

A Tk Ta UfRTeT0r forsqmT, shifier ek ¥Tenmra Ue USH HalTed, YR SRR o fodieh 21
fqwet 2015 % AT H&AT HBLH 21/12/2010-CS 1 (41 SRT 1T FaTer™ e (CSS) & TR T
F1a Gfare™ fafidier far (CSCS) & Jex #vft fafus (UPPER DIVISION CLERK) @eIT 37aX
goft fafieh (lower division clerk) % € T o&el ST o Hor&d®q e &t ufdteror deem/Rd
fRvegor ST % STranit § et qat off weres ye feafad 8 3T T8t SHe |I-HTY WER STHTT
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Division Clerk "Senior Secretariat Assistant" and along with Lower Division Clerk "Junior
Secretariat Assistant" should also be read.
The Hindi version of the Office Memorandum will be considered final in the event of any
confusion or controversy at any point.

O.M. No.-22011/267/2015-CHT]I, dated 3.12.2018
7.19 Increase in the honorarium / remuneration payable to the question paper makers
assessors/examiners, evaluators of answer sheets etc. for conducting Hindi examinations
under the Hindi Teaching Scheme.

In the matter related to revision of rates of honorarium/remuneration payable to
question paper makers, examiners, evaluators of answer sheets etc. for conducting Hindi
Prabodh/Praveen/Pragya and Hindi Typing and Hindi Stenography examinations under Hindi
Teaching Scheme, it has been decided that the rates of honorarium/remuneration payable to the
question paper makers, examiners, answer sheet evaluators valuers etc. appointed in

connection with the conduct of the above examinations will be as follows:

S. Task Honorarium /Rates
N of Remuneration
0 (Rs.)
1. 1. Preparation of Question Paper (Hindi Prabodh, Praveen, Pragya X 525/-
and Parangat)
2. Preparation of Question Paper (Hindi Typing /Shorthand) X375/
3. Moderation of Question Papers (Hindi Prabodh, Praveen, Pragya X 150/-
and Parangat)
4, Moderation of Question Papers (Hindi Typing/Stenography) 2 150/-
5. Proof Reading of Question Papers (Hindi Prabodh, Praveen, % 120/-
Pragya and Parangat)
6. Proof Reading of Question Papers (Hindi Typing/Stenography) 120/-
7. Dictation in Stenography Test X 150/-
8. Appointment of Examination Center Superintendent X 400/- per session
9. Appointment of Supervisors (Invigilators) % 300/- per session.
10.  Appointment of clerks at examination centers % 200/- per session.
11.  Appointment of Class IV (MTS) staff at examination centers X 150/- per session
12.  Chief Examiner(Chief Examiner will have to check at least 10 Rs.300/- per
answer sheets of each examiner/investigator ) examiner.)
13. a Checking work of answer sheets (Hindi Prabodh, Praveen, Pragya % 11/- per answer
and Parangat book
13.b  Hindi Prabodh, Praveen, Pragya to be done through X 11/- per answer
correspondence. (b) Evaluation of answer sheets (answer book
kit) of these courses.
14.  Evaluation of Answer Sheets (Hindi Typing Shorthand) X 11/- per answer
book.
15.  For the oral examination. (R11/- per trainee)
(R100/- minimum)
16.  Preparation of Table of Examination Result (per 100 X150/
trainees
17.  Cross-checking/tallying of test results (per 100 examinees) %110/-
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7.19 Tt foreror @remT & srefim R wdiement 3 s & 1T war uw FraieRi/adierst S
qiRaehTel o Heatehhl AT ol oF AHed /aTisrfies § afg ferar smm

fedt Rreqor A & sferta fédt wera/as & Aedtwdl R R o e R spfafy

el o SRS o forg s oot frerient, wlierehl, STRORaehTaTt ST(d s o A dTisriies i &l
o HRIY ¥ weifeq wer § ot forar e @ TR St wienetl & SRS & deiy 6 g we o

TRt STRYRAERTAT o Terihehi TS T o W /AT hi &L FTar grl

G | wd AT /ATt
<58

1. T O G T (T weiver, ST, TS e uTiT) % 525/-

2. T O R AT (Tt 2ot /ampfenfu) 375/-

3. T U ST HiewH (et yatrer yeftor I we urire) % 150/-

4. ST ORIt ohT HieR (Tt dehun/aT i) % 150/-

5. & AT ST S AT (et weite, Sreftor, 319, e arT) % 120/-

6. W AT ol [ e (et dspor/amyfet) % 120/-

7. HATFATT sht ot 7 fearemm % 150/-

8. olvetT o JTeftereh i FAfh % 400/- S &1

9. o (gfosicer) #hi R % 300/-9fd &

10. | wrdter shsi o ferfushi s fgfeh % 200/- Ifd &1

11, | ore et o =qel 2ol (qedies) swHem 6 e % 150/- afd &1

12. | T wliereh (Y OIeTeh shl Jedsh OieTeh/Sieehdl o FH A 0 10 | & 300/- Sfer St

I YT T ST R B

13(h) | 3 YR&cerraAl ot STl o (fedt sairer, Sreftor, st wef arierer) % 11/- 9 STgfedent

13 TATER HTEA § TR ST aiTer Tt s, Sreftor, T aTeshl i S’ | % 11/- i Serg et

@) | gl (ST fhe) T gt

14 I qrehTAT T ST o (fe/Eshon/ AT ferf) % 11/- 9 STgfedent

15 miges gltert o fow (% 11/- afar gfzreqmeff
(% 100/- =)

16 wrer aftoT st ARt R T (w100 Tfsrereff) % 150/-

17 wrer aftor St ser Sfeh/fre s (afa 100 gfsremef) %110/-
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2. The above rates will be effective from the date of issue of this O.M.

3. This Office Memorandum is issued in amendment to this Department's Office
Memorandum No. 14034(21034)/50/2010-OL (Trg) dated January 27, 2011 and with the
concurrence of Internal Finance-2 (Home), Ministry of Home Affairs, given in Dy.No.
508-SSA&FA Dated 11 December 2018.

0.M.No0.21034/11/2017-0O.L.(Training), dated 14.12.2018
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2. 39U <l 39 HETTT J199 o ST g1 bl g & guret gl
3. IE FHATAT JOT 39 o & foqie 27 SHedt, 2011 % wRTGT IO @& 14034

(21034)/50/2010-TMT(IRT) § &RMeT A FL q9T Afalsw fad-2 (T8) we i ShE. 508
TH.UH.T.UE U%.U ik 11 G 2018 T <t 71 Tewfa & SRt {3 STrar 2

FHIATH. 21034/11/2017-T.4T. (I, ik 14.12.2018
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CHAPTER 8

ARRANGEMENTS FOR TRANSLATION AND TRAINING IN
TRANSLATION

8.1 Arrangement for translation
Following arrangements exist at present for translation from English to Hindi and vice-
versa of various types of documents :-

(1) Statutes, statutory rules. regulations and ordinances including the forms connected with
them are translated by the Official Language wing, Legislative Department Ministry of
Law.

(2) The non-statutory manuals. codes and other Procedural Literature and the forms
connected therewith are translated by the Central Translation Bureau, Department of O. L..
Ministry of Home Affairs. If in any manual etc., some portions are statutory and some
non-statutory, then the Official Language (Legislative) wing of the Law Ministry translates
these statutory portion into Hindi. The non-statutory portion is translated by the Central
Translation Bureau of the Department of O. L. However, the three Defence Services, the
Ministry of Railways and P&T Dept. translate their non-statutory material themselves.

(3) Each Ministry/Department makes its own arrangements for the translation of:

(a) Resolutions. General Orders. Rules, Notifications, Regulations. Press Communiqués,
Circulars, Plan and other Schemes, Projects and Programmes etc. and all the forms
connected therewith

(b) Parliament Questions and their replies and the papers meant to be placed before a
House or the Houses of Parliament.

(c) Contracts, agreements, licences, permits, notices and forms of tender etc.

(4) Ministries/Depts. of the Central Govt. should prepare a list of such statutory rules
which are applicable at present and which have not been translated so far. A copy of such a
list with an upto date copy of the rules may please be sent immediately to Official
Language Wing of the Legislative Deptt. for translation.

(5) Information regarding Codes, Manuals etc., already sent to Central Translation Bureau
or Official Language Wing of the Legislative Department for translation and which are to
be used by the employees appearing in the departmental or promotional examinations,
should immediately be sent to the Central Translation Bureau/Official Language Wing of
the Legislative Deptt. so that their translation could be attended to on priority basis. Such
codes, manuals and other Procedural Literature will be given priority as follows:

(1) Which are to be used for training programmes.

(2) Which are to be used in the departmental examinations.

(3) Non-availability of the Hindi version which causes hindrance in the departmental work.
(4) Non-availability of the Hindi version which has resulted in the stoppage of printing
work.

(5) Which have been amended but the amendments have not been translated.

All the Ministries and Departments of the Central Government should make expeditious
arrangements for having such codes, manuals and other books etc., translated into Hindi as
are used for departmental and promotional examinations conducted in their attached and
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HTATE R HTATE TTTEAUT hY ST

8.1 3TTATE shi EEAT
Torfor=t e o <hTSiTa o SATsht & fedt i &t @ Siusht srgae o fore Feferiaa geier 2 -

(1) wifarferar, wifaferer fram, fafemt o steames &1 fora 378 weifer ot o it 2, s fafa
T o ferfRr farsgmT ohr et we s Rl

(2) srwifafees AeTa, Siearstl I =1 FRER e 91 3T Hellerd ®rHi 1 AR T8 WA
T TSTTYT o STE e STATE o0 T 8, TS Fohdll HaTet 3ffe o o 31w wifdfaes 3R o
FAHifaereR 8t dr fofer damera 7 fafer fom 61 Tt W wifataes St &1 Teme T § SR
HHifoIereR R0 T STTATE TSTHTIT FIMTT 3T 5T ITTETE U FLAT 8l T =1 L& darsl, &
AT SR STeh-aw formT S7oft sreriforterss |t w1 STaTe TRt o 2

(3) T v/ faTT FfTRad SR ot araft o STae o forg ey & a2 -

() Hercq, g 3TexT, Trm, st fafem, Sw fagfied, ot i SR it asET,
IRAISHTE 371X HTish 3TTfe 3T 7 TSI | Haiferd ot wr|

() €S % T o I 3TN G o et Toh e A1 ST HEH1 o THET T fohT ST aITed shiriTal

() Gfeer, R, argdy, wite, St 3 Aifeq sit wrd enfa)

(4) wTere o Uw faferen Rt ot g=ft ST o St 39 S @] 8 STR e vt Rt stane e
TAT 2| Ut =it 6T w Wi PR st steras uid afed et fasmT & ToTTT e i STETR %
fore gt farstamd)

(5) i shig, HYAeT 3Te TS forsTT o6 shelT STeTe U shi SFTATE o fofT Wl 7T & HAIT ST T
formfier o wa=Ifa Tierstt § e aTet SHHaTiET ST fohT ST &, 3ok S & FeT e ST
S/ Torermft forsTT o6 TSTHTST @Ug hi et SISt & ST ATieh SehT TS STerfHeh o STe UL fepa
ST UM ShIST, ATl T 311 SishAT Heiell |ifecd shi fFefcTRad wehm s srerferesar ot st -

1) Toment ufsteror sHrishat o fore s o ST |

2) SrteR forvmiier atearat # srRIeT fora ST 2

3) STk et S1aTe Sucted 71 B o T formei sl &k 2|

4) TSeh Tt S17aTe SUCTst 7 B o 0T BUTE T FHTH &1 §3T 8

5) TSTenT weirer feharm T @ foheq WRTTE 2T STgaTe el forar T €

FET TR & Tft TTer T formT 39 qur Tree 37K SAefiaey swrterEt 3 e
srfa, fme, St onfe § off S arelt formie or gaa wemstt % faw 5= e, S o
Ot Qo] 37Te 2T AT fohalt ST € ST Tl @1garre fter shearm oht seeert | Jucted HF3Te,
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subordinate offices and the companies, corporations and banks etc. controlled by them.
Available codes, manuals and other Procedural Literature should be reviewed and sent for
translation to the Central Translation Bureau. In case of the manuals, codes etc., which are
either being compiled or revised, The Translation Bureau will accept such codes etc.. in
parts or chapter wise for expeditious translation. The material sent would he translated by

the Bureau in order of priority as indicated above.
[O.M. No.F/11012 /2/72-O.L. (Unit Dt. 16-0-1972]
[0. M. No. 13017/2/88-O.L. (C) Dt.20/6/1988]
[0. M. No. 14012/11-87-O.L. (C) Dt.1/7/1988]

8.1.1 Alternative Arrangement for completion of work related to Official Language.

The Department of Official Language undertakes the responsibility of
appointment/transfer etc of Official Language related posts (Junior/Senior Translation
Officer, Assistant/Deputy/Joint Director and Director) of the participating
Ministries/Departments/ Bodies/Offices/Organizations of Central Secretariat Official
Language Service Cadre. Requests for filling up the vacancies/transfer at different levels
in the cadre are received from time to time from participating offices and these requests
are processed depending on the availability of officers. Still, some posts in the cadre
remain vacant.

2. In this regard, alternative arrangements have been considered for the due
implementation of the Official Language Policy of the Union Government, through which
different participating offices of the Official Language Service Cadre make their alternate
arrangements according to their requirement and nature of work, relative to the vacant
posts and till filling up the posts by the Department of Official Language on the regular
basis.

3. In view of the above, the following options are available for the
Ministries/Departments/ Bodies/Offices/Organizations :-
(a) The services of retired Central Government personnel may be obtained as consultants
on contract basis. Department of Expenditure, Ministry of Finance Office Memorandum
File No. 3-25/2020-E-ITIA dated 09 December, 2020 may be considered for payment of
their services.
(b) Outsourcing of desired services may be considered through a service provider/agency
following the General Financial Rules, 2017 and guidelines issued by the Central
Government from time to time.
(c) The translation work can be got done on payment of fixed remuneration/honorarium.
This system can also be adopted in those offices in which posts related to Official
Language are not created. In this regard, the information related to the fixed rates of
remuneration has been given in the Office Memorandum number 13011/1/2009-Rajbhasha
(Policy) dated 11.11.2011, No.13034/2/2018/Rajbhasha/Policy dated 15.05.2018 and
No.13034/2/2018/Rajbhasha/Policy dated 24.07.2018. These rates may be adopted
considering the urgency and requirement of translation work in the concerned
Ministries/Departments/Offices.
(d) For the convenience of the participating Ministries/Departments/Offices a panel of
translators has been prepared by the Department of Official Language in association with
the Central Translation Bureau. The services of the empanelled translators can be availed
after assessing their requirement and suitability of the translators. The Department of
Official Language will have no role in relation to the quality of translator or translation
work or terms of service/contract. In this regard, Office Memorandum No.
12019/01/2021-Rajbhasha(Imp-2) has been issued by the Implementation-II Section of the
Department of Official Language.

No. 14013/09/2022-OL(Policy)
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IS QAT 31 sk Hefell Hifeed shi GHiel] o ol ST SR LTS o [T Ha IHFETE oL b [Tl
31 Afe ForElt T SR 1T T8 AT ok HRMTYQ ol ST T H37e, IS 311G i $ohgT STATE o foTq SIS
e A B Al T wrHlt eetarsst | ASf S EeRdt 21 ASh T Al 1 S S T SR STTER
TRl o AT 9T 2L FI SAFaTE fefarm el

[TITH. $-11012/2/72- T.4T. Tehah &7 16-9-1972]
[T.ATH. 13017/2/88- TWHT.(T), femieh 20-6-1988]
[FTATH. 14012/11/87- THT.(T), fiah 1-7-1988]

8.1.1 TATHT Haleft STt ohl O ol o foTg Srenfoen saerea|

T faum, e dfedteE M @eT denl W RmiHe s/ fermTy/
rehTatl/ e /ETaHT § TSI Hefell 9at (His/ I ATaTE ATUFRT, HeTswh/ 3/ 6T Haxeh
HIT awTeR) WX YR/ TTTARoT STTe ST aTRrcel STrdT &) Sat H STeTT-3TeHT & o ek Tal i T/
CTCl ST o ST Het & ITiet et § SHT-He 0 STH 2 T8d 8 31 SATenTiat i Sucreearn
o TR W 3 AU T HRATS b1 STt 2] T Y, Fart o % v Nk T8 S &)

2. 3O EEY H 99 TR I TSTHTST T o Tk - & T Sehfeash sqaeernstl w fo=m
ToRarT T FoTerr TSTITST |alT Hat o STT-STHT HTER hiierd, SOt STTavaehdT ST i sht Tehfd
& SR I, =F Ul o HTUeT S TSI formT g7 uel sl FHarfid &9 @ 9 ST doh, Sehi{edeh sgaeel
L TR T

3. It o ATeATeh W HaATer/ foram/ fenrany/smater/ gmea & fore fmfefad saaeed Suetsy §-
() % TN § HATHE T FHIHent T HAT, TSR 3 STLTR T RHLIGTAT o &9 F TH T ST Fhelt
| ITh! TATAT o A o TIq =21 forvr, for wATery o e JToe iget HEAT 3-25/2020-5-
11T f&=ieh 09 feweI, 2020 T 2 | T ST HehelT 21

(@) g TR g ST arr forfig fram, 2017 ot aag gwer o sl s st o6 arer s
7T, AT Y& (service provider)/ TSI o HTEIH ¥ Fifesd ST ITH A (3T3HY ) T fomm
[EDIESIRCTIR

(M) IR FE, B At T 1 e ek U FET ST EhdT 8| I8 SHaET 3
Tl § ot IS ST kel § FSH T et ug gied A2 €| 39 Helg § TSI formT o
FETAT JOT T 13011/1/2009-T.T. (L) &6 11.11.2011, T&AT-13034/2/201 8/TSTHTST
i femieh 15 7S, 2018 AT UE&AT-13034/2/201 8/ AT/ feieh 24 s, 2018 H qTRAAHeh i
T U T gEAr & T 2| Eeiferd wrerdl/ oy srEieEl § STate sl sl dichTicTshdl 31T
HTITIHAT b S T A &L ITIATS ST Hehel| 2
() et H sttt warerl/ Tt wrterEt i glaen % o, e erEe S & e g
TSI oI o SAFeTeehi ol Teh Ul AR UM €1 Ul § STt STJeTesh |, S0t STTareshal
HI ST T ITYTHAT T o W18, IFIATE 1 FHAT ST Fhell 2| HTAEH I HALTE Hrd h
TR AT HaT/H IRt o Hete & TSrATST frwT 3t i ifieRt e enth 39 Hee # wrtae- 1l
STV, TSTHTNT fersITTT T et SO AT 12019/01/202 1 -TISTHTST (3h1.-2) SR fohalm 72T &)
TEAT-14013/09/2022-T<re( )
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8.2 Hindi translation of non-statutory Procedural Literature and coordination
thereof

Ministries/Departments should prepare a complete list of non-statutory Procedural
Literature published by them and other offices under their control. Publications which
have been translated into Hindi should be published in bilingual form and remaining
should be sent to the Central Translation Bureau (Dep. of (. L.) for translation. For this
purpose. the responsibility for coordinating this work should be assigned to an
administrative section so that the work may be attended to expeditiously and its progress
can be watched. The Central Translation Bureau will correspond with the administrative

section so nominated.
[O.M. No. 26 16/71 O.L... Dated 7-12-1971]

[O. M. No. E-11021/2/72-0O.L.cell, Dated 16-9-1972]
8.3 Arrangement for getting the translation work, done on honorarium basis where
there is no staff for translation

In the offices. where there is no post of Hindi Officer or Hindi Translator etc. the
translation from English to Hindi or vice-versa. when necessary. may be got done through
some competent person in the concerned offices by paying an honorarium. For translation
from English to Hindi and Hindi to English honorarium may be paid at the rate of Rs. 15
per thousand words for ordinary material and Rs. 20 per thousand words for technical
material including manuals. codes, etc. Translation work can also be entrusted to
employees of the other Central Govt. offices at the above rates. Non-officials should not
however, be engaged for translation work. Such arrangement may remain in force till
Hindi Officer or Hindi Translator(s) are appointed.

8.3.1. It is necessary to guard against the misuse of the provision for the grant of such
honorarium. The following points may be kept in mind while granting the honorarium:-

(1) Honorartum may be granted in respect of the translation of papers related to
inter-departmental inter-office correspondence.

(2) The lead of Office should certify that the translation was absolutely necessary
and that the number of words for which honorarium is being claimed were actually
translated.

(3) The person attending to this work on honorarium basis will be doing this work
in addition to his normal official duties.

(4) The office concerned will prepare from among its employees a panel of persons
capable of doing such work.

8.3.2 If in any office there is no such employee who has knowledge of both Hindi and
English and could do translation work, a person who has knowledge of both the languages
and who could do translation from one language to another may he appointed against a
vacant post or taken on transfer from another office. Such employee may be imparted
training in translation in Central Translation Bureau on priority basis. While sending their
names to the Bureau, it should he clearly mentioned that he has been appointed under O.

M. No. 13035/12/87, dated 15-9-1987.
[0. M. No.-I/13017/13/75- O.L. (C) dated 21-7-76]
[0. M. No. 20013/2/77- O.L. (C) dated 15-10-79]
[0.M.No.13035/12/87- O.L. (C) dated 15-9-1987]
[0.M.No.13017/3/87- O.L. (C) dated 19-7-1988]
[0.M.No. 11/13017/2/89- O.L. (C) dated 20-11-1991]
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e sht ot greft dam ) 5 serrert a1 feédt srgae 2 gen €, 3¢ fgwiitves w o Suamd i 2
! et S1gae o foTT sl SAgaTe S (TSTHTT forwmn) § 9| 36 ol oh ToTQ wreer ot s fohet
ST SFATT 1 ET {2 ST foreet el et & 21 3 ST SATehT ST ekl ey 3Tame s
T forg QW& SITAfeh STTT & 7 SR 4|

[FIITH. 26/46/71- WAL, &7k 7-12-1971]
[T.ITH. $-11021/2/72- T.4T. Tehah &7 16-9-1972]

8.3 &t TG o ToTg hig HHART T & TET AT o ATUR W ATATE A HIAT

TS shrafert # fedt stfererrl) = feel srgaess S11fe 1 1S Ue el € a8l Shetd g ot JHUsh
¥ et o &t & Sii o o1ae, FRied  fohdl =1 ATt § Aed oot e foran Sy et &
FHUS SR ST @ &t # " werr st |t & Sare % fg 15 29 ufd o &SR wweq qun
qepteht SeRr ol Tt o forg fores figerer, whie aife wftmford €, 20 w90 wit T &SR 3ree i X &
T T ST 36 W a7 A S fafad ares it ¥ W wsifa wrtes % stfafan s S
HTHR o ATl o AT 8 Wl TR ST HehdT € Tiq - saftnall § 1 En Sy 98 Yoy
Tl o ORI SITU, ST Ao e W et STfrehrl A S1gatesh i fafh == a1 S|

8.3.1 T8 ST &  fof 30 WehR fT ST dTet HIed 6T GEUIT 7 €| "o od @y fretferfiad ard
I § Tl ST :-

(1) I8 A AU/ SAHRIRE TR MM § Hefia SHursdi & a1 o o
ST

(2) AT T STEAL T THTIG Y fof ITTATE AT foleapel STt ofT 37X AT # 3o ITeaf b
3FTae fopar I &, forreh fofg s =i < < 2

(3) T STk AT % ML UL T 1T T I8 S8 AT TLhRT T o STATET 2Tl

(4) 38 T FETera T a0 SREAT BT Ued ST ST ST SET Hrterd H 1 Hd 8

8.3.2 afe =g T sFHe forelt shrarfera & 7 &1 ot fdt ofi st QT omett o1 9 & 37K SteTe
o1 19 L Feh Al FeT o el Ttk 9€ T Uoh UH SAfch b1 IR R foam STQ o q|e e |
TYTATAROT O < o ST STt STt 371 et AT HToTe STaT 81 7R ek WIS & e Wit H FmE
FhelT Bl UH FHATIET T hel STTATE S H STATE T AIRIE0T SeAfiyeh STeR 01 feam Smw) =l b
T ASTd EHT AT T Jooie [T Y fo Sgehl ek faish 15-9-1987 o . FM. €. 13035/12/87
& e T R

[FT.IE.-11/13017/13/75- AT, () &A1 21-7-76]
[SRT.ITE. 20013/2/77- TAT. (1) et 15-10-79]
[T.ITH. 13035/12/87- TAT. () Tk 15-9-1987]
[FT.ITH. -13017/3/87- T.HT. () &A1 19-7-1988]
[T, 11/13017/2/89- T. 4. () feish 20-11-1991]
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8.3.3. Such persons who already know Hindi or have acquired the working knowledge of
Hindi by virtue of having passed Hindi examinations should not normally require
translation from Hindi to English. Attempt should be made to see that the letters required
to he issued in Hindi are drafted originally in Hindi by the Hindi knowing staff and
officers. It would be necessary to undertake the translation work only where there is
difficulty in drafting originally in Hindi or when some letter, circular, memo. etc. is
required to be issued both in English and Hindi.

8.4 Regarding Remuneration / Honorarium for translation work from English to
Hindi and vice-versa.

Regarding payment of remuneration for translation work from English to Hindi and
vice-versa, these orders are being issued in supersession of Department of Official
Language's Office Memorandum No. 13017/2/96-0.L.(Policy/Coord) dated 25.02.2005.
and OM No.13017/1/2010-O.L.( Policy/Coord) dated 21/26 July, 2010. According to the
provisions of Official Language Act, 1963 and Official Language Rules, 1976 and orders
issued under them from time to time, bilingualism is required for many tasks whereas
many tasks are to be performed in Hindi only. Due to the problem of translation in many
offices, these orders are not being complied with smoothly. After considering various
aspects of this problem, it has been decided that in Central Government offices where there
are no translators or existing translators are not able to do the work due to excess
translation work it should be got done on remuneration basis and the rates of remuneration
should be kept attractive. The new rates of remuneration for all types of translation work
including translation work of technical nature of codes, manuals, etc. will be Rs.250/- per
thousand words.

2 The following things should be kept in mind while sanctioning the remuneration/
honorarium:-

(a) Translation work can be done by retired officers, or officers /employees of other
offices. For this, it would be appropriate that each office should keep a panel of qualified
persons ready.

(b) The translation work should be entrusted with a view that it should not hamper the
efficient discharge of their normal official duties and responsibilities persons concerned.

(c) Translation work should not be got done on the basis of remuneration from the officials
related to Hindi.

(d) The Head of the Department should certify that it was necessary to get the translation
done and that the number of words have actually been translated for which the
remuneration is being sanctioned.

(e) The expenditure on this remuneration / honorarium approved will be done by the
concerned office from its approved budget.

(f) Persons who already know Hindi or who have acquired a working knowledge of Hindi
by passing the test of Hindi, should not ordinarily require translation from Hindi to
English. Efforts should be made that the drafts of letters which are to be sent in Hindi
should be prepared by Hindi-knowing officers and employees, originally in Hindi only.
Where there is difficulty in doing so or if a letter, circular etc. is to be issued in both Hindi
and English languages, then only translation should be resorted to.
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8.3.3 ST =fxh uget @ & f&dt Sa & At foreeie et it wdeqr urer sheek &) a1 shrdameres 319 919 o
fora 8, 3= amTIa: et & SHUST e i SEd Tel g Aoy FHIfRT 78 3 ST foh Si o féet
ST & 3o T Tt S aet stferert it et e w0 & fédt & € G i STet O e 1
IS B AT IS T, T, O AT & TR SAUSH ST ATTAT 8 Y AT &1 AT SIS 1 F@
SEEIRS EXGR |

8.4 SOt & TRt ofie fedht & afuielt 7 argams wmd o forg urferfires / wrea & wafer

HUSH & Tt 3 &t & SO 7 S1gang sl o foTg uriestie o o wsie H T forwm o
fedis 25.02.2005 % FEleE IO €. 13017/2/96-TAT. (FOW0) T 21/26 JATE, 2010 *
FLALH.13017/1/2010-T0.47.(F.9.) T SATRIHHTT LA T AT T TR 511 1@ 21 T saferfm,
1963 AT TSTHTNT I, 1976 % STEET T 376k STl SHI-8HT W ST fohT T SATaRT & STTER
% 11 A Tedt 3T ST ST & wToret o1 SR foRam ST © et % Rl sk fédt H & for ST &)
% AT H STATE 3hT THET 3 0T 37 TR T STTUTCH FaTe &9 § T 81 o7 &7 21 39 qoe
o foafir Teqettl T o &t o 918 9% a9 Foralm T & o6 o TR o shraterlt, fomm 1gamash
g Tl & A1 S S1aTe sl o HAereRdT 3l aTe | SUCTeY Saash TS i O e L uTd, FEi
HLETE 1 TR % HTUR T HLEET S qAT ariesrie i 3t frerdeh @il S| wfgarst, fm
TEcehl, 3T(S o Tehfiehl TI&T o STIA1E 1l Hied @t Jeh o ALaTe i shi ariesrfien st 7% &t

O

300/- FIT Y TR 316¢ < B
2. fesfireR/mTeE wiehd s ge FefaRad and e & et s

() IFATE 1 Tl e a1 qHL FRier o SAferenl/HH=El 8 FEmET ST ekl 8] 386 g
3 AT oh Tish ST 379 IgT A SAThal ol IeT IR |

(@) TG 1 39 1 1 LA H [ §C W1 STHT =AY ok g Heferd SAThAT shl QHIRT TR
LT AT STETRICET o FHRICTAT T A § arereh = 2l

() T&<t & weifera waTieremTie & wTistfire o STTUR W 3TaTE T8l T Sy

(=) fermmrearey g ST SRt foh TaTe SHEaT STTevae ofT iR ATEdd H I Weal 1 SIS foha
eyt freres fore anfenrfiren weiera o st e 2

(2.) 39 TRTHeR/HTeT W I Te T Helford shiaier g 319 Tiehd seie § ferarm S|

() S ATk Tect ¥ & B Ia € a1 ey &t i adtear o sntes et a1 swrdamees I 9| o
fora 2, 3w féet & SIS s1ane i Treraehar Ael eHT =y e 8 foham ST foh ST o
f&dt 1 T € 3o wile feal ST oot AR STR =t qet &9 ¢ féet 7 € R ) sret uem s
T TS BT AT I3 T, TR TS FEaT-FUST SHT Wit § Sy ST 21 vl STaTe 1 WerT foram
)
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(g) As per Department of Personnel and Training OM No. 17011/3/97-Estt.(Allowances)
dated 17.07.1998. the maximum limit of honorarium is Rs.5000/- annually.

3. Translation work can be got done by Translators employed in the Central Translation
Bureau, where translation of various non-statutory Procedural Literature like manuals,
codes and forms etc. of various Ministries/Departments/Bodies and Offices is done or by
translators outside bureau like serving or retired Translators / Translation Officers / Hindi
officers and experienced government and non-government persons related to translation
work or translation training. If necessary, various Ministries / Departments / Offices can
also make a panel of eligible persons / Non-government persons retired from Government
service and get the translation done by paying remuneration at the above rate.

4. The amount payable to retired eligible persons for translation work is not honorarium
but remuneration, therefore, the honorarium limit of the Department of Personnel and
Training Department's Office Memorandum dated 17.07.1998 will not be applicable on the
amount given to retired eligible persons for translation work.

5. This rate will be subject to the following guidelines:-

(1) The rate of Rs.300/- per page will be as a reserve rate. If man power is required for
translation work, it will be outsourced as per the provisions of GFR-2017.

(i1) Availability of budget and permission of the competent authority will be taken.
.In view of the above, it is clarified that 300 words may be counted in a standard page. Rs.

300/- per page translation rate includes translation, typing and Vetting work.

[OM No 13017/2/89-O.L. (C), dated 29-12-1993]

[OM No 13017/2/89-O.L. (C), dated 20-11-1994]

[0.M. No. 13011/1/2009-O.L.(Policy/ Co-ord) dated the 11.11.2011]
[O.M. No. 13034/2/2018/0.L./Policy Dated the 15.5.2018]

[O.M. No. 13034/2/2018/0.L./Policy Dated the 24.7.2018]

8.5 Provision of compulsory training in translation for the staff engaged on
translation work

Three months Translation Training Course conducted by Central Translation
Bureau is compulsory for all the employees of Ministries/ Departments of Central Govt.
connected with translation work. All offices should send a list of the staff engaged on
translation work to Director, Central Translation Bureau and get them trained in batches.
Besides Delhi, arrangements for this training have also been made at Mumbai, Bangalore
and Calcutta. As such employees can be got trained at a centre near to their place of work.
Since the duration of training is more than 45 days, substitutes may be appointed against
the vacant posts. All the officer and staff engaged in or connected with translation work in
various Public Sector Undertakings and Nationalised Banks too, irrespective of their
designation may be nominated for the translation training imparted by the Central

Translation Bureau.
[O.M. No. 11/13017/12/75-0.L.. (C). dated 5-5-1976]
[OM No 11024/33/74-01. (C), dated 24-6-1976]
[0.M. No. 13011/11/85-0.1. (C), dated 29-7-1985]
[0.M. No. 13017/6/87-O.L.. (C), dated 18-11-1987]
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() FfHeR S FfRTeTor formT o fadish 17.07.1998 % SHLILH. 17011/3/97-F0T. (1) & ATHR AT
& fererem diaT URT 5000/-8. gfad 21

3. RS ETE U, S8 fatie werer/ o/ eRTa qerm srtera o A, Efearstt o et
i o farfere sraiforterss sl fafer afec w1 sgeme foram STaT €, # S1aTe il # i q91 sl o
SITeX o SIATEeh! SIH Hritd qer arT-feae tfaresh/3tare stfeehry/feat tfererrl o Sfare il
AT ITETE TR0 & Torg, Tl Tk v R — TR Sfh & Wehd @, 3 ST HETT ST Wk B
JTaweRal g TR =T e / fowmt / swries off 9t |eT § dar-Head 9 st/ AR-aehr
SATRRAT 3T e ST L ST h G UTISTHeR St ST STATE Y el ohd 8

4.  TATHED AT ATHAT ST STETE M FUH T TR o T THeT T SRt TTieafie 8 31a:
HATHET AT SATHAT T STTATE i o A S ST AT TRT 9T iR ST TIRTEA0T T o6 et
o fEATeF 17.07.1998 3 Hesr ST ry A&t grfil

5. 317G 3 &L FreAfeTad fowm-frastt o 3Tef g

i w9T 300/- i I8 A T N & w9 H gl Ffe gaTe e o T 8 orert A Srrarggshar
2T 2 A W GFR — 2017 % VTG & SFTAR SSHI fohaT ST

ii. SISTE 2l JUCTSLIAT oI HeTH STTereh R 2ht STaf ot Sarfi)

6. T Wk I8 H 300 W1eg 1 S1¢) 2. 300/- HIAYS SIJa1G hl X H FFATe, Tohor AR G0 shref
ymfiret &

[T.ITE. 13017/2/89- AT, () feies 29-12-1993]

[FT.ITE. 11/13017/2/89- T.4T. (1) f&mieh 20-11-94]

1. I E. 13011/1/2009-T0.491.(F1.8.) f&ie6 11.11.2011

HTIT. . 13034/2/2018-T0.41. /AAfer famias 15.5.2018

1. 0. G, 13034/2/2018/7.97./Aifer femies 24.7.2018

8.5 AATATE | Haifera sHerTia/srgaraent o forg srframd srgare witreror

FE TIATE U HT 3 HEH T STATE TRTEVT TTSIHH FET TR o HaATerd/formif
IFATE W Hsiere Gt =il o e et 81 @it shraiory s1gee sl | Heiferd e <t o=t
fewren, shelier STgeTe U s Us A SRS 378 TIR7eror foetand| g SiRreqor i e faeett
AT HTS, SRR o sherehell H oft 36T 1 18 €1 36 TohR FHHATT okl S0 HIHEAH o6 Fohe g T
SITRTEAOT [T ST Hehell | AT ARTET0T 6T Sty 45 fo & ek & a1 Qe SeTel W gasht e g
ST Hehd 8| haid TS YU FNT T ST & STFaITe THRNEA07 oh foaq ferfire weehmlt Skt 3T Tedierha
Sfhi 1 T 3TFATE R H A G AT I8Y g T AR /=TI i o Ao fopa S, = 396
T % i I 7 2|

[T, 11/13017/12/75- WAT. () feteh 5-5-76]
[T.SH. 11024/33/74- AT () femtie 24-6-1976]
[STITE. 13011/11/85- T.HT. () fertier 29-7-1985]

[hT.S.H. §-13017/6/87- T.4T. () fertieh 18-11-1987]
[RS8, §-13017/3/87- T.AT. () fertieh 19-7-1988]
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8.6 Condensed Training Course in translation

The number of posts of translators in Central Government is continuously
increasing but due to limited facilities for training in translation it will take quite a long
time to get all the employees engaged on translation work trained in three months
translation training course. Accordingly a condensed course in translation (Seven working
days) is being conducted for those employees engaged on translation work who could not
so far avail of the facility of three months training course for one reason or the other. In
this course. employees are trained in the principles, processes and techniques of
translation. functional language. noting and drafting etc. It will give the employee not only
insight into the intricacies of translation but will also enable them to do the translation
work more efficiently. Ministries/Departments should provide to the Director, Central
Translation Bureau a list of such translators and translation officers engaged on translation
work in their offices and their attached & subordinate offices. public undertakings etc. who
are got to be trained and who could be spared for seven days condensed training course.
On receipt of an intimation regarding a condensed course. they should nominate such

employees for training.
[O.M. No. 13011/11/85-0.1.. (C). dated 29-7-1985]

8.7 Use of simple Hindi in official work-preparation of original drafts in Hindi

Hindi to be used in official work should be simple and easily intelligible and not

complex and cumbersome. It would be useful if the following points in this regard are
borne in mind:-
(1) Simple Hindi should be used in writing notes and letters so that it is easily understood
by all. For communicating one's views to others it is not enough that the writer himself
should understand what has been written, rather. it is more important that the reader should
understand what the writer actually wishes to convey.

(2) Only those words which are commonly understood should be increasingly used in
official work and there should be no hesitation whatsoever in using popular words of other
languages.

(3) Wherever is felt that the reader may find it difficult to understand a particular technical
word or designation in Hindi. it would be helpful if its English equivalent is also written in
bracket. At times those who are well versed in Hindi. do not realise the difficulty of those
who have acquired a medium of knowledge of Hindi only recently. They should fully
appreciate the difficulties of newly trained persons and should resist the temptation of
displaying their scholarship.

(4) Instead of rendering artificial translation of English names of modern gadgets various
components and other articles of the new era which are commonly understood, it may be
in the interest of all concerned if for the present the original names are written in
Devanagari script. As more and more people acquire greater proficiency in Hindi, the
authorized terms, in the natural process, would of their own, gain fluency.

(5) While writing Hindi, efforts should be made to write Hindi and not Sanskrit or English
in Devanagari script. In other words, the syntax of Hindi should conform to its genius and
it would not be proper if it becomes a collection of difficult compound words of Sanskrit
or merely an inept translation of the original in English. Instead of preparing the draft in
English in the first instance and then rendering its Hindi translation. it would be better if
the draft is originally prepared in Hindi, and that too in conformity with the genius of
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8.6 JTTATS WTITETUT T WErH TTGTHH

FET AR T STHATERT o URT hl WA 7 AT g W 2 i SATATE NiRTev i gion wifia
B o HROT TS FE 8 7 Gt i 1 A TE o STaTe Sirer Rl § aivieer o §
SHIthT TH T SFIATE H o ST =t hwll aofe & i He o TiRTeIr qIgashd i A1 Fei 337
Heh Soh ToTT s TS YU G ek HiaTH ST ISAohH <ol ST T81 € Sl Aid e ieadi ol 2|
TH HHATIAT I TG & (4gTd, ITh! STHRAT, IEeh qehei1ehl, SrTerd = HTNT, feouur qorm T
31T o1 Sireror fea it @ e e 1 s1gare sl 7 fawi g ficetht & s s1gane e =l
TRk FRTAT o AT F AT HATH/ T HFETE S O A e HRITerl ST U Helg, qq1
HEITE FHTATTRIT TT ASSIoh & % IUHAT TG & UH A qAT STATE Serhiiear i geft
freTen, 5 STaTe S 1 Iueed FAT e 31+t e Fare fvrefor v e foram @ e g 7
Tt o wiferm wikreror qTeashd o foTq s forarm ST HerdT & ST U8 e ohi forelt diers araasen
o o T firer o sikreror & forg i 4

[SRTSTE. 13011/11/85- THT. () fertieh 29-7-1985]

8.7 FRERTT HTHERTST H T fedt T T, wete 0o &0 § & & tam &

HEHRT FHAIS H FEAAT ohl ST STl [Ea1 et TR ey gt =gy, et 1 sttt Teil
36 iy § A fore qET oAt e 8 Tt U e -
(1) e foEa o o oo foras o wxer Tt a1 & s foram st =i arfer <8 aeft st &
HHE Heh| AT ST GEL ok Tg= o fo1q forch 3o €1 shreht el ® foh forr et ge & wwer Wk
Tor So o foram 2, St 718 R for ue aret ot of e 1 o1 S fop e1iRan forem aet sher /=
TEdT 2
(2) ORI HM H STHEEH YT T SATET WA fohar ST =1fen 3 forerd arch qadl sl
Tt Teat ot SN A 7 sy off s 1t Bt =R
(3) et wdl ot 7% o foh ug aret b & ° fora foreft qepeeht Teg o1 UeA™ (SfmE)
TS T ST B Hehdl 2, 8T 36 Y162 AT USHTH o |19 higeh H IS ®qiat ot forg <=1 su=if
BT T2 o=t TRt ot @ 3 hftamdt I AT 9 ShTSTS e EHet UTd el a1yt BTt €1 F o
a5 fedt Wil @ U/ AN bl 37 AQIRIET! ol FHSATS T T LI WHT =R, TR 0 "wifee &
&I ST AT LT AT A1)
(4) AT FAT, TE-AE o TSl TR 7Y ST T =i 6 SIS oh AT T=ford 2, ST i
ITATE LA i AT 376 (AT Hel TG H & qarRy ety & forem et o fed # gl Se-si &
Tt o a1k 2e7 B SITET, A4 Tk TR TR o STTAR ARshaw 3168 70 T =iferd &1

ESE Ll

(5) Tt foraa aeh fet foramt o1 shifimer E, 7 Ot weapd STR Jemmrdy foafy o Sfarstt & aroria &t
T AR T Saeht el o SFTET & T SR 7N 78 3ieh T2 €T ok 9% Wehd o 3&% qued
e fo LT &1 AT SHUSH H T AT HTATE | SIS § HHIET foRg X 3eeht Tt 7 HAFame o o
SIS &R A BT Toh weiteT g &9 & &t fédt § qam fopam S, of o oft fédt ot wepfar o arqem
T A & T 7 Fah ST gRit ST 3ew T ST, afeen sfter-sfier 7 a1 e Wi %
SEQHTE o SITaIS[G oI Tesl et vl ol T o AT Fehl
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Hindi. By doing this, the language would not only be natural and have fluency but it would
be easily intelligible to all despite the use of some new or unfamiliar words

(6) 1) Bridge the gap between official Hindi and social Hindi.
i1) Adopt appropriate words from other languages in Hindi.
ii1) Find ten good words from other Indian languages each and add to Hindi language

iv) It should be ensured that the language of translation is kept simple.
v) Measures should be taken to enrich Hindi with other languages of the country.

(7) There is a great need to motivate the subordinate officers/employees to do
official work in Hindi originally. While preparing the original draft, popular words
of other languages like Urdu, English and other provincial languages should also be
used in it as per the requirement so that Hindi can be easily understood by the
common people.

[O.M. No. 11/13034/23/75-0O.L. (C). dated 17-3-1976]
[OM No 13017/1/88-O.L.. (C). dated 27-4-1988]
[D.O. Letter No. 14013/01/2020-O.L. (Policy) dated 17.9.2020]

8.8 Uniformity in administrative and legal terminology

(1) Hindi equivalents of administrative, scientific and technical terms should be taken from
the glossaries prepared by the commission for scientific and technical terminology,
Ramakrishna Puram. New Delhi under the Department of Education. Hindi equivalents for
legal affairs may be taken from the glossaries prepared by the Legislative Department
(Official Language wing) of the Ministry of Law

(2) Hindi equivalents of technical terms which have not been included by the Commission
for Scientific and Technical Terminology in any of their glossaries, may be evolved. With
a view to co-ordinating different terminologies. directions have been issued that prior
approval of the Commission should be obtained before issue of such terminologies. While
doing so. only Ethos terms should he sent for approval of the Commission which have not
been evolved by them earlier. instead of the whole compilation. If there is any practical
difficulty in sending only the new terms separately. then such terms should be marked so
that the suitability of only marked terms is considered by the Commission. This will result
in early approval of the departmental terminology by the Commission and the process will
save time of the concerned officers. TOM No 11014/3/76-R & A Unit, dated 27-4-1978,

[OM No .: 11034/3/76-R & A Unit, dated 27-4-1978]
[OM No .: 11034/8/87-R & A Unit, dated 23-9-1987]
[OM No 11034/8/87-R & A dt., 21-6-1988]

8.9 Statutory translation by Public Sector Undertakings etc.—clarification

While considering the recommendation regarding translation of statutory literature
of Public Sector Undertakings, it was decided as per the Presidential order dated 30.12.88
on the first volume of the Report of the Committee of Parliament on Official Language
that the Official Language Wing of the Legislative Department is meant for translation
of statutory material of Govt. Departments and Offices only. Banks, insurance companies
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(6) 1) TR Tt T wrnfoTen et v 3ia v Y

i) TE AT o 37 Y1eal T Tt # Teor i)

iii) GELT WY H TH-38 3T Ioal bl WISt & | 8 S|

iv) FTETE sht WINT B G e =fen

v) 39T T T & Tt ot 3R 3T T foRa ST weha ®, 3Heh 3UT foRu ST

(7) O RS ol & 1 9 & 8 F 6 T srefiaeer stftepiici/smwi=mia st Iia e 6
Tt ST Bl wwﬁqﬁawmwwﬁmwﬁréﬁ?& ST 3T 3= Wi
Wﬁ%mwﬁmmﬁmmﬁ%ﬁmm%mmﬁm
T 3T STt ATST S Fehl

[ST.ATH. 11/13034/23/75- T, (1) Ttk 17-3-1976]
[T.ITH. 13017/1/88- WM. () femieh 27-4-1985]
STIM. W F. 14013/01/2020 T4, (Fifer) 17-09-2020]

8.8 TTTE TR qT fafares yregTaeit #§ Teh&adr

(1) ST, AT 3T qehieht S1eal o feet uate e favmr & stefi wifea Senfier it
{1l STSRTarcT ST, THeFITGH, 7% foweft g qom fofe e wreaenrett & forg <imd) farfér wefef it
% foru &t vt farfer tometa & faremet fasymr (oermer ©@ig) 510 9w fore 7T srseenisT & o i)

@  fom et vreet o &) vatar otaft Seiaes qem der-ieht Srecract ST 3 foreft sreereedt |
T2 BUaTT 7, 3o it vty ST 5t wehd 8| fafiT seerafert & wmeae & Seva @ T fdw fig e €
o UEt wreaTaforat STRY it & Tt AT QT qehrTehl STsaTact! STRINT § SATAITed e foram S|
T A FH AR ASITET ohl ST haret a1 IToaT 3l SR § STTAITS Fa o T ST ST ST
HATANT EIT T SHTC 7T 2| AT TR G & haled TU W6aT hl Gl WS H 1S HiSTS &l Al forwiT
R &S T8 Yreararelt U W1ea1 W 1S foreg @t fomim ST anfe STinT o Sharet 3+ wreat ot SoRgRhaT
T feraT fora S1TQ) e S € ForTT ST ST ST L@t TeaTaferait bt ST T STHIGH Sl &l Jel
I T | Fsiferd SAferenTin ot amr oft saef 7w 7= B

[FTITH. 11014/3/76- 3. T, weheh, fedieh 27-4-1978)
[T -11034/8/87- 3. 7. wareh, femiar 23-9-1987]
[FT.ITH. 11034/8/87- 31. T, wapeh, femiar 21-6-1988]

8.9 TEI(eh IUshAT ATfe FIT forfares ergame—wasteRtur

TS TreraTsT Tt 3 gfaee & g @ W i 30.12.1988 @t STRT Tsedfe Sft & et
T IwskAT o forferer wnfeea 1 srae forvren Rl W forem shtd gu arg Frofar foram mam fop feremett
TorTeT =BT TSI EE skt R ot ST srrrferat o faferen stgame srl o forg 21 sfehi, sftem
AT HIT g SURAT shi AT Tfereh Hfeed oh ATeTE ohl A1 T et =1fey) forermft feremr o1
ST TS 39k ATIERI o (T8 & WIAeh TTeY T 3tk ot STR farfer SATRepTiet o SiRrear o ferg
T ST T AT SR UM Bl IHH, STk FTT I8 el TRt FTAT ARSI 7 8, o g
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and large undertakings should make their own arrangements for translation of statutory
material. The Official Language Wing of Legislative Department will prepare and
provide some standard drafts for their guidance and also extend its full co-operation for
the training of law officers. For smaller undertakings, for whom it is not feasible to
make this arrangement, the Bureau of Public Enterprises may make requisite
arrangements through the Standing Conference on Public Enterprises or by some other
means.

2. The Official Language Wing of the Legislative Department was consulted on the
subject as to how to certify the authenticity of Hindi translation of Legal documents
rendered by the Public Sector Undertakings etc. Legislative Department have informed
that the standard Hindi drafts on different statutory documents like agreements,
contracts etc. have been published by them. These are the authentic Hindi translation and
can be helpful in Hindi translation and vetting of different documents. Assistance will be
provided by the Official Languages Wing of the Legislative Department for preparing
Hindi text of such statutory documents, whose Hindi text can not be prepared with the
help of the standard drafts already published.

0O.M. No. 13017/1/2000-O.L. (P&C), dated 2.5.2000
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S SHEET o Yo Wik SEW SqU, TS hithe S ufecish TeTgiort o Aread & a1 foreft 3ii
TR §

2. |ESA(eh IUshHT 31T H ST Farfereh SEdTest AT 81 &, 37k [eal STATE shi NTHTIOTRAT SeTiud el
1 ST, 3 foreer o ferermeft forwmr 36 Trervimer we & vt fopem wrem feremeft ferm g wfera foram
2 for 379 g farfir=t farfRrer ewamasi S8 s, wfarerett snfe & e &t grew wefie frg e 8 3
AferTora fédt s1ame 21 St werar & fafie awdrest o fidt atgane SfR ferefte o6 S weRdt 21
U farferen gdrarsT S 59 forerspet et o o & 3T fomet féel wig o wenrfRra #ieh STt sh
FEHAT ¥ QIR & foham ST Hehar, o &t U8 R e o foremft forvmr & wotvmeT @ g weran
&M Y SITar|

AT, To 13017/1/2000-T0.97 (ifer et wwear), fomier 2 w18, 2000
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CHAPTER 9
USE OF HINDI IN RECRUITMENT AND DEPARTMENTAL
EXAMINATIONS

9.1 Use of Hindi in in-service departmental and promotional examinations.

The optional use of Hindi as alternative medium should be allowed and question
papers be prepared in both the languages (Hindi and English) in all in service departmental
and promotional examinations (including All India examinations) of all
Ministries/Departments and their attached and subordinate offices and corporations.
Undertakings. Banks etc. owned or controlled by the Central Government. Where an

interview is to be held. Candidates may be allowed the option to answer in Hindi
[OM No 14012/11/87-0.L. (C) dated 21-9-1987

9.2 Optional use of Hindi as medium of examination for recruitment

The optional use of Hindi as alternative medium in examinations conducted on
regional or local basis for direct recruitment to Services and posts in the subordinate
offices of the Govt. of India may be allowed in the manner indicated below:

(a) In respect of examinations conducted for recruitment to non-technical subordinate
posts under Central Government, candidates may be allowed the option to answer all
papers either in Hindi or in English except the paper on General English

(b) In respect of examinations for technical posts also candidates may be allowed to
answer papers either in Hindi or in English. However. if same paper is on a highly
technical subject and the concerned Ministries/Departments do not consider it feasible
to allow the optional use of Hindi for answering the said paper. The final decision in
those respect should be taken in consultation with the Department of Official Language.
(c) There should be a compulsory paper in English in all these examinations.

(d) To begin with, The above decision may be made applicable to examinations for
recruitment in Central Government offices located in Hindi speaking States.

(e) Arrangements may be made for printing of question papers in these area both in
Hindi and English .

(f) Where an interview or oral test is held for such post the candidates may be allowed
the option to answer in Hindi.

9.2.1. These orders shall also apply to the offices located in Hindi speaking states of all the

Government undertakings, banks etc. owned or controlled by the Central Government.
[OM No 1/14012/4/75-O.L. (C). dated 6-1-1976]
[OM No 14012/6/87-011. (C), dated 21-5-1987]

9.2.2 The optional use of Hindi be permitted in the examinations conducted on regional or
local basis for direct recruitment to the services and the posts of the subordinate offices of
the Central Government and Undertakings owned or controlled by the Central Govt. Banks
etc. located in 'B' Region viz., the States of Gujarat, Maharashtra and Punjab and the
Union Territory of Chandigarh, in the same way as is allowed for subordinate offices in

Region 'A' vide O. M. dated 6th Jan. 1976.
[OM No 14012/6/87-O.L.. (C) dated 16-2-1988]

124



T 9

et SR forwmita adterrett @ f&dt ot s

9.1 ITRTA TTHTIT qUT UGt udrerredt # f&at st =T

T TR ft HATer/ T qen SH Helg 3T ATy HEierdl a9 el TN &
Tatfirea & a1 ol e, suskdt, St anfe § ot Saremrelia faita qerm ge=fe avemaet &
(ARG R T shT TIeTaAt Fiea) TR i TH-T1 o I et § +ff o o1 e & Sy -
AT ATTr (R ST SIS § IR R S0 STet |ieiehi fofam ST &1, agt off w8l o S G 7
A P A Y

[RS8, 14012/11/87-T.8T. (), f&ieh 21-9-1987]

9.2 et gdrerrent # f&t wream vt Ufewe wanT
I TR o TETEY FHrafera i Faret 3 val § €ieft st o fow &t = T smem
T AT ST ATt TRersAl H ofehfoush ATead o &9 H f&dt o Ufoash S sht st e e &t S -
(%) HETT TR o TT-dqehmileht STefiaeer et shi vt udieqret o wdienfera st fodh siiet gherar
T Ul BigeRt 311 Tt vt o St fEdt a1era st & 3 ot fashey feam sy
(@) qerrTehT Tat T aveqratt o off wlteniiat it o ST et srere ST ° o7 ofit srwi &
ST i Ffe IS o=l agd € debiteh T X gl S Heiferd Harerd/form 39 o= % I &
forg Tt o Sehfoush ST sht STl ST saaer 4 qwerdT &1 df 36 Haiy § 3ifaw ok Tretm
foramT < weTTe © foram STy
@) 37 aeft wieTTeTy | Sl 1 Uk vt AfE ®9 H AT =ty
(<) SR, 39k Tl et sireft st o feord st wenm o shraier sht seff odieredl ot «mg
Bl
() T &A1 °H I9-UAT ol &t ST TSt 1 | S1u 3ht rare &t STy
(=) T8 9g o o STet Sexey foram St & 2 wiftass wiia St @ ot oft swfteamd w1 fédt & s
EJETA I

9.2.1 I AR el GLHR & =l an wnficd ot gl Gt} 3ushAl, sent 311fe o &) vt
LRI RS LIRS RIS
[RLITE. 1/14012/4/75-T.4. (), fertish 6-1-1976]
[FT.ITH. 14012/6/87-T.4T. (), femies 21-5-1987]

9.2.2 "@" & H AT TSI, HENTS I GSATel TSl H TAT TSN 66 Tsd H Reord hla 9eahi o
STEMTEY FHRTAIT TUT el THR o F=romeiT a1 wanfied aret auft Tt Susha, sent o1 <t
Taretl ¥ 37 uel ot wieft ot o forw efier = worir st W ot S areft adft adteretl o defeaeh
aTeEH o &9 H & o Ufee ST Al STgAd SEt TR < < ST S e 6 SHe, 1976 % i
IO % STTER "&" & 7 feerd srefireer swrafert & fog S S 2

[T.SH. 14012/6/87-T.4T. (), femtier 16-2-1988]
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9.3 Medium of examinations for recruitment to posts and services under the Central
Govt.- Clarification while advertising vacancies

While advertising vacancies in newspapers and Employment News etc. the
following instructions must be specifically kept in mind :-

(i) Vacancies should be advertised in both the language —Hindi and English. If
advertisement is published in English in the English newspaper, its Hindi version must
also be issued for publication in Hindi newspaper

(i1) It must be clarified in the advertisements that option for the use of Hindi for answering
all the question papers, Except English is available

(ii1) it must be clarified in the advertisement that question papers. will be made available
in both the languages.

(iv) The advertisement must also specifically state that the candidate can apply either in
Hindi or in English If proforma for application is published in the advertisement it must be
in both Hindi and English languages.

9.4 The above instructions may be kept in view while advertising. vacancies by the Union
Public Service Commission and Staff Selection Commission for direct recruitment where
option for the use of Hindi in examinations is available.

[O.M. No. 14012/9/89-0.L (C), dated 27-6-1989]
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9.3 heT TThRR <hT AT W IT UST U el o oI o AT STet udrerredt st wread - fogmo
AR A T T Seaid

feferat =t TR 93T T USITR GHR 3TE | Toh1iSTd ohid 909 [ ffgd srar s faers
ST TET AT :-

() fogmom &t qem sl ST amareh | Rt ferw S| afe st & e uw § fommae
ST o ST & o ey & Tt 3 T ot # yehree fosmoe Rt 7 2 S e s

(ii) Tt & Ty w9 § for@ S o SISt 9T 3 T W B SIeR 31T @il I 9A ok W
ST o HAfafen & 7 off fou S o B2 3ucrsy 8

(iii) fergimoeT & e fe=m ST o w57 o SIAT TSt ¥ SueTesy SR S|

(iv) oo & T Tum war T S foh Stree sl STUHT SATee U f&dl a1 SISl 7 9 GendT 2
Ife fomo § T16eT U 1 NS SIS ST dF I MM et S SAUST ST vt §

EXCIRIRSICIRCI Y

9.4 e e Wl STTANT qAT FHART =T SR g weft oreff o oft S ey wfveraty & off, et fdt
T I < <hl e T &, oo < wHa S fe e e sht e 4 1@ Sy

[SFT.ITH. 14012/2/89-T.4T. (), femies 27-6-1989]
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CHAPTER 10

CREATION OF POSTS FOR THE WORK RELATING TO OFFICIAL
LANGUAGE - CRITERIA FOR MINIMUM NUMBER OF POSTS, WORK
STANDARD, DUTIES OF OFFICERS & RATIO OF HINDI
TYPISTS/STENOGRAPHERS

10.1 Provision of posts for Official Language work while setting-up new offices
While setting up new offices, provisions for Hindi posts should be made
simultaneously with other posts for the work required to be done in Hindi in accordance
with the Official Language Policy and for its implementation. This may also be kept in
view while setting up a committee or commission so that their report and other papers
could be prepared in Hindi and English simultaneously.
[O.M. No. 11/13017/8/75-0O.L. (C). dated 3-2-1976]

10.2 Creation of minimum number of Hindi posts for implementation of Official
Language Policy

Availability of adequate number of Hindi posts (Senior Hindi Officers. Hindi
Officers. Senior Hindi Translators, Hindi Translators. Hindi Typists) in the Ministries/
Departments of the Central Government and their attached and subordinate offices as also
in the public sector undertakings, corporations, banks etc. is necessary for the
implementation of Official Language Policy of the Central Government and to ensure
strict compliance of the provisions of the Official Languages Act and Rules made
thereunder, guidelines for the creation of minimum number of posts required in
Ministries/Departments and in an Attached/Subordinate Offices were given in D.O.No.
11015/73-0O.L. Cell. dated 6-8-1973 and were circulated vide OM No 13035/3/80-O.L.
(C), dated 27th April. 1981 by the Department of Official Language. However, the
Ministry of Finance vide their O.M.No. F. 7/(1)E-(Coord.)/84 dated 13-1-1984 imposed a
ban on the creation of new posts and on filling up vacancies. This ban was relaxed for
posts which are absolutely necessary in most exceptional circumstances including posts
required for fulfilling statutory requirements vide OM No F. 7 (1)E-(Coord.)/84 dated 20-
6-1984. Hindi notes required for ensuring compliance of the provisions of Official
Languages Act and the Rules were covered by this relaxation.

In this connection the Ministry of Finance, Department of Expenditure OM No .10
(4)-E (Coord.)85 dated 18th June, 1988 may also be referred to. vide which the Secretaries
of the Administrative Ministries, in consultation with their Financial Advisers may
exercise the powers with regard to proposals for sanction of posts to implement Official
Language Policy, in accordance with the guidelines that are framed and issued in this
regard by the Department of Official Language in consultation with the Ministry of
Finance.

New Norms :-
The following guidelines may be followed about minimum number of Hindi posts for the
implementation of the Official Language Policy :-

1.1 For Ministries/Departments:—

1 One Assistant Director (OL) in each Ministry and independent Department
having a full-time Secretary.

1. One Deputy Director (OL) in each Ministry or Department having 100 or
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I 10

TSTHTNT Hafeft ST 3 17 U= ot T, =IAa| USt ol ATHEE, 1d & A,
arferenTia o o et danent/armyrierfuent @t sruTa

10.1 AT HTATAR WA THT TAHTHT T Gerell Uet ST Iraen
T HTATT Gl T TSTHTST A o SFFar &t § fopu ST et st o forg ST Tt
i 2 shrafre o oy ‘STrazehar o SIEN fédt daie gal 1 qreem 1= gei o qre-are fomn
e foret mftrfar = et st seTe T oft 38 e O Tt S e 3Rt e ot o T TR
7 TS H WA AR B Feh
[T.ITE. 11/13017/8/75- T.AT. () ferfieh 3-2-1976]

]

10.2 TrsrTeT Ao o swrataae o forg =gaw et uet o gew

TSI i T STieaa T TSTHTNT AT 37T 38 At ST T f=wi o ST
T A GHIHT FH * [T 5T TR & Gl AF1erl/fomTt qem 37 geig 3R stefiaey
FATAAT T TLRRT SUhAT, Sy, et o11fe o vty g ¥ B vt (afts & arfemnr, & srfeedy,
afts fidt sramesh, fdt stqares, fidt er3fiRe) it Sucred ST STTawae 2| TSTITNT it ST shrter
FUT G, 13035/3/80-T.41.(), femik 27 31, 1981 SRt hiah AT/ [T qen Herg/3refieer
Tl 7 Tuferd et wat it =maw wean defelt AnteRll fgTea St TSI o % ST, O .
11015/73/2.49T. Tehah femieh 6-8-1973 H fau 7w & ufnfera fore mu & qenfy fomr dmera o femie 13-
1-1984 3 1.1, H&AT TH-7(1) 3 (FISATE)/84 FRT T UaT o G UK Ush T &T T5| 1.1, HEAT TH-
7(1) 3 (FIATE)/84 T&H 20-6-1984 T Tifaferes Ware™i 1 qfd o foTg 3Tuferd wei afed Tt
FAraTtees aitertat # sif strervaeh el sl 36 ek & Wb L foxam mram st saferfrar qer et
o T T STITeH T3 i & fore s1aferg ug «ff oo wwfera &)

59 ey | o WoTerd, S formT ot shriery SO ST 10(4)-3 (HIA1E)/85 faieh 18 ST
1988 +ft 3 forar S fSreeh daa Tt i % st o fo gal i wel o Seamai W SRiEfes
BT o afere 319 for gt & gt 9, T forvm g fort dereta o ate 9 39 ey |
AR 3T SR fop 71 -t o S8 TRt ot ST SR weh |

T WA :-
TSI A o shrafr o foig el st = wedn o a1 3 FHeffeiad Antesfi
%WW%QW—

1.1 HaTera /T < fer

o

(i) STch HATer oI Tarc fordm H, fSrereht quishTicrens |iferd &1, U Hereh fHareh (TsTHTe)|

(if) Sk UE HATTRT AT Ty & ST8T 100 31 100 § Sfeh STEiota shaml & a1 Sree Siarid 4 a1 4
U FAferen Heg/ STefiAEY e AT SushA UH € e B wh 100 I 100 ¥ ik srg@tee
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more ministerial employees or which has 4 or more attached/sub-ordinate offices or
undertakings, each having 100 or more ministerial employees. This post may be in lieu of
the post of Assistant Director or in addition to that, keeping in view the norms prescribed
under Department of Official Language O.M. No. 13017/1/81-OL(C) dated 13th April,
1987 for the quantum of work to be done by translators and vettors in the offices of the
Government of India. A post of Joint Director (OL) in the pay scale of Rs. 12000-16500
[Erstwhile Director (OL) in the same scale] may be allowed by taking into account the
nature and quantum of work in Ministry/Department.

iii. One Junior Translator for less than 50 ministerial employees, two Junior Translators for
50 to 100 ministerial employees, three Junior Translators for 101 to 150 ministerial
employees, three Junior Translators and oneSenior Translator for 151 and more ministerial
employees.

1.2 For Attached/Subordinate Offices:—

1) One Hindi Officer [Assistant Director (OL)] in each Attached/Subordinate office having
100 or more ministerial employees.

i (a) For offices located in Region 'A' (Excluding Offices of Defence Forces and Para-
Military Forces) one Junior Translator in an office having 18 to 125 ministerial employees,
two Junior Translators for 126 or more ministerial employees.

b. For offices located in Regions 'B' and 'C'

1 One Junior Translator in an office having 18 to 75 ministerial employees, two Junior
Translators for an office having 76 to 125 ministerial employees, three Junior
Translators for an office having 126 to 175 ministerial employees, three junior
Translators and one Senior Translator for an office having more than 175 ministerial
employees.

2 These norms will also apply to those offices of Defence Forces and Para-military Forces
in Region 'A'which more from one region to another.

3 One post of Hindi Typist may be provided in all those offices of the Central Government
in Regions 'B' and 'C' which have at least 25 ministerial employees. A post of Hindi
Typist may also be provided inoffices which are newly created in Region 'A' provided
they have at least 25 ministerial employees. The norms will also apply to those offices
of Defence Forces and Paramilitary Forces in Region 'A'which move from one region
to another.

1.3 Other posts for implementation of Official Language Policy in Ministries/Departments

and Attached/Subordinate Offices:—
(1) Apart from translation, there are several other items of work which are necessary for
ensuring compliance of the Official Language Policy, such as circulation of orders,
preparation of progress reports, preparation of agenda and minutes of meetings of Hindi
Salahakar Samitis and Official Language Implementation Committees, nomination of
employees for learning Hindi, organizing work-shops, etc. in Ministries/Departments
and Attached/Subordinate Offices. The following posts are recommended to attend to
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Far €, T Ity B it staiq 3w fasre (Trstvmm) Tt fovm & fedis 13.4.1987
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FHHATIT ATt HRATCTAT o (T8 &1 HiE STATEH| 126 ¥ 175 ATH (1T HHATNAT ATt AT o eIy
A Y ITFATE| 175 8 Al STTaf=reiT AT aTet FRITe 6 [T T4 8 STaTes T Th
EL:ESREICED

(2) T BT AT 37} Afven syl o o & o feurd et o ofl, ST U e 9 gEL e § TG
2 T&d 2, I T AR &

(3) @ 3 T & § feurq S g % U wft wrateral § STt FH | S 25 STEiee iy FHe 8, U
feet ersfiRe =1 ve foam Sy ' & 7 ¢ Wil S ATt e § o afd w8 w25 Satud
e & U Rt ersfie we faa S o e o fora e Smat ol sTefefes el & e, St
T &0 § O &1 § ST id Ted &, § ol 9 7rieh ng il

1.3 HATEAT/ [T 3R Talg/ Srefireel hrateral § TAHTT i o STTUTe o o7y o7 ug:

(i) SIIAE oh SFATIT S g ThI T R THT & ST TSI AT 3 STgarerT G i o fog
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5.4.1989 o FT.JTH. 13035/3/88-T.4T. (1) U Sfearfiad B
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this work:—
(a) One post of LDC (Hindi Typist) which already exists may continue as mentioned in
Department ofOfficial Language O.M. No. 13035/3/88-OL(C) Dated 5th April, 1989.
(b) One post of Assistant in Ministries and independent Departments and one post of
Assistant or its equivalent in Attached/Subordinate Offices, each having a strength of at
least 310 ministerial employees(excluding Group 'D'").
(c) It may also be ensured that in the offices where a ministerial post such as Assistant
or its equivalent hasalready been sanctioned for attending to these activities, no
additional post is recommended.

2. The term "Ministerial Employees' means all employees (excluding Group 'D') who
have been sanctioned for ministerial duties, irrespective of the fact that they are technical or
scientific employees or officers. Further, the technical and scientific employees or
officers, who have been entrusted with ministerial work (such as noting, drafting, letter
writing, accounting, etc.) may also be taken into account for computing the number of
Hindi posts.

3. The number prescribed in these guidelines is the minimum so that these posts
are provided on the basis of the number of employees and the Region, where the office is
located, without any work study, so that the implementation of the Official Language
Policy is not adversely affected. If more posts are justified in any office keeping in view
the quantum andnature of work, these can be created on the basis of a work study.

4. While conducting the work study, all items of work which are required to be done
in Hindi or bilingually (in both Hindi and English) according to the requirements of the
Official Languages Act, Rules, Annual Programme, etc., and notonly those which are at
present being done, should be taken into account. Needless to say, the work study should
be doneon a careful assessment of the quantum of workload and not on adhoc basis.

5. It is clarified that the posts of Translators, etc., which have already been created
in an office on the basis of the earlier norms shall not be abolished on the ground that
those are more than the number required according to the revised guidelines. However,
any additional demand should be adjusted against the surplus, if any, for the Ministry or
Departmentas a whole including attached and subordinate offices.

6. In the Training Institutions of the Central Government, necessary posts may be
created for translating the training material on the basis of quantum of translation work
for imparting training in Hindi medium. There is no need to prescribe any norms for
minimum posts for this purpose.

7. The norms laid down in this O.M. and the translation workload norms laid down
in the Department of Official Language O.M. No. 13017/1/81-OL(C) dated 13th April,
1987 (copy enclosed) would be the guidelines for the creation of posts required for
implementation of the Official Language Policy.

8. This Office Memorandum issues with the approval of Director (Staff Inspection
Unit), Ministry of Finance under its

U.O. reference No. 526/S1U/2003 dated 26.12.2003.
[D.O. No. E 11015/73-0.L.. (Cell), dt. 6-8-1973
[O.M. No. 13035/3/80-0O.L.. (C). dt. 27-4-1981
[OM No 13035/4788-0.L.. (C). At. 12-7-1988
[OM No 13035/3/88-O.L. (C). dt. 5-4-1989]
[OM No 12027/25/88-0.L.. (B-2). Jt. 29-7-1988]
[O.M. No. 13035/3/95-O.L. (PC), dated 22.7.2004]

128



(T) &I T U Ug, 3 WA/ fTTT B eiT TeTereh AT 36 THehe] Ug 37 Ualg / Tefaee shrfe
T STET STE e et Y AT (I S BreeR) FH & % 310 2

(if) 7% T2 o fora Sme for S8t 37 St o foTg wemereh o wehet 18 vec § E&fiehd 2, a8t sifafen
EEECRRIECERER IS I

2. @t =it @ avil et @ (Soft o % FHAEn w Bigw) @ e ue fafts arffa
Al o foTq oo fohe 7T & et &1 o dhefiehl A1 SISt AR A1 AR €| g8k SAfdieh o
qeptehl S ST =TI/ SAfRrhTit shi STaf=rea el (S8 fevaur, Trequr, o i, TRt
31l |IoT 77T & SFeh ft Tt vt ot TTort & et fear Sy

3. 3 Ariex(T fogial & fiat uat i Sit € i i 71 § 98 =AaH @ qTieh $9oh! oqaedlT, foT sl
STEIIT o ol HIEATAT o FHATET shl TEAT N FHETAT fohE & T Eud 7, & TR W it I
QTTR TSTHTST T o ST W Nfdehet 3T 7 TS| I shi HIAAT TR &Y i &M H T@d 8¢ fohd!
off TR o 36 T Ui A AfE SPTaed &1 A SR GO 1 ST o SR T FoRaT ST Fehalt
2l

4. T T A THT IEH B T B S T T foFar She S 5@ wmr {1 @ @ dfew 3 et iy
ARy e fearer # < Smd Sy worareT stferfrerm, e, s sl s i sraTeT % e fd &
AT ST areTt (Rt 3fR 7St o fobw St STt B1 g1 1 81T foh il ST SR Y |
SIS HTA(% ek & ol STHT =TTRT 7 foh T3 TR W

5. g T foraT ST @ o ForT srraferall  STaTesh 3111 o U8 & o HHehi o STTU O et § giotq
ToFT ST o © 376 390 TR T HHTH 78 fohalT ST fof wvmfera wiasit fogiai o e fafia e
U S 3T 2| TATIY, 1S ¥t ST HIT Horera/ o qei 6o derg, SR STefiaeer e H eHy &9
H TR UTT ST STt Y&l o AT i ST

6. ST TCHR o FIRTET0T Teerr # fed o wrearm & WiRreqor o o forg iretor ardt 7 S1game F: &
T S17aTe SRl 3 AT o SATETR O AT TaT T Yo (AT SIHT =1MeT HIT 36 fIq =[7ad Faf
1 IS HHES S shl STTTIRAT T 2

7. TSTHTST 1Tt o = o fTT STUTETd UGl o G o Hoiel § 36 ShraTad q19- H e areh 3R
T T o femies 15 379, 1987 o SILFTE. 13017/1/81T0.4T. (1) U Herh) | yget | ferifca
3FFaTE Hefelt SRV o Ak Arienft fagia g

8. Ig HRAT 1o Feweh (=t fteror wehen) o wamera g IRl femie 26.12.2003
FHedferriar feequft €, 526 / Ta.3TE.F,/ 2003 H T3¢ 1T FgHIes & SR fora S 2

[3T. 9. U &. § 11015/73- WM. Uehah, &A1 6-8-1973]
[T, 13035/3/80- T, () fedieh 27-4-1981]

[hT.3TH. 13035/4/88- T.AT. (1) ik 12-7-1988]

[T, 13035/3/88- T.AT. (1) ferieh 5-4-1989]

[TTH. 12027/25/88- WM. (@-2) famish 29-7-1988]
FTILH. 13035/3/95-T.41. (i vdf T, femish 22.7.2004
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10.2.1 Problem in recruitment to the post of Junior Hindi Translator in
various Subordinate Offices.

Copy of Demi-Official Letter No. 10/3/2006 RHQ (Part) dated March 5, 2009
received from Smt. Pratibha Mohan, Member, Staff Selection Commission regarding the
problem being faced in recruitment to the post of Junior Hindi Translator in various
subordinate offices of the Ministries/Departments of the Government of India is attached
herewith. Keeping in view the difficulties, the Commission has taken a policy decision
not to make recruitments for the post of Junior Hindi Translator through selection method
in respect of those offices where the recruitment rules for the said post are different from
the recruitment rules of Central Secretariat Official Language Service. Therefore, the
Commission has informed the Regional Directors not to accept the requisitions for
recruitment to the post of Junior Hindi Translator through selection method. The
Commission has also advised the Regional Directors to request the User Departments to
amend the Recruitment Rules for the post of Junior Hindi Translator to make them at par
with the Recruitment Rules of the Central Secretariat Official Language Service.

2. Consequent upon the implementation of the recommendation of the Sixth Central Pay
Commission, the Department of Expenditure has clarified vide its Office Memorandum
No. 1/1/2008-IC dated 24th November, 2008 and 27th November, 2008. (copy attached)
that in accordance with the recommendations of the Sixth Pay Commission accepted by
the Government of India, the same pay scales have been sanctioned for the existing
similar designated posts in various Subordinate Offices of the Central Government
outside the Central Secretariat Official Language Service.

3. In view of the above situation, all the Ministries/Departments are requested to advise
their subordinate offices to amend the recruitment rules of the said post except those
offices which have standard recruitment rules for the post of Junior Hindi Translator to
enable the commission to recruit for the above mentioned post for them through open
examination. This will not only facilitate the commission, but eligible candidates will
also be made available to the subordinate offices in required number on time.

O.M. No. 13034/20/2009-OL.(Policy Coordination), 6.4.2009

10.2.2 Filling the vacant post of Junior Translator on alternative basis.

Various Ministries/Departments request from time to time to fill the vacant posts of
Junior Translators, but on many occasions, due to non-availability of any Junior
Translators in the cadre, the Department of Official Language is not able to fill the vacant
posts of Junior Translators immediately. As it is known that due to the procedural aspects
laid down by the Staff Selection Commission in finalizing the appointments in this cadre
like other cadres, it may take a year or more. Though the Department of Official
Language takes advance action in view of the above fact, due to the lengthy process of
appointment, till the time the appointment becomes fruitful, many selected candidates
become unavailable due to alternative employment opportunities.

2. In the light of the above-mentioned circumstances, all the Ministries/Departments are
requested that if the post of Junior Translator in their office is vacant or is about to become
vacant, then in such a situation, until the Department of Official Language does not deploy
a Junior Translator on regular basis, you should make some alternative arrangement at your
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10.2.1 &l arefirear sraierat # wivs et srgarae o ug ot Wt § wwe

WA BT o HATeral/ Tt o Tt stefiereer shrierai o e 8 fEdt s1gamesh & ug X wdl
A | T T THET o Gty W it gfaT died, gee, sierl =9e I 8 9T i 5 0T, 2009 %
MR T & 10/3/2006 3TRTH.F (T1E) HT AT Sl &) SR = FHiSHTSAT 1 €4 ¥ T@d g A
R o Hefer § =5 Tgfd o Aread U 8 &t srgaresh o g 0 siell 1 et ot fiferra fofer fora
2 f5r1eh 3% 1 o et fraw, e afverera TstveT 9 & wdf et & i 1 3 S 3 el
Trcrement =0t gferd forar @ for o i féet STames o ve W <o wgfd o HTesm & widll &t o HITaAi b
TR A | SR A & Hawmehi i g i |etre & @ foh o SuanTerd forvmni & e féet stamess &
g % Wl Wl o EEE O T STUG L qTR 37 e iearerd TSTHTST §aT o Wi+t o

T ST ST 6ok

2. BS HAT A RN hl FHHTIRT AR FRT ST o TROTHETET & i 4 310 aii 24 9w,
2008 T 27 TR, 2008  FETET JIOT H. 1/1/2008 3785, (Sfdferfs der) & gy ww fFan 2
W TR G T ohl 1T ©S A ST shl FATIRIT o SATHR e HioaTery TSTHIST §aT § STt
¥z weR & fafie srefiey et & foremm wwm garfufed vat & forg st S g forg o &
ST e HiwreTerd TSTHTST 8T sl 9e fohy 7T 2

3. 3 fefq =l Q@d g el el /fawmh & St € for o 10 3 shraierdt =t Bigehy, o
8 &t sames & ue % g Ae wdl oW €, 311 srefiaeer Haferi &1 3t ug o Wl f=mi |
HRME 3 sh1 TATE < QTMh STRATT, GeiT e o ATEH § 39k g 3Th U8 o foIg s7eff ot weohl 3ad
T At ST B gl anft afeen stefirreer swraterat 1 oft unt stereff wate e § gue W 3uctey &
Herl

HTIE. 13034/20/2009-T.91. (1. /.) fertier 6.4.2009

10.2.2 Y ATaTEH o R g ol Sehrfeush ATER T W=

forfsre= wiomera/ o Sa-awt ot 8 STaTeehi o e Tal shi Wi 1 ST Ld & W 3
G T Hetl § hIE B TG U T B o 10T TSTHTNT FIsTT S 3Hfarash o e ug i Wi

T deshred awel et 2rar 21 S for fafea @ for sdemt ==m st g s ot o wifa 39 ganf & o

frgferat 1 sifm w0 o 7 freifd wfskameres qett o R i STaail 0 T Y o1 I A w1 e
TR ST 21 T 39 R 3 gfira s forvm 13 shrdans sear @ qenty fafe i wfeer €6 e
FROT T o WA B doh 3Tk == S1vrefl TSHTR o Sehfedeh HEll o 0T STIcred Bl Sd &

2. 34 Afviq qRieafeRt & sTreres | |l e/ T @ Sy @ T afe 39k st § s
ITATES T UE Tk & A1 ok 8 et & ar 3w feorfer 7 ot e Trswre formt i smem o forelt i
HLEATEh T AT &l oL ST &, el o ST Y & H T hlg Aehicyeh sHTET L | Fshfcdsh sqeree §
ﬁ'ﬂ'ﬂﬂ'&lﬂﬁmm(sewice provider)%WﬁHT%ﬁ@ﬂT‘i‘éﬁﬁﬁ mﬁ%mm(mﬁ)aﬁﬁm
ToRITC feham ST Wehell 21 SIehlcteh STaTeaT shid §U WA SRR ST ST et S fawm fewit s srqarer
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own level. In an alternative arrangement, as per rules, through the service provider, the
desired services can be considered (outsourced) for a limited period. While making
alternative arrangements, the compliance of the rules and guidelines issued by the
Government of India should be ensured and care should be taken that he cannot make any
claim for regular appointment in the government service.

3. As soon as the dossier of Junior Translators is received from the Staff Selection
Commission, the officer will be nominated for posting on regular basis against the vacant
post of Junior Translator in your office.

These instructions are being issued with the approval of Secretary (Official Language).
OM No.15/33/2010-O.L.(Services) dated 9.12.2010

10.2.3 Regarding uniformity in the designation and pay scale of the cadre of Official
Language

As you may be aware that the Department of Expenditure, Ministry of Finance vide
its Office Memorandum No. 1/1/2008-IC dated February 24, 2008 (copy enclosed) had
ordered that the designation and pay scale of the posts of Official Language in the
subordinate offices of the Government of India will be the same as that of the Central
Secretariat Official Language Service Cadre. It has been brought to the notice of the
Department of Official Language that the order of the Department of Expenditure has not
yet been implemented in all the subordinate offices, due to which there is dissatisfaction
among the Official Language Officers working there.
I will be very grateful to you if you ensure compliance of the order of the Department of
Expenditure to make the designation and pay scale of Official Language Officers equal to
the designation and pay scale of the Central Secretariat Official Language Cadre in all the
subordinate offices under your Ministry/Department and kindly inform the Official

Language Department about the action taken in this regard.
D.O. Letter No. 15/42/2013- O.L.(Service) dated 2.5.2013

10.2.4 Uniformity in designation and pay scale of the posts of Official Language
- Regarding

I would like to draw your attention to the D.O. letter of even number dated
19.10.2016 (copy enclosed) of the Department of Official Language in which it has been
requested with reference to the Department of Expenditure, Ministry of Finance OM No.
1/1/ 2008 IC dated 24.11.2008 that the designation and pay scale of the posts of Official
Language in the subordinate offices of the Government of India will be the same as that of
the Central Secretariat Official Language Service Cadre.

Kindly be informed that the implication of the order of the year 2008 of the
Ministry of Finance and D.O. letter dated 19.10.2016 of the then Secretary (O.L.) of the
Department of Official Language, regarding the equivalence of designation and pay scale
of the Central Secretariat, Official Language Service Cadre is, that the recruitment rules
also (educational qualification etc.) of subordinate offices should be similar to those of the

Central Secretariat Official Language Service Cadre
D.O. letter No. 15/42/2013-O.L.(Services) dated 28.3.2017

10.2.5 Re-determining the criteria of minimum Hindi posts in respect of
autonomous bodies for compliance / implementation of the Official Language
Policy of the Central Government.
In order to ensure compliance of the Official Language Policy of the Central
Government, the criteria for Hindi posts were circulated for the first time by the Official
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T =T eI ST SR 3 ST 31 S 1@ S foh a8 Tenrl dern & frfir frgf o forg foreft srehm shr
T AT T Eehl

3. SR = SR § B IFFATEeh! o SISE A6 Eid & ATUeh HrFierd h H-B HAJaTE o b Ia
% foreg Frafira srem o Qardt o fore stitrertt st Tfirg ot T st
71 ey wfea (UerTeT ) 3 STHIE & SR R SR #

SHTITE.15/33/2010-T.47.(8a) &7 9.12.2010

10.2.3 TSTHTHT HAI ok TSATH TAUT FATHTT THTT I ok TaeT H)

=2 form, for vt 3 31U FEie™ 19T | 1/1/2008 ARET fomien 24 wad, 2008 (Sfdfafa
GA™) TR IE AT TohAT o7 foh TR TRarR o STENEY shraiferat § TSTHINT o el ol UETH U Jq-HT Jat
BRI ST o Shelier WiTaTera TSTATST TaT Hatt ol 2| TSTATNT for T o S # 91 < 71 © T =2y farsamr =t
TR 1 o |l Tefirey Aol § AT ARl 3T & ISTaw fof et SRt TSTTeT SRRt # ey
T

Y TATA/frTT o 3tefi weft Srefireer Freiera | USTHINT ARG o ST qT Sq=aT i
FERT Gl TaTeT TSTHTHT Hortt o TEATH QT STHI 6 WA i o 9 [T o STTCRT T STITeH giisa
S T T HL TUT 9 G T ol TS ThRATS T TSTHITST FraTT 3Bt Iftsr STaTa shi o1 by

STIMTAH. 15/42/2013T.9T, (Fa) feqiek 2.5.2013

10.2.4 TSTHTST o 9ST o UeTH I Sq99T H ST

T SATURT S TSITST 9T o f&qies 19.10.2016 & THEETS FAIMTT (A Gor) H 3T
TR BT =TT ot 5oy forme, foret st o fatish 24.11.2008 o SrIler 3109 €. 1/1/2008 STsEt
I IR A T ST ToRAT TIT & o IR T o TEITEeT el § TSTHTNT o UaT ol 9e-T T
FAHTH & BT Sit foh st aferarerar TSt Qe gt 1 R

AT HUAT 2 fob heia Gferemer™, TSITST JaT Gl o 9S4 o Sd99 shl qrar deieft fog
TATAT o I 2008 o AT o TSTHTST I o dAeehlef I At (T0.97) o ik 19.10.2016 % 31309 &,
T dTead g 2 TR erefireer Fraterat & woff frem (Qeafores e onife) off St afrarer Tt aar d@at
% G 24 =T |

STII.9F EEAT 15/42/2013-T.97.(8a) f&qieh 28.3.2017

10.2.5 T ALHR hY TTATT e 3 SFTUTEAA /@hrat-aaq o fore =gaw &t ugt & "k @
e o weter @ g freifa wem

hSTT HTHT <hl ST Aifet 3BT AT YRR e o g weelt o féet uat o1 #ifeh TsTTe
formT & femies 27 19 1981 & FEITAT FUT T 13035/3/80-T.9T.(T) gRT ufanterd fohe TT o 3 A
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Language Department's Office Memorandum No. 13035/3/80-O.L.(C) dated April 27,
1981. These criteria were amended and circulated vide OM No.13035/3 / 88- OL(C) dated
5.4.1989.

2. These criteria were restructured and circulated vide O.M. No. 13035/3/95-
O.L.(Policy/Coordination) dated 22.7.2004 modifying OM No. 13035/3/95-O.L.(Policy
and Coordination) dated 22.7.2004. Therefore in points 1.2 and 1.3 of O.M. No.
13035/3/95-0.L.(Policy/Coordination) dated 22.7.2004, the words ‘Autonomous Bodies’
may also be read with the words Ministries/Departments and Attached/Subordinate
Offices. Rest of the terms of the office memorandum will remain the same.

3. This issues with the approval of the Ministry of Finance, Department of Expenditure

vide Diary No. 240339/2015 DS (E-Coordination-1) dated 19.01.2016.
0.M.No. 13035/01/2013-O.L.(Policy) dated the 16.2.2016

10.3 Norms for translation work

It has been decided in consultation with the Ministry of Finance (Staff Inspection Unit)
that the translation work may be categorised as ordinary and technical and work norms
may be fixed as under:

Ordinary Technical
Translation 1750 words per day 1350 words per day For the week of 5
working
days
Vetting 5800 words per day 4000 words per day

Considering the special nature of work in the Central Translation Bureau, the norms for
translator in that Bureau will be 1300 words per translator. The translation material may be
categorised as under:

Ordinary

(a) Annual administrative reports.

(b) General orders, directives, circulars, etc.

(c) Parliamentary work-Parliament Questions. Assurances, Calling Attention Notices, etc
(d) Routine Correspondence.

(e) Reports of various Commissions/Committees, etc.

Technical

(a) Reports on policy matters, such as Import-Export Policy.

(b) White papers.

(c) Scientific and technical literature of various Ministries.

(d) Scientific and technical reports, such as reports of Planning Commission and Water
Commission.

(e) Manuals, Codes and other Procedural Literature .

10.3.1 In case of dispute as to which material falls in Ordinary or Technical' category. the
decision of the Senior Hindi Officer/Hindi Officer in the Ministry/Department shall be
final, but where 25% or more of translatable work of a Department is categorised as
"Technical', study by the Internal Work Study Unit shall be necessary

10.3.2 The nature of work in the Official Language Wing of the legislative Department of
the Ministry of Law and Justice is different from translation work in other
Ministries/Departments and therefore. these norms will not apply to the translators and

vettors in that Wing.
[OM No 13017/1/81-0.1.. (C). dated 13-4-1987|
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TN ek femieh 5.4.1989 & HIILE 13035/3/88-T.9T.(T) gRI Ufi=ferd fepe w9 3 uer feish
22.7.2004 1 FHTET 9 . 13035/3/95-T.4T. (ifer/aww=e) grr 4 freifid wel uferterd fog m o

2. feAiw 22.7.2004 w1 FRETAT FOF E. 13035/3/95-T.9T. (Aifd/mmeayd FRifed JoA § Aifen
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3. 30 for waTer, = form & SR €. 240339/2015 € wH (8 g93-1) T 19.01.2016 &
AT & ST foram ST 2

FHTIATE. 13035/01/2013-T0.4T. (Fifer) feik 16.2.2016
10.3 SATSATS HTH & WIH

fora warer (=Tt e when) o wae W aw fol form e @ TR srgene Rl
"HTETOT S Tohr1eh!" & H fieha oA SITC TAT 1 WIe H Yehi 0 fohT ST -

ATETOT GETIC
LA 1750 31e€ fdfeT 1350 3¢ gfdfed 5 %1 feaes g &
fag
getor 5800 T8¢ Ufdfe 4000 318g gfafeT

D

FERT STTAE S F AR F A I THfT @ g IW S F STATEH! o o wfr raresw
1300 RT3 3T HIh ST STTATE hi ATHHUT 3hT FTeRT0T - TR & FohalT ST -
AT
CAIELR ER FURIEC AT
() | ST, ST, TR 31
(1) TEEIT HE-GHE T, ST, ST SATHRYT T&dTT 371
G ELIREICIE
() Tty smmam/sufeat snfe i fard

AehATehT
(@) ifar farres foard S strma-fata Aifa
(@) F9-9F
() Tearfir= daernt st Asees qur aeRehT anfec
(57) SR qT dehitehl "FaE" S8 ST ST, Sheflr STt ST <t faie
(%) B3, IS T = FRTATY Hifeed|
10.3.1 IS AT WA ® AT deh1eh, 30 o 7 ity Tt arftranrtl/ i) stfrertt =t faofw sifam amn
S| Tiq A TRt T Bt STgeTe | T 25% AT AR AR qehHrehl Aot @ S &
STTATEh Tl STEATH Uehoh G LT STTTLI ST
10.3.2 faftr ot = dorer & foemdt favm & qorvmer @ gro st e R Srar @ 9% e
T/ ferTT & 5T SR 36T T 21 SEfTT 3 We 36 ©E § e o T8 STATEeRT ST el 0
IR A& B

[LITE. 13017/1/81- THT. (1) feish 13-4-1987]
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10.4 Duties of Hindi Translators
The posts of Senior Translators and Junior Translators have been created mainly for
translation work and their services should normally be utilised for the same purpose.
Though it is necessary to have an adequate number of translators to ensure compliance of
section 3(3) of the Official Languages Act and other rules etc.. the work connected with
the implementation of Official Language Policy. compliance of directions/ instructions
issued by the Deptt. of O. L. from time to time in this regard, convening the meetings of
the Official Language Implementation Committees etc. should be done at the level of
Senior Hindi Officers/Hindi Officers and other higher officers. At the same time in offices.
where the number of posts for such work is not adequate, these should be created there. On
special occasions (like the meetings of Hindi Salahkar Samiti, the Official Language
Implementation Committee) the help of the Junior Translators/ Senior Translators may be
sought. Senior Translators may also be asked to help in the implementation work, provided
it does not come in the way of the translation work. The work relating to the
implementation has special significance and officers of appropriate level should pay due
attention to it, Efforts should be made wherever necessary, to create additional posts for
this purpose.
[OM No 13016/1/80-0.1. (C). dated 6-12-1980.
[OM No 13035/84-0.L. (C). dated 8-9-19871

10.5 Duties of Hindi Officers and to entrust them only the prescribed work
In order to fulfil the requirements for which Hindi Officers' posts have been created
it would be proper to entrust the following duties to the Hindi Officers:-

(1) The translation work from English to Hindi and vice-versa and vetting thereof

(2) To acquaint the officers and staff of the concerned departments with the provisions of
the O. L. Act, Government rules & orders relating to Official Language and Hindi training
and to help them in implementing the same.

(3) To ensure proper compliance of the provisions of the Official Languages Act and the
orders pertaining to Hindi Teaching Scheme and Official Language Policy in their
department and subordinate offices. sections, companies and corporations etc.

(4) To work as the Secretary of the Official Language Implementation Committee of their
department/office and to convene its meetings from time to time, to prepare the agenda and
minutes of the meetings and to co-ordinate the action taken on the decisions taken in the
meetings.

(5) To make suggestions from time to time for promoting the progressive use of Hindi and
to keep liaison with the Department of Official Language through proper channel.

(6) To prepare the reference and help literature to organise Hindi workshops and to assist
the officers and staff in learning Hindi and using Hindi in official business.

(7) The services of the Hindi Officers/ Translators should, as far as possible, be utilised for
translation and Official Language Implementation work only for which these posts have
been created. In case in any office the required Hindi work is completed in accordance
with the targets of the Annual Programme only them the officers/employees working
against Hindi posts should, provided they get time, be entrusted any other work in addition
to the work pertaining to translation and implementation of Official Language Policy.
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10.4 T2 srgaTaent o e

IR SFFATEF IR FHHE FTAEF & I8 T&IA: ITAE H1H 6 I8 giod T 1T & 3R 379
TTTIA: JET 1 HOAT STHT LY et Tk ST TSI AT it oy 3(3) i o= femy smf
T STIA GHIET FA o TT FATATGH h1 TATH T ST § T8t qaL S TSI AIfT 6
AT, $9 Teftl § FH-Hw O ST Foh T et/ STaRTT o SAUTeH, TSTHTST hifi=ara | ohl
AT o AT AT T Heifera e ity feet srferarrtl/ Rt stferenrdt qu st S==r rfRrepTit & &
T fora ST =nfew) @y & 5 e & 57 T o fore anfed ue T 8 agt e g R ST
=Ry iy st W (Rt aomeswr afuf, & smiaam afufa onfe &t dewi & a9 w8
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2 3R Ffad W % ATewE SR 36 ST TiH e o S Aoy STet SArawrshaT HE S
SAfIeh et o g o fore off s fore T =nfe)

[T, 13016/1/80- T.4T. (1) f&=ieh 6-12-1980]
[hT.3T.E. 13035/84 T.T. (1) feish 8-9-1987]

10.5 &t arferemtiat o whdea aut 399 ferifa = & forar s
S sTrarzrsRarett it qfid o forg fédt stferenTiat & e arTe 71T @ 3o STUR e Sfua g fof
&t arfremfiat s frefaRaq sder @it s =nfee -
(1) TS & et ST & & STt TaTe %1 i SR 3geht St

(2) foram & eAftremifiat 3fi =it s Torvm rfufae & Suser qer & uftteor i
TSITST Harel} ST ol SRR HUHT 3T 3ok hi-a3 § Heg ST

(3) TSI Aty Susten & qor et afsreror s TetaTST EeEft SR S 3T form 3tk
3G ST AT, STTAT, SHAFRT AT T FeAford T 8 SIS HOT

(4) ToramT = FrlerEt & TS FEIeR Gt & afed & ®9 T B HET IR G S5
T -EHY O AT, I S3ehT hl HRIGE 3T HRI I AR FHAT AT 5o § fag 7 ot o
1 1T TS ohT T LTl

(5) T&<t o STt ST ot S 9 o foTe wHE-wEy o 3fa gere oA S 39 SR H UStHIT
forvmr o S A gRT v e WA

(6) TEe IR HeW Wk IR T, &t Friemansti &1 Yoy e 3R SAfemial ud
FHHATIET ohT TEeT HiE 7T GThRT ShTHehIST H U SEAHTA i H Heg 1|

(7) T&t AR/ StfaTashi & shelet SATETE qAT USTHTST o HI T+ o1 &1 i forarm STy, forereh
foTw o v Tefiepa foral T &) afe forelt srmrerr o feéat =t frreifa sm ot die & anfifer s
o & FTER F T STt 2, 38 e oft Al Tel vai o Tl AR /FHATNET i TH
firet e €t 373 fet stgane e Tt Aifer 36 St o sffis g o= Rt fea g
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10.5.1 The responsibility of implementation of orders pertaining to Hindi has been vested
with Senior Officers of the departments and this responsibility will continue as such. The
services of Hindi officers should be utilised for rendering assistance in the discharge of
that responsibility.

[OM No 11/13019/75-O.L. (C), dated 31-12-1975]
[OM No 13035/11/87-0O.L. (C), dated 8-9-1987]
[OM No 13017/4/88-0O.L. (C). dt. 8-6-1988]

10.6 Norms pertaining to the quantum of work of Hindi typists and comparers

After studying the Hindi typewriting work being done in the various
Ministries/Departments/Offices of the Govt. of India and various problems connected
therewith it has been decided in consultation with the Ministry of Finance (Staff Inspection
Unit. Department of Expenditure) that the following norms he fixed for Hindi typists and
comparers:

(1) Standard of workload for Hindi Typists

(a) Taking the minimum typing speed of 25 words per minute and after making an
allowance for factors like breaks, interruptions, fatigue, subsidiary process etc.. a Hindi
typist should give an output of 5400 words per day.

(b) In the case of letters etc., the number of words in the body of the letter should be
counted. An addition of 60 words may be made for addresses and salutation etc.. in respect
of each letter.

(c) The above standard would apply to straight typing for running matter. To en in flip
convert other kinds of typing on this mime basis, the following allowances may be

(1) Cutting Stencils 25% ( 100 words to be treated as 125
words).

(i1) When three or more copies have to be 25%

taken out by inserting carbon papers.

(i11) Manuscript matter 25%

(1v) Statements 100%

Note :- For newly recruited typists a norms of 5000 words per day may be adopted for the
first year of their service. The same norms may also be adopted for typists engaged in
English & Hindi Typing simultaneously.
(2) Comparison of typed matter
Two compares may be allowed for every three typists.

[OM No 11034/9/73-011. Cell. dated 10-1-1975]
10.7 Utilisation of services of Hindi typists and Hindi stenographers
The services of the trained Hindi Typists/ Trained Typists in stenography/trained
stenographers should be utilised in Hindi work regularly so that they could maintain their

practice and the use of Hindi could be promoted.

[O.M. No. 12017/12/78-0O.L.. (A-1). dated 16-8-1978]
10.8 Responsibility to do work of Hindi Typing/ Stenography by the employees
trained in Hindi Typing/Hindi Stenography
Some employees trained in Hindi Typing/ Hindi stenography avoid to take dictation in
Hindi or avoid to do typing work in Hindi. A lot of Government expenditure is involved in
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imparting training in Hindi typing and Hindi stenography under Hindi Teaching Scheme to
English typists/stenographers. The training is imparted free of cost during office hours
only and the trained employees are also given incentives at prescribed rates. A few
Typists, Stenographers are recruited only on the basis of qualifying Hindi
typing/stenography test. Thus. it is the duty of the employees trained in Hindi
Typing/stenography not to refuse the Hindi typing/stenography work whenever asked. It is
the duty of an employee who is trained in Hindi Typing/Stenography as well as English
Typing) Stenography to perform the job allotted to him irrespective of the fact whether it is
in Hindi or in English. Any employee trained in Hindi Typing Stenography has no right to
say that he will not do Hindi Typing/Stenography work. According to the Rule No. 8 (1) of
the Official Language Rules. 1976, employees have the option to write any note or minute
in Hindi or in English, but they do not have the option of not doing Hindi typing or
stenography work inspite of being trained in Hindi typing or stenography.

10.8.1 If there are a few such typists in a particular Government Office who had undergone
training in Hindi Typing long ago and due to lack of practice have lost the acquired
knowledge then in such circumstances the concerned office would spare some Hindi
typewriters separately for such employees and after making their list would ask them to
practice in Hindi Typing during stipulated period of 5-6 days. Afterwards these employees

will do the Hindi typing work as allotted to them.
[0.M. No. 21034/23/87-O.L. (D), dated 21-9-1987]

10.9 To introduce condition to the effect that the possession of the knowledge of a
regional language would be a desirable qualification in the recruitment rules
pertaining to the posts of Hindi Translators

The question of amending the recruitment rules for the posts of Hindi Translator
for introducing a condition to the effect that the possession of the knowledge of a regional
language be a "desirable qualification" should be considered. This condition may not be

applicable where such posts are filled by promotion or departmental examination etc.
[OM No 11034/11/74-O.L. (C), dated 21-6-1974]
[0.M. No. 11034/11/74-0.L. (C), dated 27-6-1975]

10.10 Minimum qualification regarding language for Translators.

It is compulsory for a Translator to possessknowledge of Hindi and English at least
at Graduation level, so that he can discharge his duties efficiently. In consultationwith the
Department of Official Language, the Department of Personnel and Training has already
issued model recruitmentrules for Translators and Hindi Officers. Even in these rules the

minimum qualification prescribed for translators is not less than Graduation.

It has been brought to the notice of the Department of Official Language that in
some of the Central Government Offices/Undertakings, persons having qualifications
lower than that of Graduation level have been appointed as Translator(s). This is improper.
Therefore, all the Ministries/Departments of Central Government are requested to ensure
that the Translators to be appointed in their Attached/Subordinate Offices, nationalised
banks, undertakings etc. possess knowledge of Hindi and English languages at least at
Graduation level. While formulating Recruitment Rules for Hindi posts, the Model
Recruitment Rules issued by the Department of Personnel and Training in this regard
may please be adhered to.

0O.M. No. 13035/2/96-0.L. (Policy & Coord.), dated 12.6.1996
10.11 Facilities for Sr. Hindi Officers/Hindi Officers

To encourage Hindi as Official Language and keeping in view the importance of the work
done by Senior Hindi Officers/Hindi Officers should he considered sympathetically to
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provide then with telephone facility at office as well as at residence. Keeping in view that
they have to be on duty in late nights during Parliament session it would be appropriate to
allot them quarters in a centrally located place. It would also be beneficial if staff car is
made available to them at night during Parliament Sessions.

[OM No 19/10/84-O.L.. (Service). dated 21-11-1984]
10.12 Ratio of Devanagari typewriters (ordinary, pin point, bulletin, portable and
electric) Hindi typists and Hindi stenographers (as compared to the total number)

Region ‘A’
(a) Ministries/Departments - 45%
(b) Other offices (including portions. banks etc. - 75%

In accordance with the resolution No. 12015/34/87-0.L.(Tech.), dated 29-3-1990 issued by
the Deptt. of O.L. the number, at the end of 1991-95 should be-

(I) Devanagari typewriters - 90%
2900

[-) Hindi typists/stenographers - 20%
Region 'B'

Ministries/Departments/Central Offices including corporations, undertakings banks etc.)
In accordance with the resolution No. 12015/34/87-0.1

(Tech.), dated 29-3-1990 issued by the Dept. of O L. the number, at the end of 994-95
should be.

(1) Devanagari typewriters - 45%

(2) Hindi typists/stenographer - 66%%
[-20% increase every year.)

Region 'C'
Ministries/Departments/Central Offices (including corporations, undertakings, banks etc.)-
18%

(In accordance with the resolution No. 12015/34/87-O.L. (Tech.), dated 29-3-1990 issued
by the Deptt. of O. L. the number, at the end of 1994-95 should be-

(1) Devnagari typewriters - 25%

(2) Hindi typists/stenographers (20% increase every year.)

2. The above proportion of the stenographers knowing Hindi typing/stenography should be
achieved by making recruitment of the candidates knowing Hindi typing/stenography and
by imparting training in Hindi stenography to the English typists/stenographers. So long as
the Hindi knowing typists/stenographers are not available in prescribed number in an
office, only Hindi typing/stenography knowing candidates should be recruited on the posts
of typists/ stenographers. at the time of new recruitment. provided. such candidates are
available.
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3. The above mentioned proportion of the Hindi Typists/Stenographers is minimum.
According to the demand of an office, an increased number of Hindi typists/stenographers
(which is more than the prescribed limit) can be appointed by direct recruitment. Even
after the completion of the prescribed proportion, the English typing/stenography knowing
typists/ stenographers should continue to be trained in Hindi typing/stenography, till all
typists/stenographers acquire the knowledge in Hindi typing/ stenography.

4. It is necessary to ensure that the prescribed percentages of the Hindi stenographers/
typists are achieved and it should be taken care of at the time of new recruitment too.
Action should please he taken against the officers who violate these orders, as laid down in

this Department's OM No 12019/3/89-0.1. (Int.) dated 22-8-1989
[OM No 14012/7/87-O.L. (C), dt. 20-8-1987]
[0.M. No. 14012/7/87-O.L. (C). dt. 28-1-1988]
[0.M. No. 14012/14/87-O.L. (C), di. 1-2-1988]
[Resolution No. 12015/34/87-0.L (Tech.), dt. 29-3-1990]
[0.M. No. 14012/6/92-O.L. (C). dt. 12-2-1992]

[0O.M No. 14012/6/92-0O.L (C), dt. 19-5-1992]

10.13 Arranging typists in Hindi Cells of Central Govt. Offices

As far as possible at least one typist, who can , type in English as well as in Hindi
may be posted in Hindi Cell. If this is not possible. some other alternative should be
evolved so that Hindi cells may not have to face difficulty in getting their matter typed in
English and attached/sub-ordinate offices, undertaking etc. should also be advised to take
similar action.

[O.M. No. 13035/7/87-0.L. (C), dt. 23-3-1988]

10.14 Implementation of the Government's decision taken on the recommendations
made by the Committee of Parliament on Official Language in its Report (Part-I1)-
Regarding
The following steps have been ensured by the Central Hindi Training Institute for

implementation of the decisions taken in the Resolution relating to further strengthening of
the existing arrangements for training in Hindi Typing and Hindi Stenography:

(1) The untrained manpower in various fields is being utilised strengthening the

training programmes.

(2) Full-time and Part-time training Centres under the programme for expansion in
training are being opened as per demand.

(3) Arrangements exist in few cities for training in Hindi Typing and Hindi
Stenography in the State Governments and private institutions.

(4) Crash-Courses for intensive training in Hindi Typing and Hindi Stenography are
being run at few selected centres like Bangalore. Hyderabad. Calcutta. Mumbai and
New Delhi and this facility is also being extended in Chennai.

2. For training of the Central Government employees in Hindi Stenography and Hindi
Typing in private institutions like Private Commercial Institutes and the reimbursement of
the expenditure incurred thereon to the employee by the concerned Office. it is clarified
that there is a provision for payment of lump sum award on passing the examinations of
the Hindi Teaching Scheme after seeking training in Hindi Typing and Hindi Stenography
through one's own efforts. This Department's OM No 12016/3/76-OL(D) dated 31-8-1977.
also provides for payment of interest free advance out of the lump sum award.
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3. All the Ministries/Departments may please ensure that every Office should have at least
one-typist trained in Hindi Typing. Wherever it is feasible and it is necessary to do so. the
trained typist should be used for training other untrained employees in Hindi Typing and
for doing this additional work. the lead of Office should give them honorarium in

accordance with this Department's OM No 11015/1/86- OL(D) dated 25-2-1987.
[OM. No. 28/1/94 HITS (Hgs). dt. 13-1-95]
Resolution No. 12015/34/87-OL (TC), dt. 29-3-90]

10.14.1 Implementation of Government's decisions taken on the recommendations
made by the Committee of Parliament on Official Language in its Report (Part-II)-
Regarding

In this connection the following actions have been taken :-

(1) The syllabus for Hindi Typing and Hindi Stenography is reviewed from time to
time.

(2) All the Ministries/Departments, etc. can give the training on electronic
typewriters to their employees by contacting the concerned Regional Deputy
Director. Office of the Hindi Teaching Scheme. For the offices located at Delhi, the
Deputy Director (Hindi Typewriting & Stenography), Hindi Teaching Scheme,
Janpath 'A' barracks Ist Floor, Janpath, New Delhi-110 001, can be contacted.

(3) Training for telex and teleprompter operators on bilingual (Hindi-English)
machines is being run at selected places by the Department of telecommunications.
The Department of Telecommunications is responsible for organizing Refresher
Courses also. It is not possible to make arrangements for such Refresher Courses by

the Central Hindi Training Institute.
[OM No 28/1/94 HTS (Hgrs), dt. 5-1-95]
[Resolution No. 12015/34/87-OL (TC), dt. 5-1-95]

10.15 Refixation of proportion of Devanagari typewriters/Hindi typists/Hindi
stenographers and consolidation of orders issued so far in this regard

For ensuring compliance of the Official Languages Act, 1963 and the provisions of
the Official Language (Use for official purposes of the Union) Rules, 1976, it is necessary
that Devanagari typewriters/Hindi typists/Hindi stenographers should be available in
adequate number in every office of the Central Government. The Department of Official
Language has from time to time made this clear vide various orders issued in this regard as
to what should be the proportion of Devanagari typewriters/Hindi typists/Hindi
stenographers in every office of the Central Government. This order is being issued by
consolidating all the orders* issued so far on this subject. The Devanagari
typewriters/Hindi typists/Hindi stenographers in the following minimum proportions
should be available in all the offices of Government of India with effect from 1-4-1994 :

(a) All the offices of the Central Government located in "A" region - 90%
(b) All the offices of the Central Government located in "B" region - 66%
(c) All the offices of the Central Government located in “C” region - 25%

2. The following instructions should be kept in view for achieving these proportions :-
(a) At least one typewriter may be purchased in those offices of Government of
India where not even a single Devanagari typewriter is available.
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(b) Until the above mentioned proportions are fully achieved in any office of the Central
Government only Devanagari typewriters should be purchased and only Hindi
stenographers and Hindi typists should he appointed.

(c) The officer ordering the purchase of typewriters will be responsible to ensure that only
Devanagari typewriters are purchased till the prescribed targets are achieved.
Similarly. the officer signing the requisition for filling up the posts of Hindi
typists/Hindi stenographers will he responsible to ensure that unless Hindi
typists/Hindi stenographers in the aforesaid proportion become available. the
requisitions re sent for filling up these posts only from Hindi typists/Hindi
Stenographers

(d) Bilingual (Hindi English) electronic typewriters will not be deemed to be included in
the total number of typewriters

(e) In case an office feels the need for purchasing Devanagari Typewriters more than the
prescribed limit it may purchase them even in excess of the said proportion as per is
requirements. Similarly in case an office finds it necessary to have Hindi typists/Hindi
stenographers more than the minimum prescribed limits mentioned above. it may do
SO.

(f) The training in Hindi stenography/ Hindi typing to the English stenographers/English
typists and training in English stenography English typing to the Hindi stenographers
Hindi typists, as per the requirements of work will continue as before

3. Office of the Central Government means any Ministry/Department of Central
Government (2) any Commission appointed by Central Government or (3) any
Corporation or any office of Company owned or controlled by Central Government. Hindi
typist means Lower Division Clerk working in the offices of Central Government or the
posts known by various designations having equivalent pay scales. Similarly, Hindi
stenographers means the stenographer known by various grades and different designations
and who knows Hindi stenography.

4. All the Ministries/Departments of Central Government are requested to ensure
compliance of these instructions and request all their Attached and Subordinate offices,

Corporations, Undertakings, Banks etc. to ensure compliance thereof.
[0.M. No. 14012/2/94 O.L(C). dt. 15-4-94]

10.16 Presidential order on the recommendation of the Parliamentary Committee on
Official Language regarding Hindi Training

So whereas a Committee on Official Language consisting of twenty members of
the House of People and ten members of the Council of States was constituted in
accordance with the provisions of section 4 of the Official Languages Act. 1963 (19 of
1963) (hereinafter referred to as the said Act to review the progress made in the use of
Hindi for the Official purpose of the Union and submit a report to the President making
recommendations thereon:

Whereas the Committee on Official Language submitted Part-3 (Chapter 1 to 18
and annexure) of its report to the President in 1989 inter alia recommending that training in
Hindi should be obligatory for such Officers and employees of the industrial
establishments who are required to do the desk work:
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And whereas in accordance with the provision of sub-section (3) of section 4 of
the said Act the report was laid before both Houses of Parliament on 13th October and
27th December, 1989 respectively and copies of the report were also sent to all the
State/Union Territory Governments. Since the recommendations of the Committee are
related to the arrangements to be made for Hindi Training of the Central Government
employees and for imparting training through the Hindi medium, opinion of various
Ministries/Departments was also obtained;

And whereas the views expressed by the State/Union Territory (governments and
various Ministries/Departments in this regard were considered and Resolution accepting
this recommendation in principle was issued on the 4thNovember 1991.

Now. therefore in exercise of the powers conferred by sub-section (4) of section 4
of the said Act the President hereby directs that-

(a) training in Hindi may be made compulsory for the employees of the Industrial
establishments owned or controlled by the Central Government. This will however not
apply to (i) employees below Group C Grade (comparable with the Central Government
employees classification). (ii) work-charged staff and (iii) employees for whom no
academic qualifications have been prescribed and who are mainly engaged on
manual/mechanical work in industrial/commercial establishments and mines:

(b) no penalty shall be imposed for failure to obtain the prescribed standard:

(c) facilities for Hindi training may be provided free of cost to the trainees: and

(d) the concerned industrial establishments owned or controlled by the Central
Government will bear the expenses of the training of their employees. However. subject
to spare capacity being available in the Hindi classes run under the Hindi Teaching
Scheme as well as in the courses run by the Central Hindi Training Institute and in its
Sub-Institutes such employees will be admitted to these classes without demanding the
reimbursement of the cost of training from the industrial establishment. owned or
controlled by the Central Government.

[0.M.No. 11016/5/76-OL(D). dated the 23-3-93]

10.17 -Regarding granting Modified Assured Career Progression Scheme (MACPS)
to the officers of Central Secretariat Official Language Service Cadre.

Please refer to the Department of Personnel and Training's Office Memorandum
No. 35037/3/2008-Estt.(d) dated 19.5.2009 regarding the above concerned subject.
Accordingly, the recommendations of the 6th Central Pay Commission of the Central
Government have been accepted and the same with further amendments have been
accepted with three financial enhancements under MACPS at the interval of continuous
regular service of 10, 20 and 30 years. The scheme will be known as Modified Assured
Career Progression Scheme (MACPS) of Central Government Civilian Employees. This
scheme is in replacement of the previous ACP Scheme and the clarifications issued
thereunder and will be applicable to the Civilian Employees of Central Government in A
& B & C Services other than the officers of Organized Group A Services.

A Steering Committee will be constituted in each Ministry/Department to consider the
matter of providing financial updates under this scheme. This committee will have a
chairman and two members. The members of the committee shall be one level above the
grade for which MACP is being considered and shall be of the same rank as an Under
Secretary to the Government. The Chairman shall ordinarily be one grade above the
members of the Committee.
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The recommendations of this committee will be placed before the secretary for
approval or in those cases where a committee will be constituted in the
ministry/department, the main/competent officer of the organization. This committee will
meet twice in a year in the first week of January and first week of July to take decisions
on mature matters.

The Department of Personnel and Training's Office Memorandum No. 35037/3/2008-
Estt. (d) dated 19.5.2009 can be accessed on the website of that department at
www.persmin.nic.in. The Competent Authority has directed the undersigned to say that
all the Ministries/ Departments should dispose themselves of all the matters related to
MACPS of the officers of the Central Secretariat Official Language Service Cadre
working in their Ministry/ Department and copy of the order issued by the Office be sent
to the Department of Official Language.

All Ministries/Departments are requested to bring this scheme to the notice of all officers

of Central Secretariat Official Language Service Cadre.
[0.M. No. 5/16/2009-O.L.(Services) dated 29.10.2009]

10.17.1 Providing financial benefits under the ACP/MACP scheme to the officers of
the Central Secretariat Official Language Service Cadre.

Kindly refer to this Department's Office Memorandum of even number dated
29.10.2009 on the above subject. Taking a policy decision, the Department of Official
Language has given the authority to take action on all matters related to ACP/MACP of
officers of the Central Secretariat Official Language Cadre to the concerned Ministry/
Department where the officer is posted. Some offices have been seeking clarification
from the Department of Official Language from time to time whether old cases related to
ACP have to be taken again, along with the MACP of the officers of the Central
Secretariat Official Language Service Cadre.

2. All the Ministries/Departments are requested to settle the matters related to
ACP/MACP of officers of Official Language Service cadre at their own level. The
Ministry/Department should take up the matters related to the ACP/MCP of the officers
of the Central Secretariat Official Language Service Cadre before the committee
constituted by them on this subject and the Ministry should provide financial benefits to
the officials of the Official Language Service Cadre, in the same way as the Ministry

provides financial benefits under the ACP/MACP to their other officers/ employees.
[0.M.No. 5/16/2009-0.L.(Services) dated 14.05.2010]

10.18 Regarding the relieving of the officers/employees of the Central Secretariat
Official Language Service Cadre after their resignation..

It is to be mentioned on the above subject that many Ministries/Departments
accept the resignation of the officers/employees of the Central Secretariat Official
Language Service cadre and relieve them, without informing this department which is not
according to the rules. In this regard, the undersigned is directed to say that the approval
of this department should be obtained before accepting the resignation tendered by any
officer/employee of the Central Secretariat Official Language Service cadre and relieving
him.

[0.M.No. 7/16/2013-0O.L.(Services) Dated 9.9.2013]
10.19 With regard to providing uniformity in the designations and pay scales of
various posts related to the Official Language outside the Central Secretariat
Official Language Service Cadre.

The undersigned is directed to say on the subject mentioned above that on the
basis of letters received from various Ministries/Departments, the proposal regarding the
grant of pay scale to the officers/employees related to the Official Language working in
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the autonomous bodies subordinate to them at the same level as the Central Secretariat
Official Language Service Cadre, was sent to the Department of Expenditure, Ministry of
Finance. The Department of Expenditure, Ministry of Finance has mentioned on the
relevant subject that the Office Memorandum issued by them on 24.11.2008 does not
directly and automatically apply to autonomous bodies (copy attached). Therefore, the
concerned Department may take necessary action according to the guidelines issued by

the Department of Expenditure, Ministry of Finance.
[No.13/63/2013-0.L.(Service) dated the 10.2.2014]

10.20 With reference to the application for transfer deputation/direct recruitment
of officers/personnel of Central Secretariat Official Language Service Cadre.

The undersigned is directed to say on the subject mentioned above that Central
Secretariat Official Language Service Officers/Personnel usually send their applications
for transfer/deputation/direct recruitment directly to the Department of Official Language,
which is not proper. All officers / personnel working in various Ministries / Departments
of the Central Secretariat Official Language Service Cadre are directed to send their
applications for transfer / deputation / direct recruitment to the Department of Official
Language through proper channel in future. Only those applications will be accepted in
the Department of Official Language which are received through proper channel.

Disciplinary action under CCS(Conduct) Rule 6(14) may be taken against
officers/personnel who correspond directly or send correspondence through political
interference to the Department of Official Language and not through their office where

they have been posted.
[O.M.No. 05/5/2019-0.L.(Services) Part 1 Dated 16.1.2020]

10.21 Opportunities for promotion on the posts of the OL cadre

All the Ministries/Deptts. may immediately initiate forming their respective cadres
of the posts relating to the Official Language in their Subordinate
Deptts/Offices/Organisations and Corporations. In this exercise, not only the
requirements and the nature of work relating to the Official Language should be kept in
view, but it should be seen that opportunities for promotion on the posts of the cadre are
also available
You are, therefore, requested to take immediate action on the above decision of the
Central Hindi Implementation Committee and intimate this Department about the action

taken in this regard
D.O. Letter No. 9/2/97-0O.L. (S), dated 15.4.1997

10.22 The opportunities for promotion to the officers/employees working on Hindi
posts in the subordinate offices/ undertakings under the control of various
Ministries/Deptts. of Govt. of India-steps/measures regarding.

Instructions had been issued vide this Department's O.M. dt. 13th Nov., 1990 and
25th Apr. 1991 and D.O. letter of 15th April, 1997, that all the Ministries/Deptts. should
consider forming separate cadre for the Officers/Employees working on Hindi posts in
subordinate offices/undertakings etc. and wherever the formation of cadre is possible, it
may be formed and where there are less opportunities for the promotion ofstaff and it is
not possible to form a cadre, the promotion avenues of the staff may be examined and if
found inadequate;steps may be taken to increase such avenues.

The Ministries/Deptts. which have not yet initiated any action in this regard, may

alsodo so at the earliest and inform this Department accordingly.
O.M. No. 9/2/97-0.L. (S), dated 23.3.1999
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ST U hTA hHETHE/ TTReRTRET shi USTd oh ST SUTTs hil- o TATH/IUT AT

79 formT o famieR 13 Taway, 1990 T 25 31, 1991 o AT J199 T 15 3T, 1997 & 3197 0
ST TR SIRY R 71 o fofs Tt siarremar/for T 1ot atefireer shmaterlt o Swshal 3RS o fidt wat w
AT AT /R o STAT-3TAT HolTl TTSd i o I H oI shi qeIT STRI-STgT el oht T3
GYd BT I Gatl ST ST qUT STEl €% hl YaI=Td o oIt 376 o 81 3 Gat o= 1 699 7 &
&1 T T YS=ITd o fIU STl st ST ST ST AT o STIATH UT SITE a7 378 S & SUT Ry S|
S st/ T gRT 1S SRiaTer STft ok STREy T SRl T ®, 3 39 9T 9T hrieTel Seg ST
e 3G T SRl 37aTd U T 8 ) |

FHTITE. 9/2/97 T, (Fam), feieh 23.3.1999
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10.23 Forming cadre for the post relating to the Official Language in the
Departments / Offices / Organizations and Corporations—regarding.

It is necessary to form separate cadres for various Ministries/Deptts. so that
adequate avenues for promotion are made for the Officers/Employees working in the
subordinate offices.

It is, therefore, again requested that the formation of cadre may be initiated
without any further delay and this Department may be informed about the action taken in

this regard.
[0.M. No. 9/2/97-OL (S), dated 14.8.1997]

10.24 Forwarding of applications of the personnel belonging to Central Secretariat
Official Language Service for ex-cadre posts—instructions regarding.

The cadre units of the Central Secretariat Official Language Service viz
Ministries/Departments and the attached offices themselves shall, henceforth forward
applications of the personnel belonging to Central Secretariat Official Language Service
for ex-cadre post after ascertaining eligibility etc. Thereafter a copy of the application

may be forwarded to this Department for cadre clearance.
[No. 7/97/98-OL (S), dated 23.2. 2000]

10.25 Minimum Hindi Posts in Ministries/Departments/Offices.

In the meeting of Screening Committee held on 27.1.2005 following decision was taken:

"So far as minimum Hindi Posts are concerned respective Ministries/
Departments/Offices may consider these posts in their respective Screening Committee
meetings. These minimum posts are of utmost necessity for the implementation of
Official Language policy of the Union, hence these should be saved from cut, as far as
possible.”

All Ministries/Departments are requested to consider filling up of minimum Hindi
posts in their respective Screening Committee meetings and these posts should be saved
from cut enforced vide DOPT's above Office Memorandum, as far as possible, since these
posts have been created to meet out constitutional requirements for implementation of
Official Language policy of the Union. This procedure should also be followed by
Ministries/Departments for their attached/ subordinate offices including undertakings,
banks and institutions.

[0.M. No. 15/4/2005-0.L. (S), dated 22.2.2005]
10.26 Provision of Rajbhasha Cadre in subordinate/attached
offices/undertakings/establishments for promotion.
The Committee of Parliament on Official Language in 6th part of its report recommended
the following:—

"Recommendation No. 11.10.14: Official Language Cadre has been formed at the
level of Ministries of the Central Govt. as a result of which a Junior Hindi Translator
may reach upto the post of Director (O.L.), but there is no provision of Official
Language Cadre in the Subordinate/Attached/Undertakings/Institutes/Offices of the
Govt. of India. As a result, the Officers/Employees working in the Official Language
Section are deprived of the departmental promotion because they are doing the work of
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10.23 frvmi/erraterat/ara=t aor fRrat § TTaTaT Haeft Ut it GariienRiut i & Haier |

farfir e/ foramtt o stefiaey st | e o T ARG /=i Y uai=ifd &
TATH SO ITTT FHLAT 8 3ok STCTT-3TCHT Hal T TS AT ST B

;I HTRT0T oh1 e foraT 371 foreft feretva o ST fofarm ST et <A1 18 shidas 9 5@
formT =R SFeRTa TR ST

FHIATH. 9/2/97-T.4T. (BaT), T 14.8.1997

10.24 T ATCTSTCT, TTHTT ST W o SATErRTRET/ARHATRET o Heitl ATel Uat o TS
T AU hid ok Tl |

Geiferd HaATer/ famT TR Heg shier™ ST Sheld feeTerd TSTHIST SaT H e 8, e
GIHTERT TSTHTST SalT €Tt o SATRRTNET/ AT o STl STl Yal o SATe Tl shl Terdl SeaTts shl
ST ohleh T AU i, TeqITd TSI foITT ahl et o forg afd fyd i)

FTITH. 7/97/98-T.HT. (&am), Tk 23.2.2000

10.25 WATETEl/ farvmT/sRTaterat o =aan il ug

39 foramT =t SR wHdt 27.1.2005 it sask o fmferfaa fofar foram mm:-

"SRt deh <A fEaT qal T HeiYr ®, Heiferd wEterd /formT /ehratert stoet whifT et
3% H 57 T shl VAT S STl Ao €9 81 37 held| § a1 i1 I <A fedl ug & Sifeh st
Hifer 3 swrri-ama & fore fdia st 2

TETET AT/ Tt & ST & fof =g Tt oat bt o1t o oI o waifera waAerlt seate sht
TR FAdt it A3k § e fomam ST 3T STet oo |vie 21 3 Ual o shifdeh 3T gf¥reqor forvmT &
ST FATAT JIO 6 ST B AT Feldl 8 S S FAfeh & 98 TSI Aift o Fri-ae 6
T HoeTeR SATTTARTSl o I A o T SR 1T 2| 78 SoRAT HATera/ Tt 3o derg, STefiaes
FIT, TSR, Soh HEI Afed Tt et o fTT ST ST I8 HEiedd o TSTHTT formr it
ATTES T +ft Ity B

FTILHE. 15/4/2005 .37, (@), femieh 22.2.2005

10.26 ST Heleg ISTHHT/TTABTAT H TSIl o (oTT ATHTET TR <hT sqaEm|
T g |fifa ¥ 1o gfiaed % w8 we # i e i e -

T H. 11.10.14 HER TR o WA &L [TT T TSTHTST ST 1 & Fofdeh 0T Th
HAE FEEE FoRE (@A) F UE T UG AT 8, Fh] WG WHER & e deg /
SUSHHI/IITEET H TSI ST h Faredl Fel 8| §8 HAO TSI ST § % S aled
rferepTl/aHaT formii wei=fa & 6 ot dfed @ S 2 o ag Tt &R § e o @ ) o
I AT | TSTHTHT hed o ATYR W YT BiHT AT 7T 3ok far W § Ih! ST o TR
W SIS =R Teh HATa o T fora Susha/ Ifase Tefiaeer derg e & S
TSTHTNT hed ST ST
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Official Language Hindi. Therefore, in the above offices, the promotion should be made
on the basis of Official Language Cadre or they may be promoted on the basis of
seniority in their Department. Formation of a separate cadre of Official Language Service in
the Undertakings/ Institutes/Subordinate/Attached offices falling under one Ministry
should be considered."

2. This recommendation of the Committee has been accepted vide Resolution No.
12021/02/2003-II O.L. (Service), Dt. 17.09.2004 of this Department. Following orders
have also been issued in this regard earlier.

1. O.M. No. 17/5/88-O.L. (Service), Dt. 6.4.1988

2. O.M. No. 9/5/90-O.L. (Service), Dt. 13.11.1990 and 25.4.1991
3. O.M.No. 9/2/97-0O.L. (Service), Dt. 14.8.1997 and 23.3.1999
4. O.M.No.9/5/99-0O.L. (Service), Dt. 28.9.1999

All Ministries/Departments were requested to take necessary action along with their
Attached/Subordinate Officesand undertakings under their control.

3. All Ministries/Departments are again requested to take necessary action regarding
constitution of Cadre for Hindi Officers/Employees working in their subordinate
offices/undertakings and organizations etc. so that they may be providedsufficient avenues
of promotion.

4. Action taken in this regard may also be intimated to the Department of Official
Language.

[0.M. No. 15/6/2005-OL (S), dated 07.04.2005]
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2. e sht 7 HEfd 39 T shis Hehed © 12021/02/2003-11 THT (Ha), F1h 17.9.2004 %
=il Selierrd o &t 7T 21 39 IR B urd it fmferfad srters e s fee e o

1. ST 9T G, 17/5/88- T.T.(8a) feaieh 6.4.1988
2. HUITE. 9/5/1990- T, (8a) femier 13.11.1990 37 25.4.1991
3. HIFTH. 9/2/97-T.T. (&) feies 14.8.1997 31T 23.3.1999

4. FTIJE. 9/5-99-T.T, (|aT) feish 28.9.1999

guft T/ famn/asy F AT FEid T S AT SUshHt § ATawe hrare!
U T S fofar T o
3. ft wETerE/for Tl & O T @ o o o7o Frrimomeli atefiree shrtera/SusRaT 3R weT o
T i Tt STfeRTi/ e o Hert Mied i o g FriaTe! i, qTieh TSTHTST § S[g bt
I GeI=ITd o IITH 6L YT Bl Fehl

4. 39 foma 9 i 118 wrRiaret & Tt farsmT nt oft 79T R Sy

FTITH. 15/6/2005- T4, (&a) {7 7.4.2005
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CHAPTER 11
MAGAZINES AND JOURNALS

11.1 Publication of Government Magazines & Journals in Hindi

In cases where magazines or journals are brought out by the Central Government
offices in English only. It is incumbent on them that they bring out these magazines or
journals in Hindi also. In case it is not possible to bring out such magazines in Hindi and
English separately, then articles in both Hindi and English languages should be published
in one single publication. In such cases it should be ensured that proportion of pages
containing Hindi articles is in no way less than those of English articles.

11.1.1 In cases where magazines and journals are brought out in Indian languages other
than Hindi and English. Hindi version of such publications should also be brought out.
Number of copies of such publications can be determined on the basis of requirement.

11.1.2 All Ministries Departments and Government Undertakings should invariably send a
copy each of the magazine published by them to Secretary/ Joint Secretary Department of

Official Language.
[OM No E-11015/43/73-0O.L. dated 27-8-1973]
[OM No 20034/3/79-Patrika Unit dated 18-7-1985]

11.2 Publication of Statistical Pocket Books bilingually (Diglot).

Pocket Books containing Statistical information should be published bilingually (Diglot).
The descriptive portions could be printed in diglot forms that is the Hindi and English
versions should face each other and the tables may have the headings in English and Hindi
so that the bulk of the pocket books does not increase unnecessarily and there is economy
in paper also. If the size of these pocket books are likely to become bulky, separate Hindi

and English versions may be published.
[O.M. No. 11020/18/73-O.L. dated 3-10-1973]

11.3 Use of Standard alphabets and spellings in newspapers and magazines
published in Hindi

All Ministry/Departments should use in there publications alphabets and spellings
etc. given in. "Devanagari Lipi Tatha Hindi Vartani Ka Manakikaran" published by
Central Hindi Directorate. West Block 7. Ramakrishana Puram, New Delhi.

Government Presses and Foundaries should be instructed to arrange new Type Phases of
standard alphabets and to make use of them only in their publications.

[OM No 11034/7/77-R & A Unit. dated 13-12-1978]
[O M. No. 11034/11/87-R & A Unit, dated 19-10-1987]
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11.1 T¥RT U-ufErentant o1 &t o wehtor

LT TR o HEATAI R Afe shered IS T O I GRRISTT ohT TR {5 ST & df I8
Iraeaeh 2 for Rt o oft wot 3 ufSent ot wemre fomarm sty arfe foreft smmor & Ut fent st yepme Rt
TUT U T STAT-SFAT 9 T & o &1 Ueh & Joh1v § &t qem Sisi g1 Jroisti #§ ofg 31 6
ehTe foparm STTq) o7 +ft giafera foram S foh 30 Wb Tt # wemtfRra il o Terst i 98w
T ST o TRT AT TS ol e o 7 )

11.1.1 ST&t Tt = Stusht o Rrarr forelt qudt witelter WAt # wer-afrenredt 1 Serm fora s €
36T fedt FUT-R T TeRTIRT foRaT STTQ) 36 TR STeRTIRTd ST sht Nt shi HeaT STaRashaIaR o
I ST e 2

11.1.2 &+t W, fvmT od el Suskd o9 T sl 6t uh gia afea/ed afe T
IEE IR CEOREE

[FTLH. . 11015/43/73-T.9., T&7a 27-8-1973]
[ST.FTH. 20034/13/79- Uikt Ueheh, faih 18-7-1985]

11.2 Aiftashiar Staft gEaeht @1 fgwrives (ferere) w0 # yewm

Hiflerehla T areft Steft gedeh fgwives (fereme) w9 § wehifira s Sid| ot wefeft i
feivrer &9 (ferrerre w) § BT S Herd @ e feidt dorm ST &9iat T gu o ST+ -am & 31
HRORT o wfivfer STsf qor fEdt & & aifsr 3 Sieft ek (diehe o) STavEe &9 § Sifee 7 89 11
I |1 & FATS o T S BT Foh| A §7 STell TETohi 1 ST SATAT ST & ST hl ST & Al
fedt 37T TSI T STT-3THT YRARTHAT o T H FhTRTG Fohl ST Eehl o

[T.ITE. 11020/18/73 - T, fedieh 3-10-1973]

11.3 & & TemiSTa At I ATet Uo-uEreRtatt § 7ok SUTHTAT TR a1 ol TRT

[t HATer/ far T ST9 TehTRHT H et fedt aRmTera, et e 7, THeporge, = oot g
STERTTRI "SR Teaf arerm féeh it T weehientor qReert & & 7T SotHTaTT S T 3T7e 3 &t ST
i

HTHHT ST ST Fe-gl dTedl st e fou ST foh o Hieh SUfATeT o STIER & ¢ 2ET B
FATY 3T JhIIHT § 3721 T SEHT i

[FTITE. 11034/7/77- THT. Ueheh, T 13-12-1978]
[FT.ITH. 11034/11/87 - .13, Wehah, TR 19-10-1987]
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11.4 Providing adequate staff for Journals in Hindi and other Indian Languages and
granting them Pay-scales similar to those admissible to staff engaged for Journals in
English

There should be no discrimination in the pay-scales designation and other
conditions of service of the staff engaged for the editorial work in Hindi and other Indian
Languages as compared to the staff engaged on the same or similar type of work in
English and necessary steps may be taken to bring about uniformity in this regard. Staff

provided should be same as provided for the similar journals in English.
[O.M. No .11034/15/79-Patrika Unit, dated 20-7-1978]

11.5 Material for quarterly Magazine and monthly Bulletin published by the Deptt,
of Official Language

Statements of important decisions and activities relating to the use and
development of Hindi may be sent for publication in the Quarterly magazine "Raj Bhasha
Bharati" published by the Department of Official Language.

(Now Monthly Bulletin named "Raj Bhasha-Pushp Mala" has also been started.)
[OM No 11034/15/78-Parika Unit, dated 20-7-1978]

11.6 Making magazines and journals brought out in Hindi more useful and effective
The magazines/journals brought out for the propagation of Hindi should include

articles on the following topics or the same should be highlighted in editorial:--

(1) Summary of important orders issued by the Department of Official Language or

complete orders.

(2) Information about important decisions of Hindi Salahkar Samiti of concerned Ministry

Official Language implementation committees of concerned offices.

(3) Noting, Drafting. Inspection reports, Scientific/Technical reports pertaining to the

concerned office.

(4) Inspiring articles. depicting the importance of Hindi especially as Official Language

and highlighting its role in the context of national integration.

(5) In magazines and journals relating to Official Language, published from a particular

state. material including the similarity and proximity of Hindi and the regional language.

(6) Review of the use of Hindi in recruitment/promotional examinations & interviews.

(7) Information regarding use of Hindi in higher training/refresher courses.

(8) Details of progress made in the implementation of Hindi as Official Language and the

work being done in Hindi.

(9) Details of the Award & Incentive schemes and mention of names of award winning

employees etc.

(10) Original articles written by the officers working in the offices on technical/

scientific/industrial/financial subjects.

(11) Photo specimen of practical work being done in the concerned Department (excluding

confidential and Secret material).

(12) Other useful material considered appropriate.
[OM No 20034/13/88-0. L. (Patrika),dated 15-2-1988

]
11.7 Scientific and Technical periodicals and magazines published in Hindi

Comprehensive efforts be made to encourage the publicity and spread of all
available scientific and technical literature published in Hindi. Arrangements may be made
to purchase scientific and technical magazines/journals published in Hindi for the libraries

according to need.
[O. M. No. 20034/2/87-0. L. Patrika, dated 22-6-1987]
[O. M. No. 20034/6/88-0.L. Patrika, dated 19-7-1988]
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11.4 &t oiT ot WRdt wrarett st u-ufestedt o fog agfd were suetsd st ot
ST ufSreRTatt o TUT S| AT

oSt wr-afienrat o dureehi forvmi § et qem =1 R ATSTSt ol ST €21 ShTH il &
3T AT T Th o STUST H h1H T ATl ET% o a0, TSATH qT 31T T 31 § ahis Hedd 1
o SITg, ST 39 9§ Usheudr o o ToTT STTa99eh ST TRt S| &% +ff 3T 3199 T@r Sy

ST et 3iUSh Sl wer-afEeRrst & fore wr R Rl
[T.ITH. 11034/15/79- Uikt Taheh, feieh 20-7-1978]

11.5 TAATHT ForeT T R SR Stiires utsrent iR ATfies geife o forg vt
Tt o Tt 37 forhre & Heifera S o o srisrarTt o1 foraor Tt forsm
ST SRTIRTA 6T ST STt SHHTTEe Tieht "INt Rl H Jeh1RT o foTg i1 Sy
(3T TTTRe SRITe it "CSTHTST ST T & Y& TRt 71 9)
[ST.ITH. 11034/15/78-fIehT Uehah, f&miah 20-7-1978]

11.6 T& o geRiTa usr-ufSrerten st oY 21feres SU=Mft 3T TaTar9TTeft ST
STH gATEl W e e o e g ol fora e fof v § TsTeT 3 Sem-SER /] SeRRid
gt # fefafad fow o off ofg & Tuer Gt O TerdaT & S -
(1) TSTTST TorsTT g STRY Foh, 7T Wee Ul STaRTT 2T |IKIST AT QT ST
(2) Heferd HATer i fédl TotTesh Aftfaa ST Geifera sriterd sht TSTTST Shiai-aae affadr §
o e et fofert 6 gemm
(3) Heiferd st fogen fevaforat, srea o, e faid Ssmfen/aerieht fard)
(4) T&<t o e 1 foRIV & & Ik TSI o &9 H Hecd HIT TS Tohal o Hawf 7 {1 fors=reh
IO & Tl 7|
(5) 93T foRIs & Tehif3rd BN arelt TerTsT Gt u-afier # f& 3t e v it amear 3t
fepear guri areft ammf
(6) STfT/si=fer ovearet qeim TmetTesh il | f&et s <t wefte)
(7) =9 ART&TON/ ISR TGshHT H fal ST Hefelt T
(8) TSI o &9 H f&d} 3 smrri-aa ot yrrfer, f& & 81 @ shrehtst o1 farawor amfe)
(9) TTEHT ST TTCATEH AISIHTSAT sh fersiuT qT SHa-H U8 qEahd hH=ia shl Tl 31|
(10) FETT T SR AfehiiaE grr fafad qeihyamies / sienfier enfde fawat o ffers
ey
(11) wsifera forvamr & 2 W ATerTie SFHeRTSt o Hrer T (Mo 3R 70wt i Sige)|
(12) 317 3yt amft St Sfea st sy

[ST.ITH. 20034/13/1988-T1.4T. (UrehT), i 15-2-1988]

11.7 &t # werttyra S iR qerdeht ua-ufreRmd
Tt & SucTes S ToT qerriehT |Tfee o SIR-SHTR T & 6Ya MeaTed faa Sy
TEdeRTCTal o TTT, fEaT W WeRTIRIA ST, qefleh! To/AfeRTatl i STaeashdl & STEIR Ham i
RELIETISILY

[SFT.TH. 20034/2/87- Ut Ushah, faieh 22-6-1987]
[TITH. 20034/6/88-T.T. (4fehT), fish 19-7-1988]
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11.8 Suggestions for improving the quality and maintaining high standard of Official
Language In-House magazines

Main objective of the in-house magazines, published by various offices/
organizations of the Central Government, is to enable and encourage the employees to
work in Hindi and to increase the knowledge of their officers/employees about the
activities of their organization.

The Department of Official Language suggests that while publishing the in-house
magazines, the following points should be kept in mind to achieve this purpose -

1. Articles related to the work area of the organization should be included in maximum
number in the magazine so that the officers /employees can become more and more
familiar with the terminology related to the work of the organization.

ii. Preference should be given to those articles in the magazine which are helpful in
increasing the knowledge of Hindi being used in the office.

iii. More and more articles of the internal officers/employees should be included in the
magazine

iv. Efforts made by Non-Hindi speakers in writing articles for the magazine should be
promoted.

v. Articles related to literature of other Indian languages should also be included.

vi. To make the magazine interesting, contemporary articles in simple language, literature,
health, tourism, travelogue etc. should be included.

vii. To make the magazine classy and attractive, attention should be paid to the design and
quality of the magazine

viii. Efforts should be made to make the magazine available on the website of the institute
so that it is available widely.

[OM No. 11014/34/2014-RS(P) dated 21.1.2015]

11.9 Honorarium for the articles published in Rajbhasha Bharti, the magazine of the
Department of the Official Language.

The Office Memorandum No. 11014/32/93-0.L.(Magazine) dated June 16, 1994 and O.M.
No. 11015/32/99-0O.L.( magazine) dated 16th August 1999 related to the the amount of
honorarium for the articles published in Rajbhasha Bharati, the magazine of the
Department of Official Language has been modified to increase the honorarium payable to
the authors, to maintain the quality of articles published in the department's quarterly
magazine “Rajbhasha Bharati”, The new rates of honorarium have been fixed as under:

1. Regular article published in the magazine - Rs 3000 / - (Three thousand only)

2. Articles published in the special issue - Rs 5000 / - (Rs. Five thousand only)
New rates will be effective from 01 July 2016. This office memo is being issued with the
concurrence of Internal Finance Division (Home) vide their Diary No. 335370/ A. S. & F.
A. (H)/2016 dated 27-05-2016. These rates will be valid only for articles published in
Rajbhasha Bharti

O.M. No. 11014/32/2015-O.L.(P) Date 17.6.2016
11.10 Publication of In-House magazines in the form of e-magazine.

In continuation to the office memorandum of even number dated 21.07.2020 issued by
the Department of Official Language regarding publication of Hindi in-house magazines
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11.8 TISTHTT T8 UFRTSAT hY TUTST H 35l Fa¥ Sl S o fo1Q Gorra

3 TR o AT riera /AeHt SR YRR 81 aTeft Te afeRt il e 3evd FHifient i
R 7 | FH & U g SET 9 Wi AT 99T AU SIS HY e ¥ s
AT /FHETRET T FTHEE T 2|
TSI formeT o1 g3imar @ oF 390 323 ot Wifw & fore e aferent o weRfird e | o
foigal ot e T e
i. gfent  €eT % e dat) dw rfentties aEn § witer few sd arfer il et
TS & 1 U U 3HY Heiferd YTscrael] & feres & 1feres aftfera &t aeh
ii. afsrent § 3T i@l st SrAfHeRdT &) ST ST shier™ § S&T § 18 S &1 &t & eerds § wereh 2l
iii. afreRT & 3Tferer O 31fres oRg ATdieh SATRINET /=i & et fohu S|
iv. ufeR o i foras o fediar st gro fere e st st sigren fean sy
v. I AT 9TTsTi o anfeca wereft oig oft sfirer e S
vi. URIeRT I et ST % foTT TRet T § amies o, |fec, T, qeied, AT gt IS i
NIIEGRER IS
vii. PR Sl T S SRtk S o foTe afieht shi TSI O T W e foar Sy
viil.  UTeRT Rl HEUT Sl JeETEE TR SYSTsY h- UL JITH foRT ST ATioh SHeh! SUCTSHIAT SATIe &l Teh|

FHTIATH. 11014/34/2014-T0.97.(7) feish 21.1.2015

11.9 TTATST fr9TT <Y UTSrehT TrATaT AR W TehTiTd oiRat o forg aree

TSI T =t afEent TeTTeT SRt § TeRTiTd oial o T AMed & Tl ford et foremr
o & 16 S 1994 o HETe™ J1o H@AT 11014/32/93-T1(T) faieh 16 3TTET 1999 % HrEied
ST EAT 11015/32/99-TT.(9) H EMEA 3 gY Forwmet i Farfrek afret TTHTT TRt  YehrfRrd
TG Y TUTET SHTC T % o SRt i & ST arett s o TifiT argr & a1 ) Ared Y A8
fremem Freffa g e

1. gbret B gehTfeTd Fafid @ £3,000 (% &R A1)

2. foiiss § yeRTfaTd of@ % 5,000 (% U7 ST HTH)

T3 & 1 15 2016 ¥ TS BT I8 e JIoE SN fod o (T8) % SRR de
3353704 TUE.US UHT, (TH)/ 2016 i 27/05/2016 st Tafa & STRT fomam <11 w1 81 I8 & haed
TSTHTST AT | Teh1fITd ot o fore ar=r gt |

FHTITHEAT 11014/32/2015-T.49T.(9) &A1 17.6.2016

11.10 T8 UTehTaAT T 3-UFIhT o €U H TehToTH|

&t 1Tg ubepret ol fefSeay/ S-ufrent & &9 # Sucisyr T STH | Heifera forsr ox arstams
formT gRT ST faieR 21.07.2020 o wHeEash FHrafers J1oE & ST § Seeha 1 8 foF g 9 &
16 HEIHT (FTATC1/STSHHI/ATRE/si%h 3T(E) = ST T8 URIERTSAT i § IR o &9 H e for
| T SHENRTERT o S I & UET T ST STTavash ol 369 7 e e S 9ars i 13
Tt afeRtatt o wTaehi ht T § g el dfcdh ete W fdt ot forver-areq oft gt e weermi g
Tf>rehT 3T HTHT fofeh | 3 §T e /sa /AT fofeh gwiia i @ qet 39 fofeh o ST W ot afe ue
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digital / e-magazine format, it is noteworthy that 16 organizations (Offices / Undertakings /
TOLICS / Banks) etc.) have uploaded their home magazines as e-magazines. It is very
essential in the present age of information technology. This will not only increase the
readership of Hindi magazines uploaded by the offices but also increase the content of
Hindi on the Internet. Some organisations have not provided direct link to the magazine,
but have displayed TOLIC/ Blog / Google link where the magazine has not been made
available for reading. All the organizations are requested to provide direct link of the
magazine only in order to enable the readers a direct access to the magazine for reading.

2. The Department of Official Language is soon making available a link/tab named “e-
magazine library” on the main page of its website, on which all these e-magazines will be
displayed.

3. Please read 'Rajbhasha Gaurav Puraskar' as 'Rajbhasha Kirti Puraskar' mentioned at
serial number 7 of Office Memorandum of even number dated 21.07.2020.

4. In order to and spread Hindi through Information, Communication and Technology
(ICT), it is requested that more and more in-house magazines should be published in the

form of e-magazine.
O.M.. No. 12024/01/2020-O.L.(Impl.2) , dated 7.9.2020
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CHAPTER 12
PURCHASE OF LITERATURE, HINDI BOOKS RELATING TO
OFFICIAL LANGUAGE AND PRICE FIXATION OF HINDI
PUBLICATIONS

12.1 Arrangement for Hindi reference literature and books in libraries

Adequate reference literature in Hindi should be made available in libraries. At
least 25% of library grant should be spent for the purchase of Hindi books and if possible
this should be raised to 50% when suitable books in Hindi on various subjects are available
in the market. Hindi Officer may be co-opted as a Member Secretary of the
selection/purchase committees of the libraries.

Maximum benefit should be taken out of the funds spent on purchase of Hindi books for
the implementation of Official Language policy of the Govt. keeping this in view. the
purchase of following types of books will generally be useful:-

(1) Reference books such as dictionaries, glossaries for doing work in Hindi and
Hindi books etc. relating to the subject concerning the work of the department/ office.

(2) Books written on interesting subjects in simple language or simple and popular
newspapers, magazines, journals etc. so as to inspire the employees to read and write Hindi
and so that they could also perform their official work in simple Hindi without any
hesitation.

(3) Books, magazines, journals etc. written in simple and interesting language, so
that by reading them the employees having working knowledge of Hindi could maintain
their knowledge and they might not become out of touch with the passage of time.

(4) In the Ministries/Departments, Scientific and Technical offices where books in
scientific and technical subjects are not available in sufficient number, glossaries,
Karyalaya Sahayika, reference books should be purchased in those offices to achieve the
prescribed target.

(5) Awarded and published books under the schemes for writing original books. in

Hindi being run by various Ministries/Departments.
[O. M. No. 11020/21/73-0. L. dated 19-6-1974]
[O. M. No. 20034/6/85-0. L. Patrika, dated 4-5-1988]

12.2 Arrangement for the reference literature and dictionaries

Good Hindi-English and English-Hindi dictionaries, glossaries and other allied literature
should be procured and provided to the employees. Only those dictionaries should be
purchased in which the terminology approved by ne Commission for Scientific and
Technical Terminology has been used. Dictionaries should be selected by the
Ministry/Department itself. But if necessary, Department of Official Language may be
consulted. "Samekit Prashasan Shabdavali" published by the Commission for Scientific
and Technical Terminology and "Karyalaya Sahayika" published by Kendriya Sachivalaya
Hindi Parishad and its publications on noting and drafting and other literature which is
useful for the concerned offices should be procured in adequate number and kept in the
libraries of the offices and provided to the employees doing work in Hindi

Following arrangements should be made in order to increase the use of Hindi:-

(1) Standard dictionaries of Hindi-English and English-Hindi glossaries and allied
literature be procured for the libraries and the same should be made available to the
employees for appropriate use.

(2) The decision regarding purchase of dictionaries etc. may be taken by the
Ministries/Departments themselves.
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(3) For the purpose of bringing uniformity in the Language, such dictionaries should be
purchased which contain the terminologies approved by the Commission for Scientific and

Technical Terminology.
[O. M. No. 12015/9/75-0. L. (B), dated 20-4-1976]
[O. M. No. 11015/48/72-0O. L., dated 5-6-197]
[O. M. No. 20034/6/88-0. L., (Patrika) dated 26-8-1988]
[0. M. No. 20034/53/92-0. L. (R & A).dated 17-7-1992]

12.2.1 Purchase of latest dictionaries

All Ministries/Department are, requested to purchase latest and modern
dictionaries and glossaries for their Libraries. They may also review and update their
departmental glossaries from time to time by way of coining new words for current
concepts. The Commission for Scientific and Technical Terminology may be consulted
before coining the meanings of new words so that new Hindi words/concepts could be
standardized. Further, with a view to encouraging the officers/employees to work in
Hindi and enhancing their knowledge of Hindi language some new English words (say
50) relating to the subjects allotted to the Ministries/Departments along with their Hindi
meaning and about 10-15 concepts with their Hindi meaning and definitions, may be
published in each issue of their in-house Hindi magazine. A copy of the in-house
magazine may be sent regularly to the Director, Central Translation Bureau, 8th Floor,
Paryavaran Bhavan, CGO, Complex, Lodi Road, New Delhi- 110 003.

2. All Ministries/Departments are requested to bring the contents of this Office
Memorandum to the notice of their Attached/Subordinate Offices/PSUs/Autonomous
bodies/Bank etc. so that they may purchase latest/modern Hindi-English, English-Hindi
dictionaries and glossaries and ensure making them available to their employees for doing

Hindi work as per requirement.
0O.M. No. 13011/8/2001-O.L (Policy & Coord.), dated 1.5.2001

12.2.2 Purchase of Dictionaries, Glossaries and reference literature

Out of the total funds made available to the libraries, 50% of the money left after the
purchase of journals and reference literature may be spent on the purchase of Hindi books. It is
obligatory to purchase all the books mentioned in the list of Standard Hindi books circulated by
the Department of Official Language. A list of Standard Hindi books will be made available
to all Ministries/Departments from time to time by the Department of Official Language.

O.M. No. 11011/14/2005-O.L.(Research), dated 16.3.2005

12.3 Price Fixation of Hindi Publications

Hindi publications should have the same price as their English versions. The
manuscript of both the languages should be sent simultaneously for publication. The
publications to be brought out in diglot form would contain the Hindi and English material
in the same volume. There would, therefore, be no problem in fixation of price in their
case. In respect of other publications, the following procedure would be adopted :-

(1) In case the Hindi and English manuscripts of publications are to be printed in the same
press, their price will be worked out and fixed by the press by dividing the total
expenditure by the total number of books.

(2) In case the publications are allotted to two different presses for printing, the Directorate
of Printing will direct either of the two presses to jointly fix the price thereof. That press
will accordingly ascertain the cost of printing from the other press and then will fix their
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price by pooling together the costs of both the versions and dividing the same by the total
number of books of both the languages.

(3) For printing in both the languages, the manuscripts of both the languages will generally
be sent simultaneously to the Directorate of Printing. If these are sent one after the other
the particulars of the date etc. of the manuscript earlier sent, would positively be intimated
in the requisition form and, if possible the No. and date of the reference of the Directorate

of Printing under which the job was earlier assigned to a press, would be mentioned.
[O. M. No. 11015/114/73-O.L. (B), dated 4-4-1977]

12.4 Purchase of Hindi books in the libraries of Central Govt. offices

So far as the question of purchase of literature is concerned, it has been decided

that lists of books will be supplied to the Ministries/Departments/Offices etc. for purchase
of standard books and that the purchase of literature should be restricted to those lists only.
Department of Official Language have constituted a committee for this purpose, consisting
of members of various departments/institutions connected with books publishing and
literary figures. The lists of books selected by said committee will be made available to all
the Ministries/ Departments etc. as early as possible.
Standard works of other modern literary figures and writers may be purchased besides
literary works of authors mentioned in the memo. dated 5-3-1990 till the lists of books, are
prepared by the selection committee. But it should please be ensured that none of the
books purchased should be of low standard.

Regarding purchase of Hindi books, a minimum 50% of the total library grant
allocated for purchasing of books, is required to be spent on purchase of Hindi books. This
target has also been reflected in the Annual Programmes. However, inspite of these orders,
proposal are being received from Ministries/Departments and Central Govt. Offices to
seek relaxation from these orders. It is again reiterated, that as clarified earlier, there is no

scope of giving relaxation from these orders.
[0. M. No. 20034/6/90-O. L. (Patrika), dated 5-3-1990]
[0. M. No. 20034/6/90-0.L. (Patrika), dated 30-11-1990]
[O.M. No. 11011/15/2002-0.L.(Research), dated 14.11.2003]

[O.M. No. 11011/14/2005-O.L.(Research), dated 16.3.2005]

12.5 Purchase of books in other Indian languages alongwith Hindi books-clarification
regarding

A fifty percent of the total budgetary grant allocated for the purchase of books for
libraries of Ministries/Departments etc. is required to be spent on purchase of Hindi books
and a status quo therein may be maintained. There is, however, no objection in the
remaining amount being spent on purchasing books in other Indian languages specified in
the Eighth Scheduled of Indian Constitution alongwith books in English language. The
Ministries/Departments etc. are themselves competent to purchase books in English as also
the books in other Indian languages.

[O. M. No. 11/20015/21/94-0. L. (Policy 2),dated 6-1-1995]
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CHAPTER 13
HINDI/INDIAN NAMES OF ORGANISATIONS/OFFICES/POSTS

13.1 Naming of Govt. Offices/Organizations/ Institutions in Hindi in Indian form

A beginning may be made in giving Hindi names to the existing Central Govt.
Offices/ Organizations/Institutions in addition to the present English names. New offices
of Central Govt. should be given Hindi/Indian names from the very beginning.

Commission for Scientific and Technical Terminology (Deptt. of Education)

Block-VII, Ramakrishna Puram, New Delhi, should be consulted while selecting a name.
[0. M. No. 12/23/61-0. L., dated 27-3-196]
[O. M. No. 5/1/65-0O. L., dated 1-1-1965, No. 165]
[O. M. No. 12021/4/83-0. L. (B-1). dated 1-12-1986]
[O. M. No. 12021/4/1983-0 L. (B-1) dated 12-3-1991]

13.1.1 Naming of Central Govt. owned Companies in Hindi

New companies to be set up by the Govt. should be given Hindi or Indian names
from the very beginning and these names should be transliterated in English. In case,
names of companies are already in English. it should be left to them whether they desire to
change their names in Hindi. If they desire to change their English names, action should be
taken under clause 21 of the Companies Act, 1956. If an existing company desires to

change it's name due to some reason new name must be given in Hindi.
[O. M. No. 5/34/64-0O. L. dated 11-4-1965]
[O. M. No. 1/14013/14/87-0. L. (A-1). dated 5-1-1988]

13.1.2 Naming of new Govt. buildings & their complexes, Govt. programmes and
projects etc.in Hindi or in Indian languages

New Government buildings and their newly created complexes should be given
Hindi or Indian names from the very beginning. Indian words should be selected for places
like “industrial Area” etc. various Govt. programmes and projects etc. may also be given
Hindi or Indian names from the very beginning because Indian names are easily
understood by the general public.

[O. M. No. 1/14034/3/85-0. L. (A-1), dated 29-10-1985]

13.2 Procedure of writing Hindi names of Central Govt. offices and designations of
officers in Hindi

Hindi names of Central Govt. offices and designations of officers working therein
may be used in notes, correspondence and official papers. When used in English
documents these will be written in Roman script. The designations of Ministers and the
names of Ministries/ Departments etc. would be first written in English followed by Hindi
in Roman Script within parenthesis. Thus the designation of the Minister of External
Affairs and the Ministry of External Affairs, would for example, be shown as under
(a) Minister of, External Affairs (Videsh Mantri)

(b) Ministry of External Affairs (Videsh Mantralaya).
[O. M No. 16/11/69-0. L. dated 8-10-1969]
[O. M. No. 74/2/71-C. F, dated 28-5-1971]
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(%) Minister of External Affairs (Videsh Mantri)
(@) Ministry of External Affairs (Videsh Mantralay)
[FL.ILH. 16/11/69-T.4T., faieh 18-10-1969]
[T.ITH. 74/2/71-H.0%., T 28-5-1971]

151



13.3 Registration of telegraphic addresses of Central Government offices in Hindi

Telegraphic addresses of various Ministries and offices of the Govt. of India may
be registered in Hindi also Hindi telegraphic addresses should either be taken from a list
circulated by Central Hindi Directorate or that Directorate be consulted about the
suitability of the Hindi telegraphic addresses for adoption.

[O.M. No 11/1/62-0. L. dated 20-3-1962]
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forfe=T dimeralt AR shraferl o TRl o ud o féel | oft defia foran S| ar o &t od = ar
e T g afteford et @ o ST A1 Sehl SughaT o o H 34 Hewmmers & wme o forar

STy
[SLITE, 711/1/62-0.4., feriah 20-3-1962]

152



CHAPTER 14
MISCELLANEOQOUS SUBJECTS — HINDI DAY / WEEK

14.1 Organizing HINDI DAY /WEEK

All offices organize Hindi week day every year on 14%h September and Hindi week
beginning from that day in accordance with the guideline issued by the department of
Official Language. If 14 September happens to be a holiday, next working day may be
observed as Hindi Day and Hindi Week may be organized beginning from that day.
Voluntary organization engaged in the propagation end spread of Hindi should also be
associated with these function. Various Ministries /Department /Attached offices
/subordinate offices /Undertakings /Banks /Corporation etc. can organize Hindi Day /Hindi
week on the basis of the programmes mentioned below and such other programmes as they
may deem suitable according to their particular circumstances:-

i.  To acquaint the employees with the Official languages Act, 1963 .the Official
Language Rules. 1976 , the Official Languages resolution ,1968 and instruction
issued by the Department of Official Language from time to time regarding
Official Language policy .

ii.  To organise programmes for practicing Hindi noting drafting, typewriting and
shorthand in connection with the official work :

iii.  To issue appeal by the higher officers in a meeting of the employees /officers for
the purpose of inspiring, them to work in Hindi. Problem encountered in
implementation of the instruction regarding progressive use of Hindi may also be
discussed in the meeting.

iv.  To distribute and exhibit publicity material with a view to increasing the use of
Hindi in the official work.

v.  To organize exhibitions of books, glossaries and magazines published in Hindi
relating to official matters. In these exhibitions. specimens of the work done or
being done in Hindi viz. cheques, drawing, nothing, charts etc. in Hindi can also be
exhibited. Use of bilingual electronic typewriters, word processors, computers etc.
can also be exhibited

vi.  To organize competition for officers and employees in drafting noting, typing
stenography, declamation debates essays. Poetry etc. in Hindi.

vii.  To organize progrmmes of plays dramas. Songs etc. of good taste in Hindi.

viii. To organize programmes of giving necessary information to officers and
employees regarding periodical reports relating to use of Hindi as Official
Language.

ix. To give awards. Certificates etc. to officers and employees who do commendable
work in conducting their official work in Hindi.

x.  Displaying the use of bilingual mechanical/electronic equipment like typewriter
word processor, computers etc.

14.1.1 Various steps taken to ensure progressive use of Hindi in official work are parts of
the normal official work. Expenditure involved in various activities for progressive use of
Hindi in official work will, therefore, be managed by the concerned ministries/
departments/officers / undertaking etc. in the same manner as they do for their other

activities.
[O M No.1/14034/2/87-0. L. (A-1), dated 21-4-1987]
[O M. No. 1/14034/2/87-O.L. (A- 1) dated 23-9-1987]
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14.1.2 Organizing of Hindi fortnight

Department of Official Language issued detailed guidelines on the subject vide their
OM NO 1/14034/2/87-OL(A-1), dated the 21-041987 and 23-09-1987. All the Ministries/
Departments are again requested to organize the following programmes in their
Ministry/Department/Offices during Hindi fortnight (14 September to 28 September), in
addition to the programs enumerated in the above mentioned office memoranda :-

1. Hindi fortnight celebrations may start from 14 September and culminate on 29

September.

2. On 14 September, the message of Hon’ble Prime Minister/ Minister of Home
Affairs must be read out in all the Ministries/Department/offices which will be sent
to them in due course by the Department of Official Language.

3. Hindi Day should be given importance as a day of developing harmony amongst
Indian Languages.

4. As far as possible, on 14™September cent per cent attendance in offices may be
ensured.

5. All the Ministries/Department must ensure that by 14 September. The prescribed
number of the meeting of the Hindi Salahkar Samitis and of Official Language
Implementation committees are completed and pendency is cleared.

6. “In House magazine “etc. to be published during the fortnight, may be brought out
as special issue on Official Language and its copy may also be sent to the
department of Official Language.

7. Emphasis may be laid on the contribution made by Hindi scholars and that made by
non-Hindi speaking people in the development of Hindi and other Indian
Languages. Programmes, seminars etc. may be organized for this purpose.
Competitions. Pertaining to Official Language may be organized and Official
Language Awards br distributed the fortnight.

8. All these programmes should not be restricted to one day only but these should be
celebrated throughout the fortnight and it should be ensured that the Ministers and
senior officers of the ministries/department must be associated with these
programmes.

9. All personnel should be made aware of the constitutional provisions related to
Official Language, Official Languages Act, 1963, Official Language, Rules, 1976,
Official Language Resolution, 1968 and the guidelines issued from time to time by
the Official Language Department related to Official Language Policy. Along with
this, special emphasis should be laid on the use of simple and easy Hindi in official
work. The Official Language Policy, which is based on inspiration, encouragement
and goodwill, should be discussed in the meeting of senior officials.
Officers/personnel should be encouraged for maximum use of indigenous software

Kanthastha 2.0.
[0.M.NO.1/14034/5/94-OL(A-1), dated 20-7-94]
D.0.No.-11034/07/2021-0O.L.(Policy) dated : 10.8.2021
D.0.No.-11034/06/2023- O.L.(Policy) dated: 01.6.2023

14.2 Organising Hindi Workshops.

Instructions have been issued to organize Hindi Workshops to overcome the difficulties
faced by various offices in doing the official work in Hindi. The main objective of these
workshops is to overcome the hesitation of those government employees who have
knowledge of Hindi Language in doing their work in Hindi. In these workshops, the main
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emphasis should be on actual practice of doing the official work in Hindi. The exercises
should be related to the routine work of the concerned employees.

2. Instructions were issued by the department on this subject on 01.10.1973 and
29.10.1984. Now the following guidelines will come into effect forthwith, in supersession

of all the office memoranda/guidelines regarding the organisation of Hindi Workshops.

1. The duration of the workshop should be minimum of one working day. Minimum
two third of the time of the workshop shall be devoted to the actual practice of doing the
official work in Hindi on the subjects related to that office.

ii. The “Karyashala Sandarshika” prepared by the Department of Official Language
is now available on the website. The headquarters of Ministries/Departments
Banks/Undertakings are requested to use this to prepare their own “Karyashala
Sandarshika” as per their requirements. To facilitate the employees to work in Hindi after
the training, the subjects related to their own domain may be added and it should be
ensured that the work of each and every division/section / vertical etc. has been
incorporated in it.

iii. The workshop should be conducted by competent officers, having expertise in
their subjects. The guest faculty may also be invited as per the requirement.

iv. These workshops should be so arranged as to ensure that every employee is able
to participate at least once in two years and the number of workshops in a year may be
fixed accordingly. Special emphasis should be given to the participation of higher officers
in these workshops. Post training assessment of the work being done in Hindi by the
employees trained in these workshops should be done and if needed the employee can be
nominated again.

v. Feedback, regarding the utility of workshop, may be obtained from the trained
officers/employees at the end of the workshop.

vi. Small offices, which are not able to conduct workshops individually, may
organize the workshops jointly with other offices. In this regard, necessary co-ordination
shall be done by the Town Official Language Implementation Committees.

vii. Honorarium to be paid to officers imparting training to government personnel in
workshops is fixed as per following rules:

(a) Serving officers/officials of Central/State government will be paid Rs. 500/- per
session of 75 minutes as honorarium/remuneration. In no case honorarium/remuneration of
more than Rs. 5000/- will be given to any lecturer in a financial year.

(b) Guest lecturers other than serving officers/officials of Central/State government
will be paid Rs. 1000/- per session of 75 minutes as honorarium/remuneration. The limit of
Rs. 5000/- in a financial year will not be applicable to this category.

The head of offices will ensure that the workshops are organized as per the above
guidelines.

[O.M. No. 12019/81/2015-O.L.(Impl-2) Part 2 Dated 29.2.2016]
[O.M. No. 12019/81/2015-O.L.(Impl-2) Part 2 Dated 16.6.2016]
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14.2.1 Organisation of Hindi Language Workshops for capacity-building of officers
and officials by CHTI — increase in the amount of remuneration per session.

Consequent upon the implementation of the Sixth Central Pay Commission's
recommendations, it has been decided to increase the amount of remuneration to be paid to
the Guest Speakers and Central Government Officers/Officials for delivering lectures in
Hindi workshops organized by the Central Hindi Training Institute (CHTI), as per the rates
given below:

a) A remuneration of Rs.500/- (Rupees five hundred only) per session of seventy-
five minutes will be payable to serving Central/State Government Officers/Officials. The
amount payable to a single speaker by way of remuneration in a year will not exceed
Rs.5000/-.

b) A remuneration of Rs.1000/- (Rupees One thousand only) per session of seventy-
five minutes will be payable to the Guest Speakers other than the serving Central/State
Government Officers/Officials. The ceiling of payable remuneration of Rs.5000/ per

annum will not be applicable to this category.
0O.M. No.21034/11/2010-OL(Trg.) Dated: 22.7.2011

14.2.2 Organizing Hindi workshops: Clarification regarding honorarium.

The Department of Official Language had issued an Office Memorandum of even
number dated 29th February, 2016 regarding organizing Hindi Workshops. It is mentioned
in Para 2(6) of the said memorandum that honorarium will be given as per DoPT OM. No.
13024/01/2009-Training dated 23.09.2014. In continuation of the same, on the basis of
approval obtained from the Ministry of Finance (Department of Expenditure) (Diary No.
331763, dated 14/06/2016) honorarium to be paid to officers imparting training to
government personnel in workshops is fixed as per following rules:

(a) Serving officers/officials of Central/State government will be paid Rs. 500/- per session
of 75 minutes as honorarium/remuneration. In no case honorarium/remuneration of more
than Rs. 5000/- will be given to any lecturer in a financial year.

(b) Guest lecturers other than serving officers/officials of Central/State government will be
paid Rs. 1000/- per session of 75 minutes as honorarium/remuneration. The limit of Rs.

5000/- in a financial year will not be applicable to this category.
0O.M.No. 12019/81/2015-O.L.(Impl-2) Part-2, dated 16.6.2016

14.3 Extension of facility of various training programmes to officer of the central
secretariat official Language service

It has been observed that the Official Language service are often deputed to
training only in programmes relating to the art of translation and this practice restricts
their knowledge to officers do not become alone. Consequently these officers do not
become familiar with the emerging trends in disciplines of modern knowledge and are
deprived of making use of that knowledge in increasing their work efficiency. Computer
Appreciation, Advanced course on Financial Management, Structured systems Analysis
and design effective use of computers in administration. Appreciation course in
parliamentary processes and procedures and management in government are some of the
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training programmes in which Officers at the level of Director, Deputy Director and
Assistant Director the of Central Secretariat Official Language Service can also be
nominated.

2. The ministry of Agriculture etc. are requested to keep in view the officers of Central
Secretariat Official Language Service also while nominating officers for training in various
programmes in training institutes and relieve them for training if selected so that they are

also exposed to the training programmes for refinement of their personality.
[0.M.No. 12/2/90-0.L.(S), dated 26-2-92]

14.4 Working in Hindi by the officers who are on deputation to the Central
Government offices from region ‘A’

Orders issued in behalf from time to time by this department stipulate that ministries
/Departments should provide support and facilities by organizing workshops etc. and
implementing various incentive schemes in order to facilitate and encourage officers
desirous of doing their work in Hindi. All Ministry /department are once again requested to
take adequate effective step to ensure that the above mentioned officers do their work in
Hindi.

[0.M.NO.1/14013/7/94-0O.L.(A-1). Dated 18-5-94]

14.5 Assistance by members of central secretariat Official Language service to other
official in their work in Rajbhasha Hindi

1. The implementation of Official Language related provisions of the Constitution of
India, Official Languages Act,1963, Official Languages Rules, 1976 AND orders issued
there under from time to time is of utmost importance. According to Official Language
policy, substantial amount of work in Union Government offices is required to be
transacted only in Hindi and quite a bit bilingually (in Hindi and English ). For work
requiring bilingually, papers are often prepared first in English and are subsequently
translated in Hindi. Under the influence of translated Hindi, the language in papers
originally written in Hindi at times lack ease and spontaneity. yet it is important that Hindi
in official use is kept simple and natural and easy to read and understand.

2. Sufficient number of officers of officers/official of central secretariat Official Language
service have been posted in Ministries/Departments and attached offices. Similary. Hindi
officers and translators as needed, are also available in subordinate offices, Public Sector
Banks and Govt. Corporations/Autonomous bodies. All these officers/officials have
capacity to help in bringing about ease of working in Hindi without neglecting their
normal work disposal and responsibilities of increasing the use of Hindi in official work
quantitatively. On the other hand, a sufficient number of employees in Organisation/
offices are unable to take initiative to commence their work in Hindi either due to some
hesitation or minor difficulties that they have with Hindi language. The members of central
Secretariat Official Language Service can play an important role in helping these
employees to overcome their hesitation, in resolving their Hindi related difficulties that
they have with Hindi language. The members of central Secretariat Official Language
Service can play an important role in helping these employees to overcome their Hindi
related difficulties and in encouraging them to do official work in Hindi. Acting thus, if all
Hindi officers and translators become a source of help for those inquisitive and keen
towards Hindi, the use of Hindi in official work will expand and Hindi used in official
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work will also become natural and easy .The environment for doing official work
originally in Hindi will also improve.

3. Therefore, it is suggested to all Ministries/Department that for purpose mentioned
above. above. they should consider utilizing service of Officers/officials of Rajbhasha
Service and issue necessary orders appropriate to their requirements/ circumstance. These
officers can perhaps provide assistances to other during pre-determined hours everyday or
thrice a week. Also, the Hindi officers can themselves take initiative, as convenient to lend
help and instructions related to use of Hindi Language to those employees who are keen
on using Hindi in their official work. The aim of arrangement made in this behalf should
be to establish informal relationship between Hindi Officers/translators and the other
employees so that they are able to get help and co-operation for their work in Hindi. It is
also requested that such arrangement be set up in all attached and subordinate

organization.
[O.M No. 13034/25/95-OL(P&C), dt. 24-4-1995]

14.6 Making the use of Official Language Hindi compulsory by Government of
India in Social Media

It has come to notice that only English is being used in official accounts maintained by
the officials of all the Ministries/Departments/Subordinate Offices/ Undertakings/
Corporations/ Banks of the Government of India on social media such as Twitter,
Facebook, Blogs, Google, YouTube etc. and the Official Language Hindi is being
completely disregarded.

The undersigned is directed to say that Official Language Hindi or bilingual form
(Hindi and English) should be used in official accounts maintained by all the Ministries/
Departments/ Subordinate Offices/ Undertakings/ Corporations/ Banks and Officials of the
Government of India on social media such as Twitter, Facebook, Blogs, Google, YouTube
etc. in which Hindi should be placed on top/first.

Therefore, all the Ministries/Departments of the Central Government are requested to
issue necessary instructions regarding all their attached subordinate offices/ undertakings

etc. located in the region A.
[O.M. No. 12019 /03/2014 O.L. (Complaint) Date — 10.3.2014]

14.7 Regarding complaints received in the grievance cell of the Department of
Official Language.

In the Department of Official Language, 20% to 25% of the complaints are being
received related to the publication of advertisements in English in Hindi newspapers.

2. For the implementation of the provisions relating to the Official Language in the
Constitution, the provisions of the Official Languages Act 1963 and the Official Languages
Rules, 1976, the use of Hindi as the Official Language of the Union is required. Letters in
the defined area 'A' are to be answered in Hindi only.

3. Therefore, all the Ministries and Departments are advised to advertise in Hindi, in
Hindi newspaper and English in English newspaper. When an English advertisement is
given in an English newspaper, it must be mentioned at the end of the advertisement that
the Hindi version of the notification/advertisement/vacancy circular is available on the

website (full link to be given)
O.M. No. 12019/35/2013-O.L.(Complaint) dated 17.7.2014
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14.8:- Public Grievances Published in Newspaper Columns- Need to take prompt action

An effective grievance redressal mechanism is the priority of the government. It is
the responsibility of the government to make the administration more responsive and
establish an institutional mechanism for prompt and sympathetic attention to public
grievances.

2. It is, therefore, reiterated that all the Ministries/Departments should regularly check the
complaints column of newspapers to see the matters falling under their jurisdiction and
take prompt action to redress the grievances in a time bound manner. The citizen should be
immediately informed about the action taken for redressal of the grievance within the time
limit of 2 months. Where redressal of the complaint is likely to take longer, an interim
reply should be sent to the citizen mentioning the steps taken and an assurance that further
action is being taken in the matter.

3. In addition to the above, it is further requested that the names of the Director Public
Grievances of the concerned Ministry/Department may also be kept updated on

report.gov.in.
OM No. 12019/03/2016-0.L.(Complaint) Dated the 11.2.2016

14.9 Violation of Official Language Rules

All the complaints received in the year 2015 have been analysed and, it has come to
the fore that the following Official Language rules are being violated.
1. Advertisement in Hindi newspapers in English.
2. Website not bilingual.
3. Answering Hindi letters in English.
4. Non-achievement of targets of Annual Programme set by Department of Official
Language.
5. Neglecting Hindi in the work of government offices.
6. Banks / Insurance /Companies not having bilingual form.
It is the duty of the Chief Administrative Officer of every Ministry/Department to ensure
that the rules of Official Language are followed, so everyone is requested to take interest

and get the work done in Hindi as per rules.
0O.M.No. 12019/03/2016-0.L.(Complaint) Misc.-1 Dated the 29.2.2016

14.10 Regarding advertisement in newspapers

All the Ministries/Departments/Offices of the Government of India are expected to
ensure strict compliance of the orders/ instructions issued by the Department of Official
Language from time to time. An analysis of the complaints received in the Grievances
Section has revealed that most of the cases are related to the advertisement of English in
Hindi newspapers.

According to the circular no. 12019/35/2013-O.L.(Complaint) dated 22.07.2014
issued by the Department of Official Language, advertisements should be given in Hindi
newspapers only in Hindi and not in English. But it has come to notice that this
requirement is not given enough attention and advertisements in Hindi newspapers are
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being given in English. In this way the orders of the Official Language are being
disregarded.

With a view to sensitize the officers/employees to the Official Language orders, it is
necessary that this point should be included in the agenda of the meetings of the Official
Language Implementation Committee to be held by the administrative head of the
Ministries/Departments/Offices and it should be discussed and strict compliance
instructions should also be given.

Therefore, it is again advised that advertisements in Hindi newspapers should be
given in Hindi only and English advertisements should be given in English newspapers.
When English advertisements are given in English newspapers, it must be mentioned at the
end of the advertisement that the Hindi version of the Notification / Advertisement /
Vacancy circular is available on the website. Full link should also be given for this.

All the Ministries/Departments of the Union Government are requested to issue
necessary instructions in this regard to all their Attached/ Subordinate
Offices/Undertakings etc. at the earliest.

[OM No. 12019/03/2016-0O.L.(complaint)Miscellaneous 18.5.2016]
14.11 On-line demand and distribution of Official Language publicity material.

In pursuance of the Official Language Policy of the Union, the Department of Official
Language creates various types of promotional materials so as to increase the use of
Official Language in the offices of the Central Government, and encourage more and more
officials to use Official Language Hindi in day to day government work through the
inspiration and encouragement. In order to distribute the publicity material smoothly, it has
been decided that the concerned Head of the Department will get the publicity material,
deemed necessary by his department, in the requisition slip available on the website of the
Department of Official Language and send the verified printout of the requisition slip
through his authorized representative to the Department of Official Language.

The time and date fixed by the Department of Official Language for receiving the
publicity material will be given to them on the e-mail provided by them in the requisition
slip. The purpose is to provide speedy dissemination and publicity material as per the
requisition slip. URL of indent http://pracharsamagri.rajbhasha.nic.in

[O.M. No. 11011/06/2016- O.L.(Research) Dated 17.4.2017]

14.12 Entries in Annual Confidential Report of the officers of the Central Secretariat
Official Language Service Cadre— regarding their knowledge of modern electronic
equipment.

Keeping in view the use/importance of modern Devanagri electronic equipment in
implementation of Official Language Policy of the Government of India, it has been decided
to add a new column in the existing A.C.R. proforma of Director (O.L.), Deputy Director
(O.L)) & Asst. Director (O.L.) of the Central Secretariat Official Language service
regarding their knowledge of modern Devanagari electronic equipment. Accordingly, in
existing ACR proforma of the officers of the said category the following entry may be
added in column 11 under the column of training in Reporting Officer's part:—
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"Awareness about modern equipment:

Give details herein regarding inclination/knowledge of the officer in respect of
modern office equipment with Devanagri Script, extending/improving application
thereof and efforts made in this direction to motivate others."

2. A revised copy of ACR proformas of Director (O.L.), Deputy Director (O.L.) and
Asst. Director (O.L.) of the Central Secretariat Official Language Service is being
enclosed as specimen. Various Ministries/Departments/Attached offices included in
Central Secretariat Official Language Service are requested to prepare copies of the same
in sufficient numberso that they may be used in future. It may also be ensured that A.C.
Reports of the above officers for the year 1995-96 are made available to this Department
in the new proforma only. If ACR of any officer for the year 1995-96 is not sent in the new
proforma, it will not be treated as valid.

3. It would be appropriate to make provisions for an entry regarding knowledge of the
concerned officer in respect of modern electronic equipment also in ACR proforma of
the officers working on equivalent posts in all the Ministries/ Departments and their
Attached/Subordinate Offices etc. of the Govt. of India. All the Ministries/Departments
are, therefore, requested to ensure that a similar entry is made in ACRs of the equivalent
officer in their Attached/Subordinate Offices/ Autonomous Bodies/ Banks/
Undertakings/ Training Institutes/Training Centres etc.

[0.M. No. 8/1/96 O.L. (S), dated 13.3.1996]

14.13 Mention in the Annual Confidential Reports of officers/staff about the
commendable work done by them inHindi - clarification regarding.

Kindly refer to the Department of Official Language D.O. letter of even no. dated
the 11th November, 2002 on the above subject, wherein it has been stated that
commendable work, done in Official Language Hindi by officers/staff of Group'A', 'B' and
'C' (including the All India Services Officers), may be mentioned in the column
""Communication Skill" in their Annual Confidential Reports.

2.In this connection, some Ministries/Departments have sought clarification from the
Department of Official Language that in the case of absence of "Communication Skill"
column in the format of Annual Confidential Reports of Group 'B' and'C' employees, in
which column such entry may be made?

3.After due consideration in the Department of Official Language, it has been
decided that in Part-III, Column 7(c)- "Quality of Noting and Drafting" of the ACR for
Assistants and in Part-III, Column 5- "Proficiency in work, namely, maintenance of
prescribed registers and charts etc." of the ACR for clerks (LDCs and UDCs), a mention
may be maderegarding the commendable work done by them in Hindi.

4. Joint Secretaries (Administration) of all Ministries/Departments are requested to
bring it to the notice of their attached and subordinate offices also.

[0.M. No.1/14013/3/94-O.L. (P-1), dated 13.5.2003]

[0.M. No. 11014/32/2015- O.L. (P-1), dated 17.6.2016]

14.14 Prescribing requirement of possession of knowledge of Hindi during the period of
probation-Implementation of the recommendation of the Committee of Parliament on

Official Language.

The undersigned is directed to invite the attention of Ministries/Departments of the
Government of India to the Department of Personnel and Training O.M.No.
21011/1/96-Estt. (C) Dated 13th August, 2004 on the above mentioned subject
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conveying the acceptance of the Government to the following recommendations made by

the Committee of Parliamenton Official Language in para 22(G) of'its report (Part I1I):—
"According to the Official Language Resolution, 1968 passed by the Parliament,
recruitment rules of all posts should be reviewed with a view to examining whether it is
necessary to have the knowledge of English or Hindi or both at the time of recruitment.
Where for a particular post, the knowledge of a particular language is not essential, the
option of English or Hindi should be given to the candidate and if at the time of
recruitment he does not havethe knowledge of Hindi, a provision should be made in the
rules requiring him to acquire the same during his probation period."
2. Some Ministries have sought clarifications about the standard upto which Central
Government employees shouldacquire the knowledge of Hindi during the probation
period. In this regard it is clarified that this Department, vide O.M. No. 3/18/68-H dated
21st September 1968, have issued instructions laying down the following broad principles to
be kept in view:—

(1) The Central Government employees for whom educational qualification prescribed is
matriculation or below and who are not required to do any ministerial work in offices, write
notes or deal with correspondence (e.g. staff car and engine drivers, record sorters, electricians,
fitters, gestetner operators, postmen, telephone operators, etc.) may qualify in "Prabodh’
examination only.

(i1) The Central Government employees who are generally not required to do any ministerial
work themselves but have to be conversant with Hindi to be able to attend to
correspondence and reports etc. in that language (e.g. Doctors, Scientists, Supervisory staff
in workshops and laboratories, etc.) may qualify upto'Praveen' examinations only.

(ii1) The Central Government employees, who have to do ministerial work, record notes or
deal withcorrespondence must qualify upto 'Pragya' examination.

3. It is requested that all Ministries/Departments may review the duties of various posts under
their control, keepingin view the above guidelines, so as to prescribe the course of study in
Hindi, which each category of staff should qualifyduring the probation period. The action taken
in this regard may please be intimated to Central Hindi Training Institute, asubordinate office of
this Department (at the address: Director, Central Hindi Training Institute, 7th floor,
Paryavaran Bhawan, C.G.O. Complex, Lodi Road, New Delhi-110003).

[0.M. No. 13015/1/91-O.L.(D), dated 5.1.2005]

14.15 Regarding giving Indian names to all the companies/bodies/undertakings
etc. and thereafter to get them registered.
The Committee of Parliament on Official Language in the Sixth part of its report has made
a recommendation along with others that there should be Indian names of all the
companies/bodies, undertakings, authorities etc. and they may be registered. The following
orders were issued on this recommendation vide Department of Official Language resolution
No0.12021/02/2003-0O.L. (Imp-2), dated 17.9.2004:—

"Directions already exist that names of the offices/institutions of Central Government
should be written in Hindior in Indian languages. These instructions may be reiterated by
the Department of Official Language to ensure their strict compliance."

2. In this regard, orders had already been issued by the Department of Official Language vide
Office Memorandum No. 1/14013/14/87-O.L. (A-1), dated 5.1.1988. All the
Ministries/Departments of the Government of India are again requestedthat all the companies,
bodies, undertakings, authorities etc. owned or controlled by the Central Government may be

givenIndian names and must be written in Hindi.
0O.M. No. 1/20012/09/2004-O.L. (P-1), dated 7.4.2005
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14.16 Providing Hindi Prabodh, Praveen Pragya and also Hindi Typewriting and
Stenography text books free of cost to the employees of PSUs/Banks/Autonomous
Organisations/Corporations etc. owned or controlled by the Government of India.

In-service training of Hindi Language and Hindi Typewriting and Hindi Stenography
is compulsory for all the Central Government employees including employees of the
public sector undertakings, banks, autonomous organizations, corporations etc. owned
or controlled by the Government of India. The text books for Hindi Prabodh, Praveen
Pragya and also Hindi Typewriting and Stenography training courses conducted by
Hindi Teaching Scheme/Central Hindi Training Institute are being provided free of cost
to the Central Government employees only.

2.1t has now been decided that the text books of Hindi Prabodh, Praveen, Pragya
and also of Hindi Typewriting and Stenography and other training material shall be
provided free of cost to the employees of the public sector undertakings, banks,
autonomous organizations, corporations etc. owned or controlled by the Government of
India also, who attend the training courses conducted under Hindi Teaching
Scheme/Central Hindi Training Institute and shall not be taken back after completion of
the training.

3. This Office Memorandum is being issued with the concurrence of the Finance
Division of the Ministry of Home Affairs vide their Note Dy. No. 10888/AS & FA(H),
dated 11.3.2005.

[0.M. No. 12013/1/2005-O.L. (Trg.), dated 8.4.2005]
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APPENDIX I
CONSTITUTIONAL PROVISIONS REGARDING OFFICIAL
LANGUAGE

Official Language Policy of the Union
CONSTITUTION OF INDIA—Part V (120), Part VI (210) and Part XVII

PartV
Language to be used in Parliament

120. (1) Notwithstanding anything in Part XVII, but subject to the provisions of article 348,
business in Parliament shall be transacted in Hindi or in English:

Provided that the Chairman of the Council of States or Speaker of the House of the People,
or person acting as such, as the case may be may permit any member who cannot adequately
express himself in Hindi or in English to address the House in his mother tongue.

(2) Unless Parliament by law otherwise provides, this article shall, after the expiration of a
period of fifteen years from the commencement of this Constitution, have effect as if the
words "or in English" were omitted therefrom.

Part VI

Language to be used in the Legislature

210.(1) Notwithstanding anything in Part XVII, but subject to the provisions of article 348,
business in the Legislature of a State shall be transacted in the Official Language or,
Languages of the State or in Hindi or in English:

Provided that the Speaker of the Legislative Assembly or Chairman of the Legislative
Council, or person acting as such, as the case may be, may permit any member who cannot
adequately express himself in any of the languages aforesaid to address the House in his
mother tongue. (This article is not applicable to Jammu & Kashmir)

(2) Unless the Legislature of the State by law otherwise provides, this article shall, after the
expiration of a period of fifteen years from the commencement of this Constitution, have
effect as if the words "or in English" were omitted therefrom:

Provided that in relation to the Legislatures of the States of Himachal Pradesh, Manipur,
Meghalaya and Tripura this clause shall have effect as if for the words "fifteen years”
occurring therein, the words “twenty-five years” were substituted.

Provided further that in relation to the Legislature of the States of Arunachal Pradesh, Goa
and Mizoram, this clause shall have effect as if for the words “fifteen years” occurring
therein, the words “forty years” were substituted.

Official Language of the Union
343. (1) The Official Language of the Union shall be Hindi in Devanagari script.

The form of numerals to be used for the official purposes of the Union shall be the
international form of Indian numerals.

(2) Notwithstanding anything in clause (1), for a period of fifteen years from the
commencement of this Constitution, the English Language shall continue to be used for all
the official purposes of the Union for which it was being used immediately before such
commencement:
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Provided that the President may, during the said period, by order authorise the use of the
Hindi Language in addition to the English Language and of the Devanagari form of
numerals in addition to the international form of Indian numerals for any of the official
purposes of the Union.

(3) Notwithstanding anything in this article, Parliament may by law provide for the use, after
the said period of fifteen years of

(a) the English language, or
(b) the Devanagari form of numerals, for such purpose as may be specified in the law.

Commission and Committee of Parliament on Official Language

344.(1) The President shall, at the expiration of five years from the commencement of this
Constitution and therafter at the expiration of ten years from such commencement, by order
constitute a Commission which shall consist of a Chairman and such other members
representing the different languages specified in the Eighth Schedule as the President may
appoint, and the order shall define the procedure to be followed by the Commission.

(2) It shall be the duty of the Commission to make recommendations to the President as to

(a) the progressive use of the Hindi language for the official purposes of the Union;

(b) restrictions on the use of the English language for all or any of the official purposes of
the Union;

(c) the language to be used for all or any of the purposes mentioned in article 348;

(d) the form of numerals to be used for any one or more specified purposes of the Union;

(e) any other matter referred to the Commission by the President as regards the Official
Language of the Union and the language for communication between the Union and a State
or between the State and another and their use.
(3) In making their recommendations under clause (2), the Commission shall have due
regard to the industrial, cultural and scientific advancement of India, and the just claims and
the interests of persons belonging to the non-Hindi speaking areas in regard to the public
services.
(4) There shall be constituted a Committee consisting of thirty members, of whom twenty
shall be members of the House of the People and ten shall be members of the Council of
States to be elected respectively by the members of the House of the People and the
members of the Council of States in accordance with the system of proportional
representation by means of the single transferable vote.
(5) It shall be the duty of the Committee to examine the recommendations of the
Commission constituted under clause (1) and to report to the President their opinion
thereon.

(6) Notwithstanding anything in article 343 the President may after consideration of the
report referred to in clause (5), issue directions in accordance with the whole or any part of
that report.

REGIONAL LANGUAGES

Official Language or Languages of a State
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345. Subject to the provisions of articles 346 and 347, the Legislature of a State may by law
adopt any one or more of the languages in use in the State or Hindi as the language or
languages to be used for all or any of the official purposes of that State :

Provided that, until the Legislature of the State otherwise provides by law, the
English language shall continue to be used for those official purposes within the State for
which it was being used immediately before the commencement of this Constitution.

Official Language for communication between one State and another or between State
and the Union

346. The language for the time being authorised for use in the Union for official purposes
shall be the official language for communication between one State and another State and
between a State and the Union :

Provided that if two or more States agree that the Hindi language should be the
Official Language for communication between such States, that language may be used for
such communication.

Special provision relating to language spoken by a section of the population of a State
347. On a demand being made in that behalf the President may, if he is satisfied that a
substantial proportion of the population of a State desire the use of any language spoken by
them to be recognised by that State, direct that such language shall also be officially
recognised throughout that State or any part thereof for such purpose as he may specify.

LANGUAGE OF THE SUPREME COURT, HIGH COURTS, ETC.

Language to be used in the Supreme Court and in the High Courts and for Act, Bills
etc.

348.(1) Notwithstanding anything in the foregoing provisions of this part, until Parliament
by law otherwise provides—
(a) all proceedings in the Supreme Court and in every High Court,

(b) the authoritative texts—
(1) of all Bills to be introduced or amendments thereto to be moved in either House of
Parliament or in the House or either House of the Legislature of a State.

(i1) of all Acts passed by Parliament or the Legislature of a State and of all Ordinances
promulgated by the President or the Governor of a, State, and

(111) of all orders, rules, regulations and bye-laws issued under this Constitution or under any
law made by Parliament or the Legislature of a State,
shall be in the English language.

(2) Notwithstanding anything in sub-clause (a) or clause (1), the Governor*** of a State
may, with the previous consent of the President, authorise, the use of the Hindi language or
any other language used for any official purposes of the State, in proceedings in the High
Court having its principal seat in that State:

Provided that nothing in this clause shall apply to any judgment, decree or order passed or
made by such High Court.
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(3) Notwithstanding anything in sub-clause (b) of clause (1) where the Legislature of a State
has prescribed any language other than the English language for use in Bills introduced in,
or Acts passed by the Legislature of the State or in Ordinances promulgated by the
Governor*** of the State or in any order, rule, regulation or bye-law referred to in paragraph
(ii1) of that sub-clause, a translation of the same in the English language published under the
authority of the Governor*** of the State in the Official Gazette of that State shall be
deemed to be the authoritative text thereof in the English language under this article.

Special procedure for enactment of certain laws relating to language

349. During the period of fifteen years from the commencement of this Constitution, no Bill
or amendment making provision for the language to be used for any of the purposes
mentioned in clause (1) of article 348 shall be introduced or moved in either House of
Parliament without the previous sanction of the President, and the President shall not give
his sanction to the introduction of any such Bill or the moving of any such amendment
except after he has taken into consideration the recommendations of the Commission
constituted under clause (1) of article 344 and the report of the Committee constituted under
clause (4) of that article.

Special Directives

350. Language to be used in representations for redress of grievances—Every person
shall be entitled to submit a representation for the redress of any grievance to any officer or
authority of the Union or a State in any of the languages used in the Union or in the State, as
the case may be.

350A. Facilities for instruction in mother-tongue at primary stage-It shall be the
endeavour of every State and of every local authority within the State to provide adequate
facilities for instruction in the mother-tongue at the primary stage of education to children
belonging to linguistic minority groups; and the President may issue such directions to any
State as he considers necessary or proper for securing the provision of such facilities.

350B. Special Officer for linguistic minorities-

There shall be a Special Officer for linguistic minorities to be appointed by the
President.
It shall be the duty of the Special Officer to investigate all matters relating to the safeguards
provided for linguistic minorities under this Constitution and report to the President upon
those matters at such intervals as the President may direct, and the President shall cause all
such reports to be laid before each House of Parliament, and sent to the Government of the
States concerned.

Directive for development of the Hindi language

351. It shall be the duty of the Union to promote the spread of the Hindi language to
develop it so that it may serve as medium of expression for all the elements of the composite
culture of India and to secure its enrichment by assimilating without interfering with its
genius, the forms, style and expressions used in Hindustani and in other languages of India
specified in the eighth Schedule, and by drawing, wherever necessary or desirable, for its
vocabulary, primarily on Sanskrit and secondarily on other languages.
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APPENDIX II
PRESIDENTIAL ORDERS REGARDING USE OF HINDI
(A) PRESIDENTIAL ORDER 1952

Copy of Ministry of Law Notification No. S.R.O. 938 A, dated 27th May, 1952
The following Order made by the President is published for general information:-

C.0.41
In exercise of the powers conferred by the proviso to clause (2) of Article 343 of the
Constitution of India, the President is pleased to authorise the use of the Hindi language in
addition to the English language and of the Devanagari form of numerals in addition to the
international form of India numerals for the following official purposes of the Union
namely for warrants of appointments of’-
i.  Governors of States.

ii.  Judges of the Supreme Court, and

iii.  Judges of the High Court.

(B) PRESIDENTIAL ORDER, 1955

Copy of Ministry of Home Affairs Notification No. 59/2/54- Pub.. dated 3
December . 1955

NOTIFICATION
The following Order made by the President is published for general information :-

ORDER
In exercise of the powers conferred by the proviso to clause (2) of Article 343 of the
Constitution of India, the president is pleased to make the following order namely :-

(1) This order may be called the Constitution (Hindi language for official purposes ) Order
. 1955.

(2) The official purposes of the Union for which the Hindi language may be used in
addition to the English language shall be as specified in the schedule hereto annexed.

THE SCHEDULE

(1) Correspondence with member of the public.

(2) Administrative reports. Official journals and report to parliament.

(3) Government resolutions and legislative enactments.

(4)Correspondence with state Governments which have adopted Hindi as their Official
Language.

(5) Treaties and Agreements.

(6) Correspondence with Governments of other Countries and their envoys and
international organisations.

(7) Formal documents issued to diplomatic and consular officers and to Indian
representatives at international organisations.
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Copy of Ministry of Home Affairs O.M No. 59/2/54-pub. I dated 8" December,
1955

The Constitution (Hindi language for official purposes ) order , 1955.

The undersigned is directed to say that certain suggestions which were made to fulfil the
objective of the gradual replacement of English by Hindi as contemplated by Article 343
of the constitution were discussed at an Inter-departmental meeting held in April 1994 and
the immediate arrangements contemplated in the matter of introduction of Hindi in the
work of the Ministries of the Government of India were briefly as follows :-

(1) All communication received from member of the public in Hindi, as far as possible,
be replied to in Hindi the language being of a simple nature .

(2) Administrative reports, official journals reports to parliament etc. should  if
possible, be published in English as well as in Hindi.

(3) To effect gradual replacement of English by Hindi in Government of Resolutions
and Legislative Enactments and to assist members of the public these documents
should wherever possible, be issued with original English version making it clear
that the authentic version would be the English one.

(4) Correspondence with State Governments which have adopted Hindi as their Official
Language should be in English but a Hindi translation should, if possible
accompanying all communications be sent by Government of India so as to avoid
the possibility of constitutional difficulties.

(5) In order to comply with the provisions of Constitution it would be desirable to
obtain an order from the President before the above mentioned procedure is
introduced

These decisions have been accepted by the Government of India but it would be for
each Ministry to determine how much of its work could be done in Hindi and assess its
requirements of additional staff for this purpose. The implementation of this programme as
affecting all the Ministries. Attached and Subordinate Offices of the Government of India
is likely to involve increase in staff and consequent increase in expenditure, the financial
implications of which will have to be considered in consultation with the Finance Ministry.
The question has however been decided as a matter of general policy and as stated above,
it would be open to Ministries, etc. to engage such extra staff as may be necessary for the
work to be done in Hindi in consultation with the Ministry of Finance. wherever necessary.

2. In pursuance of the decision contained in paragraph 1(5) above the President has made
the Constitution (Hindi language for official purposes) Order, 1955. a copy of which is
enclosed for information and guidance.

3. As desired by the Ministry of External Affairs, the Order also provides for the use of

Hindi in treaties and agreements, correspondence with governments of other countries, etc.
and International Organisations and formal documents issued to diplomatic officers, etc.
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(C) PRESIDENTIAL ORDER, 1960
[Copy of Notification No. 2/8/60-O. L. (Min. of Home Affairs), dated 27th April, 1960]
NOTIFICATION

The following Order made by the President is published for general information- New
Delhi, the 27th April, 1960.

ORDER

A Committee consisting of 20 member the Lok Sabha and 10 members of the
Rajya Sabha was constituted in accordance with the provisions of clause (4) of article 344
of the Constitution to examine the recommendations of the first Official Language
Commission and report their opinion thereon to the President. The Committee submitted
its report to the President on 8th February, 1959.

The important points is the report indicating the Committee's general approach are
as follows:-

(a) The Constitution contains an integrated scheme of Official Language and its approach
to the question is flexible and admits of appropriate adjustments being made within the
framework of the scheme.

(b) Different regional languages are rapidly replacing English as a medium of instruction
and of official work in the States. It is but natural that the regional languages should secure
their rightful place. The use of an Indian Language for the purposes of the Union has thus
become a matter of practical necessity but there need be no rigid date-line for the change-
over. It should be a natural transition over a period of time effected smoothly and with the
minimum of inconvenience

(c) English should be the principal Official Language and Hindi the subsidiary Official
Language till 1965. After 1965 when Hindi becomes the principal Official Language of the
Union. English should continue as the subsidiary Official Language.

(d) No restriction should be imposed for the present on the use of English for any of the
purposes of the Union and provision should be made in terms of clauses (3) of article 343
for the continue use of English even after 1965 for purposes o be specified by Parliament
by law for as long as may be necessary.

(e) Considerable importance attaches to the provision in article 351 that Hindi should be so
developed that it may serve as a medium of expression for all the elements of the
composite culture of India and every encouragement should be given to the use of easy and
simple words.

Copies of the report were placed on the Table of both Houses of Parliament in
April 1959 and the report was discussed in the Lok Sabha from 2™ to 4™ September,
1959, and in the Rajya Sabha on 8th and 9th September, 1959. In the course of the
discussions in the Lok Sabha, the Prime Minister made a speech on 4 September,1959
indicating broadly the approach of the Government to the Official Language question.
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2. In exercise of the powers conferred by clause (6) of article 144, the President has
considered the report of the Committee and with reference to the opinion expressed by the
Committee on the recommendations of the Official Language Commission issues the
directions hereinafter appearing

3. Terminology- The main recommendations of the Commissions which the Committee
has accepted are (i) in preparing terminology clarity, precision and simplicity should be
primarily aimed at (ii) international terminology may be adopted or adapted in suitable
cases (i1) the maximum possible identity should he aimed at in evolving terminology for
all Indian Languages and (iv) suitable arrangements should be made for co-ordinating the
efforts made at the Centre and in the States for evolving terminology in Hindi and other
Indian Languages. The Committee envisages further that in the field of science and
technology, there should as far as possible be uniformity in all Indian languages and the
terminology should approximate closely to English or international terms and has
suggested that Standing Commission consisting chiefly of scientists and technologists may
be constituted to co-ordinate and supervise the work done by various agencies in this field
and to issue authoritative glossaries for use in all Indian languages.

The Ministry of Education may take action-

(a) to review the work done so far and to evolve terminology in accordance with the
general principles accepted by the Committee in the field of science and technology, the
terms in International use should be adopted with the minimum change i.e; the base words
should be those at present in use in international terminology, although the derivatives may
be Indianised to the extent necessary.

(b) To formulate proposals for making arrangements for co-ordination of the work of
preparation of terminology: and

(c) To constitute a Standing Commission for the evolution of scientific and technical
terminology as suggested by the Committee.

4. Translation of administrative manuals and other Procedural Literature -In view of
the need for ensuring a measure of uniformity in the language used in the translation of
manuals and other Procedural Literature, the Committee has accepted the recommendation
of the Commission about the advisability of entrusting the work to single agency.

The Ministry of Education may undertake the translation of all manuals and
Procedural Literature other than statutory rules, regulations and orders The translation of
statutory rules regulations and orders is intimately connected with the work of translation
of statutes and the Ministry of Law may take up this work. It should be the endeavor to
secure to these translations maximum possible uniformity in terminology in all the Indian
languages

5. Training of administrative personnel in the Hindi medium-(a) In accordance with
the opinion expressed by the Committee in-service training in Hindi may be made
obligatory for Central Government employees who are aged less than 45 years. This will
not apply to employees below Class III grade, industrial establishments and work-charged
staff. In this scheme no penalty should be imposed for failure to attain the prescribed
standards by the due date. Facilities for Hindi training may continue to be provided free of
costs to the trainees.
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(b) Necessary atonements may be made by the Ministry of Home Affairs for the training of
typists and stenographers employed under the Central Government in Hindi typewriting
and stenography.
(e) The Ministry of Education may take early steps to evolve a standard key-board for
Hindi typewriter.

6. Propagation of Hindi.-(a) The Committee has agreed with the recommendation of
Commission that the responsibility for this work should now be sponsored officially
Where efficient voluntary organisations already exist they may be aided financially and in
other ways, and where such agencies do not exist, Government may set up the necessary
organisation themselves

The Ministry of Education may review the working of the existing arrangements
for propagation of Hindi and take further action on the lines indicated by the Committee.

(b) The Ministries of Education and Scientific Research & Cultural Affairs may in
collaboration, take steps to encourage studies and research in Indian linguistics philology
and literature as suggested by the Committee, and formulate necessary proposals for
bringing the various Indian languages closer and for developing Hindi in accordance with
the directive contained in article 351.

7. Recruitment to local offices of Central Government Departments.-(a) In the opinion
of the Committee local offices of the Central Government Departments should use Hindi
for their internal working and the respective regional languages in their public dealings in
the respective regions.

In formulating the plan for the progressive use of Hindi in addition to English in
their local offices, the Central Government Departments should keep in view the need for
providing facilities to the local public by making available to them forms and departmental
literature for their use in the regional languages in as large measure as practicable.

(b) In the opinion of the Committee, the staff structure of the administrative agencies and
departments of the Central Government should be reviewed and decentralized on a
regional basis, and the recruitment methods and qualifications may have to be revised
suitably.

The suggestion may be accepted in principle. without introducing any domicile
qualification in regard to categories of posts in local offices of which the incumbents are
not ordinarily liable to transfer outside the region.

(c) The Committee has agreed with the recommendation of the Commission that the Union
Government would be justified in prescribing a reasonable measure of knowledge of Hindi
language as a qualification for entering into their services provided a sufficiently long
notice is given and the measure of linguistic ability prescribed is moderate, any deficiency
being made good by further in-service training.

This recommendation may be applied for the present in regard to recruitment in the
local offices of the Central Government departments in the Hindi-speaking areas only, and

not in the local offices in non-Hindi-speaking areas.

The directions under (a), (b) and (c) above will at apply to the offices under the Indian
Audit and Accounts Department
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(8) Training Establishments-(a) The Committee has suggested that English may continue
as the medium of instruction for training establishments such as the National Defence
Academy but suitable steps may be taken to introduce Hindi as the medium for all or some
of the purposes of instruction

The Ministry of Defence may take suitable preparatory measures such as
publication of instruction books, etc. in Hindi to facilitate its use as a medium of
instruction, where feasible

(b) The Committee has suggested that English and Hindi should be the media of
examination for entrance to training establishments with the option to candidates to select
either with reference to all or any of the papers and an expert committee should be
appointed to examine the practicability of introduction of regional languages as media
without bringing in a quota system.

The Ministry of Defence may take necessary measures for introducing Hindi as an
alternative medium for the entrance examination and for constitution of an expert
committee to examine the question of introduction of regional languages media without
introducing any quota system

9. Recruitment to All-India Services and higher Central Services-(a) Medium of
examination - The Committee's opinion is that (i) English may continue to be the medium
of examination and Hindi may be admitted as an alternative medium after sometime, both
Hindi and English being available thereafter as media at the option of the candidate for as
long as necessary and (i1) that an expert committee be appointed to examine the feasibility
of introducing the various regional languages as media without bringing in any quota
system.

Necessary action may be taken by the Ministry of Home Affairs in consultation with the
Union Public Service Commission for the introduction of Hindi as an alternative medium
after sometime. The introduction of various regional languages also as an alternative media
is likely to lead to serious difficulties and it is not therefore, necessary to appoint an expert
committee to examine the feasibility of introducing regional languages as alternative
media.

(b) Language papers-The Committee's opinion is that after due notice, there should be
two compulsory papers of equal standard one in Hindi and another in a modern Indian
language other than Hindi to he selected by the candidate.

For the present, only an optional Hindi language paper may be introduced.
Candidates selected on the results of the competition who qualify in this paper may be
exempted from appearing and passing the Hindi departmental test after recruitment.

10. Numerals — As suggested by the Committee, a uniform basic policy should be adopted

for the use of Devanagari numerals, in addition to the international numerals, in the Hindi
publications of the Central Ministries depending upon the public intended to be addressed
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and the subject-matter of the publication. For scientific. technical and statistical
publications, including the budget literature of the Central Government. the international
numerals should be adopted uniformly in all publications.

11. Language of Acts. Bills, etc.-(a) The Committee has expressed the opinion that
Parliamentary legislation may continue to be in English but an authorised translation
should be provided in Hindi

The Ministry of Law may, in due course. initiate necessary legislation to provide
for an authorised Hindi translation of Parliamentary legislation which may continue to be
in English. Arrangements may be made by the Ministry of Law also for providing
translations of Parliamentary legislation into the regional languages.

(b) The Committee has expressed the opinion that where the original of Bills
introduced in or Acts passed by the State legislature is in language other than Hindi, a
Hindi translation may be published with it besides an English translation as provided in
clause (3) of article 348.

In due course, legislation may be initiated for the publication of a Hindi translation of State
bills. Acts and other statutory instruments, along with the text in the Official Language of
the State.

12. Language of the Supreme Court and High Courts — The Official Language
Commission recommended that so far as the language of the Supreme Court is concerned,
Hindi eventually should be the language of the Supreme Court. When the time comes for
the change-ver. The Committee has accepted this recommendation.

In regard to the language of the High Courts, the Commission considered the pros
and cons of the regional and Hindi languages and recommended that when the time for the
change-over arrives the language of judgements, decrees and orders of High Court should
be the Hindi language in all regions but the Committee has expressed the opinion that in
the High Courts provision may be made by introducing necessary legislation for the use
optionally of Hindi and Official Languages of States for purposes of judgements decrees
and orders of High Courts with the previous consent of the President.

The opinion of the Committee regarding the functioning of the Supreme Court
eventually in Hindi is acceptable in principle and will require appropriate action only when
the time comes for a change-over.

In respect of the language of the High Counts the Ministry of Law may in due
course undertake necessary legislation to provide for the use optionally of Hindi and other
Official Languages of States for purposes of judgements, decrees and orders with the
previous consent of the President, as suggested by the Committee in modification of the
recommendation of the Commission.

13. Preparatory measures for change-over in the field of law. The Committee has
agreed with the recommendations of the Commission relating to the preparation of a
standard legal lexicon, re-enactment of the statute book in Hindi in respect of both Central
and State legislation plan of action for evolving a legal terminology and for taking other
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preparatory steps during the transitional period during which the statute books as well as
the case law will be partially in Hindi and in English, and has also suggested the
constitution of a standing Commission or a similar high- level body consisting of legal
experts representing the different national languages of India for the proper planning and
implementation of the entire programme relating to translation of statutes and preparation
of legal terminology and glossaries. The Committee has also expressed the opinion that the
State Governments might be advised to take necessary measures in consultation with the
Central authorities. The Ministry of Law may take action in the light of the suggestion of
the Committee to constitute a Standing Commission of legal experts for the proper
planning and implementation of the entire work relating to preparation of a standard legal
terminology (for use as far as possible. in all Indian languages) and translation of Statutes
in Hindi.

14. Plan or programme for progressive use of Hindi-The Committee has suggested that
the Union Government should prepare and implement a plan of action for the progressive
use of Hindi as the Official Language in the Union. No restrictions are to be imposed, for
the present, on the use of the English language for any of the official purposes of the
Union.

Necessary action may be taken accordingly by the Ministry of Home Affairs for the
preparation and implementation of a plan or programme which will be concerned with
preparatory measures for facilitating the progressive use of Hindi in the Union
administration and for promoting the use of Hindi in addition to English for the various
purposes of the Union as provided in clause (2) of article 343 of the Constitution. The
extent to which Hindi can be used in addition to English will depend largely on the
effectiveness of the preparatory measures. The plan for the actual use of Hindi, in addition
to English will need to be reviewed and adjusted from time to time in the light of
experience.
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APPENDIX III
THE OFFICIAL LANGUAGES ACT, 1963 (AS AMMENDED, 1967)
(ACT NO. 19 of 1963)

An Act to provide for the languages which may be used for the official purposes of the
Union, for transaction of business in Parliament, for Central and State, Acts and for certain
purposes in High Courts. Be it enacted by Parliament in the Fourteenth Year of the
Republic of India as follows:-

Short title and Commencement -

This Act may be called the Official Languages Act, 1963.

(2) Section 3 shall come into force on the 26th day of January, 1965 and the remaining
provisions of this Act shall come into force on such date as the Central Government may,
by notification in the Official Gazette, appoint and different dates may be appointed for
different provisions of this Act.

Definitions.- In this Act, unless the context otherwise requires,-

a. "appointed day" in relation to section 3, means the 26th day of Januray, 1965 and
in relation to any other provision of this Act, means the day on which that provision comes
into force;

b. "Hindi" means Hindi in Devanagari Script.

3. Continuation of English Language for official purposes of the Union and for use in
Parliament- (1) Notwithstanding the expiration of the period of fifteen years from the
commencement of the Constitution, the English language may, as from the appointed day,
continue to be used in addition to Hindi,

(a) for all the official purposes of the Union for which it was being used
immediately before that day; and

(b) for the transaction of business in Parliament:

Provided that the English language shall be used for purposes of communication
between the Union and a State which has not adopted Hindi as its Official Language:

Provided further that where Hindi is used for purposes of communication between
one State which has adopted Hindi as its Official Language and another State which has
not adopted Hindi as its Official Language, such communication in Hindi shall be
accompanied by a translation of the same in the English language:

Provided also that nothing in this sub-section shall be construed as preventing
a State which has not adopted Hindi as its Official Language from using Hindi for
purposes of communication with the Union or with a State which has adopted Hindi as its
Official Language, or by agreement with any other State, and in such a case, it shall not be
obligatory to use the English language for purposes of communication with that State.
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(2) Notwithstanding anything contained in sub-section (1) where Hindi or the English
Language is used for purposes of communication-

i.  between one Ministry or Department or office of the Central Government and
another;
il. between one Ministry or Department or office of the Central Government and any

corporation or company owned or controlled by the Central Government or any
office thereof;

iii.  between any corporation or company owned or controlled by the Central
Government or any office thereof and another

a translation of such communication in the English language or, as the case may be,
in Hindi shall also be provided till such date as the staff of the concerned Ministry,
Department, office or the corporation or company aforesaid have acquired a
working knowledge of Hindi.

(3) Notwithstanding anything contained in sub-section (1) both Hindi and the English
languages shall be used for-

(1) resolutions, general orders, rules, notifications, administrative or other reports or press
communiques issued or made by the Central Government or by a Ministry, Department or
office thereof or by a corporation or company owned or controlled by the Central
Government or by any office of such corporation or company;

(i1) administrative and other reports and official papers laid before a House or the Houses
of Parliament;

(i11) contracts and agreements executed, and licenses, permits, notices and forms of tender
issued, by or on behalf of the Central Government or any Ministry, Department or office
thereof or by a corporation or company owned or controlled by the Central Government or
by any office of such corporation or company.

(4) Without prejudice to the provisions of sub-section (1) or sub-section (2) or sub-section
(3) the Central Government may, by rules made under section 8, provide for the
language/languages to be used for the official purpose of the Union, including the working
of any Ministry, Department, Section or Office and in making such rules, due
consideration shall be given to the quick and efficient disposal of the official business and
the interests of the general public and in particular, the rules so made shall ensure that
persons serving in connection with the affairs of the Union and having proficiency either
in Hindi or in the English language may function effectively and that they are not placed at
a disadvantage on the ground that they do not have proficiency in both the languages.

(5) The provisions of clause (a) of sub-section (1), and the provisions of sub-section (2),
sub-section (3) and sub-section (4) shall remain in force until resolutions for the
discontinuance of the use of the English language for the purposes mentioned therein have
been passed by the legislatures of all the States which have not adopted Hindi as their
Official Language and until after considering the resolution aforesaid, a resolution for such
discontinuance has been passed by each House of Parliament.
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3. Committee on Official Language-

1 After the expiration of ten years from the date on which section 3 comes into force,
there shall be constituted a Committee on Official Language, on a resolution to that
effect being moved in either House of Parliament with the previous sanction of the
President and passed by both Houses.

2 The Committee shall consist of thirty members, of whom twenty shall be members
of the House of the people and ten shall be members of the Council of States, to be
elected respectively by the members of the House of the People and the members
of the Council of States in accordance with the system of proportional
representation by means of the single transferable vote.

3 It shall be the duty of the Committee to review the progress made in the use of
Hindi for the official purposes of the Union and submit a report to the President
making recommendations thereon and the President shall cause the report to be laid
before each House of Parliament, and sent to all the State Governments.

4  The President may, after consideration of the report referred to in sub-section (3),
and the views, if any, expressed by the State Government thereon, issue directions
in accordance with the whole or any part of that report

Provided that the direction so issued shall not be inconsistent with the provisions of
section 3

5. Authorised Hindi translation of Central Acts, etc. -

1. A translation in Hindi published under the authority of the Prtesident in the Official
Gazette on and after the appointed day-

a) of any Centrtal Act or of any Ordinance promulgated by the President, or

b) of any order, rule, regulation or by-law issued under the Constitution or under any
central Act, shall be deemed to be the authoritative text thereof in Hindi.

(2) As from the appointed day, the authoritative text in the English language of all Bills to
be introduced or amendments thereto to be moved in either House of Parliament shall be
accompanied by a translation of the same in Hindi authorised in such manner as may be
prescribed by rules made under this Act.

6. Authorised Hindi translation of State Acts in certain cases -

Where the Legislature of a State has prescribed any language other than Hindi for use in
Acts passed by the Legislature of the State or in Ordinances promulgated by the Governor
of the State, a translation of the same in Hindi, in addition to a translation thereof in the
English language as required by clause (3) of article 348 of the Constitution, may be
published on or after the appointed day under the authority of the Governor of the State in
the Official Gazette of the State and in such a case, the translation in Hindi or any such Act
or Ordinance shall be deemed to be the authoritative text thereof in the Hindi language.
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TISTHTET o TFa=e | |l -

ST aRiE T 9T 3 99 BT & 36 39 Y ol THTTH o T, TSTHTST & vy | T afifd, 39
forerr =1 Hered WEre o TorelT +ff wa o Tregufer skt Wit & SR TR 1 S ST 9T T T
9T, TfSa shi STTa

. 39 giufd 1 o9 gee g IS0 U <19 i 99T & Ge& BT 9T o8 UST §4T o 9T BT, ST ShueT:

ATk T o HEEHT AT TS HHT o6 Wl ST AT T TRred Tgfer sh STTAR Tehed HshHUMT 7l
EGUEEIE NIRRT

. 39 WA T Hcied BT foh I8 T o ST SIS o [oTq, fewet o SR H ohl 18 STfet b1 oA feieiieht

L ST 30 T TR i g AUl i Sidela i ST Tgafed 3 Nfcaiad shi 66 o &1 Uk Had o
ey TEATET S i 5T TThRT ot firstame |

gyt STERT (3) # s UftaeT W it 30 W U S + Afe 15 va Afireswh e el ar S W
T st o 2T 38 wHEd fdaed o AT 38eh forelt Wit o S1em st fenret werm
TR 39 TR FehTet T e e 3 9 et & SreT e 86 |

5. ATATIEHT ST(E T WTTerehet fawdl STaa-
1.0 f& ot 3T 36k TeITq IITehi TSTas § sl o TR & JehTiaTd--
. ferddt Shesiter stferfaram st o Tsgufer s iU foret oTerasT 1, e79a

@, Hfaar o S7ef A ot st saferrem o et fehret g ferelt e, forem, forfererm o Sufarfér
o1 Te=t 7 STgaTe 3ueht fewal H WTfrehd w13 |He ST |

2. Traa & & o wa fadment &, S wog & fordd) off we o eenfua forg s & sf s o
AT o, ST 3o THe4 | 698 o fordl! ot Ta H SReariord foh ST &1, STST ATHT o WTfersha
TS o W17 3T feral § SFae ot g sit Welt A & wrfrepa foparm S, it s srferfam &
a1efi sTe e frerm g farfea S St

6. T IS § T rfArfamT s e fawat sae-

STgt fohelt T o faerved 3 38 UsT o faumaves g uiia Stfarfemt § 31eer Su s &
TIITA ST TS STEARIN § T o fore fewet & fir=t g e forfea o @ e, wfeem
HTTE 348 F WS (3) T ST SIS AT H Ik ITIATE 6 ATk, ST fewal H IFIATE 36
TS o AT TSI H, 3 TS oh TSAUTS o TR &, T o ot am 36ek gaimq wemiieia foram s
HHTTT S U 31 H U forelt sAferfrar am srerast 1 femal o S1qaa fewat wiom o S6eht ek i3
AT ST
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7. Optional use of Hindi or other Official Language in judgements etc. of High
Courts -

As from the appointed day or any day thereafter the Governor of a State may, with
the previous consent of the President, authorise the use of Hindi or the Official Language
of the State, in addition to the English language, for the purposes of any judgement, decree
or order passed or made by the High Court for that State and where any judgement, decree
or order is passed or made in any such language (other than the English language), it shall
be accompanied by a translation of the same in the English language issued under the
authority of the High Court.

8. Power to make rules — (1) The Central Government may, by notification in the
Official Gazette, make rules for carrying out the purposes of this Act.

(2) Every rule made under this section shall be laid, as soon as may be after it is made,
before each House of Parliament while it is in session for a total period of thirty days
which may be comprised in one session or more in two successive sessions, and if, before
the expiry of the session immediately following the session or the successive sessions
aforesaid, both Houses agree in making any modification in the rule or both Houses agree
that the rule should not be made, the rule shall thereafter have effect only in such modified
form or be of on effect, as the case may be so, however, that any such modification or
annulment shall be without prejudice to the validity of anything previously done under that
rule.

9. Certain provisions not to apply to Jammu and Kashmir**

The provisions of section 6 and section 7 shall not apply to the State of Jammu and
Kashmir.

* * Omitted by the Jammu and Kashmir Reorganization (Adaptation of Central Laws) Order, 2020,
vide notification No. S.O. 1123(E) dated (18-3-2020) and vide Union Territory of Ladakh
Reorganisation (Adaptation of Central Laws) Order, 2020, notification No. S.O. 3774(E), dated (23-
10-2020).
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7. 359 ATEATAAT o FHurat 7 | fZ=<t AT 31+ TSTHTHT kT Seh{eUsh TIRT-

Toreret ot & €1 2 el forelt oft T @ foreft ot shr rsarred, Trgufer <ht ol |t &, SUSH 9T <5
Afafn &=t 31 38 U= T TSI 6T ST, 38 TS o o0 IR0 10 uTia I o e foret fofa,
TE5hT AT SATaRT o TSI o T ST 3 HohTTT ST 181 s, o, Teshl AT AT (ST e &
Ty et femeft syre & i feharm =T form STTaT @ et SHeh wTY-TY 3% AT o Wi | fehrer
T SIS AT F IRt STaTe o gem

8.Fram s < wive -

(1) s TR 50 ST 3 TSI ol SrIf-ard 3 o forg fem, Srrehir Tt 7 Aferger
ST, ST EoT |

(2) 9 G o STEA ST T T AW, SHTT ST o T2Tq TTRA, T9E o 8 U6 66 o 908, 59 98
T H B, e 1 TS 26T 7af o g T S a8 S1aty O 9 4, ST9aT ot A1 e ST
AT T L B HRTT | AT 36 T o AT ATk SATISHHINE Tall oh 319 SlT1a o T o 3TAEM & T4 QT 6a
3 Torom o s afada st o foTe wrewd &1 STt deaeia a8 Ue aiataa &9 3 & Jomeft gim | afe
I STAEM & T4 a1 Fe HeHd 2 S foh arg fem e e s =nfew at devaa a8 e e
STarT | foeq Torom o U aiafia a1 fesrTer 89 & I6eh ST Tt ol 715 ferelt s ot farfermm=rar o
Sifciehet SrTer T o |

9. THIAUT ITST hT TFH-HIHI hT AT 7 AT+

YT 6 TR YT 7 3 ST SHL-HTHR TS %l AR A 8|

SR GG (S I T SECH) AR, 2020, ST G T, 1123(3) a1 (18-3-2020) 3R 3%
T 3T TERG G (F219 FILAI 1 SFHe) a3, 2020, SR 61 Th. 1. 3774(3), faiew (23-10-2020) §RT
faeifaal
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APPENDIX IV
THE OFFICIAL LANGUAGE RESOLUTION, 1968
Ministry of Home Affairs

New Delhi, 18" January, 1968

The following Government Resolution, as adopted by both Houses of Parliament,
is hereby published for general information:-

RESOLUTION

“WHEREAS under article 343 of the Constitution, Hindi shall be the Official
Language of the Union, and under article 351 thereof it is the duty of the Union to promote
the spread of the Hindi Language and to develop it so that it may serve as a medium of
expression for all the elements of the composite culture of India;

This House resolves that a more intensive and comprehensive programme shall be
prepared and implemented by the Government of India for accelerating the spread and
development of Hindi and its progressive use for the various official purposes of the Union
and an annual assessment report giving details of the measures taken and the progress
achieved shall be laid on the Table of both Houses of Parliament and sent to all State
Governments;

2. WHEREAS the Eighth Schedule of the Constitution specifies 14 major languages
of India besides Hindi, and it is necessary in the interest of the educational and cultural
advancement of the country that concerted measures should be taken for the full
development of these languages;

The House resolves that a programme shall be prepared and implemented by the
Government of India, in collaboration with the State Governments for the coordinated
development of all these languages, alongside Hindi so that they grow rapidly in richness
and become effective means of communicating modern knowledge;

3. WHEREAS it is necessary for promoting the sense of unity and facilitating
communication between people in different parts of the country that effective steps should
be taken for implementing fully in all States the three-language formula evolved by the
Government of India in consultation with the State Government;

This House resolves that arrangements should be made in accordance with that
formula for the study of a modern Indian language, preferably one of the Southern
languages, apart from Hindi and English in the Hindi speaking areas and of Hindi along
with the regional languages and English in the non-Hindi speaking areas;

4. AND WHEREAS it is necessary to ensure that the just claims and interest of

people belonging to different parts of the country in regard to the public services of the
Union are fully safeguarded:
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ufifere Iv
TSTHTET Yhed, 1968

T .

T2 feeet, famien 18 ward, 1968
e 3 ST Ge-] ST UTRG (eToTRad Siehil ehed 3T STFeRRT 3 Tt TenTi3Td femam Sian 2 -

Hehed
"STTfeh HAET % STTTE 343 o ITTAR E hl TSI féat it ST 36k 3TT=eq 351 o TTEN &t
ST T YR, Jhg FET 3T AT [T AT ATk 98 WG ol AT SEhid oh da qcal shi
HWeafh 1 HTEH BT Heoh, €Yl T ol o

FE |1 Hehed T § Toh Tl o SR wef forehrer ot T1fd Sg™ o o qe € o i Toiehi SRitsHi
o 1T ST 36 TANT o WA R ST Uk AT T U s379eh ShRIshH qar fohar St sii
I FHTATT-aa TR ST SR FRT ST ATt SUTAT Tet 2T ST STt it 2l foreqa afvies gearish {dte
HEE T ST FTSAT o Tee W TG ST S Hel TS JLehRT Rl HSit S|

2. StaIfe wforem it stradt sEE § &t & sifafis wra i 14 g wreT 1 oo TR e R
HIT 31 ht ReAfreh Tol FiEhfer 3H(d % foIQ o8 strarware @ fo g1 Wt & qui forehrer o wmfesh
33U fopu ST =R

TE |1 Hehed Ll & foh Tdl o |IY-H1 7 |el WAl o wni-ard foehr 8 WRa SR g TS
TR o T § Uh hiish AT f3haT ST 1K 38 shraffeard foram StTa arfer o sfisr v &1 of
e J 6 T AT TS AT |

3. STeIfeh T 6T HTaHT o Harel qerm 331 o farfir it & Siar § w=m o o 3 a8 STeawrsd 2
foh TRA TR ST ST WA o ORI @ daR fohe TTq Brsimer &1 =t |t TSt § quid: srifeerd
F o foru Jaqrelt foram ST = e

T TWT Hohed AT & T TEt-wTeft &1 o et et SiTisit o ST e Toh AT (e ATt W o6, e
R ST HTT3AT & FoREll Tah ol qesiTe ad Y, ST AT &1 H TTafRTeh Wl Ue fUsh o @re-
| TéeT o e o TTT 39 & o S8R v fopa ST =ty

4. FR STefeh 78 YT AT AT 8 foh §e 26T e oAl o forwar 1 921 o fafir=t 9o o < o6
=T 3Tt A T 31 qut g fapar Sy :
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This House resolves —

a. that compulsory knowledge of either Hindi or English shall be required at the stage
of selection of candidates for recruitment to the Union services or posts except in
respect of any special services or posts for which a high standard of knowledge of
English alone or Hindi alone, or both, as the case may be, is considered essential for
the satisfactory Performance of the duties of any such service or post; and

b. that all the languages included in the Eighth Schedule to the Constitution and
English shall be permitted as alternative media for the All India and higher Central
Services examinations after ascertaining the views of the Union Public Service
Commission on the future scheme of the examinations, the procedural aspects and the
timing.

182



IE YT Hohed AT © -

(@) ToF 37 oIy TareTl 3teET el w Srga S forw vt et Tar 2126 ug & Fdeat &
HATSSIR [STE o] haret SIS 37T shaled feal STerem ST st fop feorfer &1, 1 3=a &
1 I HTSTYTH THST ST, T YT 7T Gal o [Tg well i 2 SRRl & =T &
auy & sreran A0S § 9 forel) wen o1 I 31f3emda: eufera 2 ik

(@) T wterat &t velt AT, i deiet Teeetl W wea o fowe 6 He Sl da ST %
foram ST o eiTd 3TRae YA e Seardat Sheld Qastl Geeft wienant & fore wieream i
et STTEe o lrAfeTd avil ATTeT qe SIS i dehfoush HTEam o w9 H T i STgAfd
g
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APPENDIX V

THE OFFICIAL LANGUAGES (Use For Official Purpose of the Union)

RULES, 1976 (As Amended, 1987, 2007 and 2011)

G.S.R 1052 - In exercise of the powers conferred by section 8, read with sub-section(4) of
section 3 of the Official Languages Act, 1963 (19 of 1963), the Central Government
hereby makes the following rules, namely ;

1. Short title, extent and commencement -

a.

C.

These rules may be called the Official Languages (Use for Official Purposes of the
Union) Rules, 1976.

They shall extend to the whole of India, except the State of Tamilnadu.

They shall come into force on the date of their publication in the Official Gazette.

2. Definitions - In these rules, unless the context otherwise requires : -

a.

"Act" means the Official Languages Act, 1963 (19 of 1963):
"Central Government Office" includes :-
any Ministry, Department or office of the Central Government,

any office of a Commission, Committee or Tribunal appointed by the Central
Government; and

any office of a corporation or company owned or controlled by the Central
Government ;

"Employee" means any person employed in a Central Government office;
"Notified Office" means an office notified under sub-rule (4) of rule 10 ;
"Proficiency in Hindi " means proficiency in Hindi as described in rule 9 ;

"Region A" means the States of Bihar, Haryana, Himachal Pradesh, Madhya
Pradesh, Chhattisgarh, Jharkhand, Uttarakhand, Rajasthan and Uttar Pradesh and
the Union Territories of Delhi and Andaman and Nicobar Islands;

"Region B" means the States of Gujarat, Maharashtra and Punjab and the Union
Territory of Chandigarh, Daman and Diu and Dadra and Nagar Haveli ;

"Region C" means the States and the Union Territories other than those referred to
in clauses (f) and (g);

"Working knowledge of Hindi" means working knowledge of Hindi as described in
rule 10.
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. 3 Frawi o1 Gfare T TSI (E9 % SR I ST ot 3= e, 1976 R
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1, et 7 weftorar & frem 9 7 afofa yeftorar srfisa & ;

. ' % 9 foer, 2@, feame s, 7eg vewn, sdioe, Indse, ITUEe TS 3 ST e
TS AT SN SN FHenle 17 we, oot 65 U7 & s ;

1. '8 @' H ORI, HERTSE HI USTTe T A1 <<, SHUT STR &1 qe/T S0 3 A gaielt 6 T
& ST

T HTE (7) AR (D) 7 iy weat it ww Usa & @ i T e we U & IRa R,
3. Te=Y 1 g I ® e 10 7 Ffvia shridrees 3 AT 2 |
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Communications to States etc. other than to Central Government offices,-

1.

Communications from a Central Government office to a State or a Union Territory
in Region "A" or to any office (not being a Central Government office) or person in
such State or Union Territory shall, save in exceptional cases, be in Hindi, and if
any communication is issued to any of them in English it shall be accompanied by
a Hindi translation thereof.

Communications from a Central Government office :-

to a State or Union Territory in Region "B" or to any office (not being a Central
Government office) in such State or Union Territory shall ordinarily be in Hindi
and if any communication is issued to any of them in English, it shall be
accompanied by a Hindi translation thereof ;

Provided that if any such State or Union Territory desires the communications of
any particular class or category or those intended for any of its offices, to be sent
for a period specified by the Government of the State or Union Territory
concerned, in English, or in Hindi with a translation in the other language, such
communication shall be sent in that manner ;

b. to any person in a State or Union Territory of Region "B" may be either in
Hindi or English.

3. Communications from a Central Government office to State or Union Territory in
Region "C" or to any office (not being a Central Government office) or person in
such State shall be in English.

4. Notwithstanding anything contained in sub-rules (1) and (2), communications
from a Central Government office in Region "C" to a State or Union Territory of
Region "A" or Region "B" or to any office (not being a Central Government
office) or person in such State may be either in Hindi or in English.

Provided that communications in Hindi shall be in such proportion as the Central
Government may, having regard to the number of persons having working
knowledge of Hindi in such offices, the facilities for sending communications in
Hindi and matters incidental thereto determine from time to time.

4. Communications between Central Government Offices

Communications between one Ministry or Department of the Central Government
and another may be in Hindi or in English ;

Between one Ministry or Department of the Central Government and attached or
subordinate offices situated in Region "A", shall be in Hindi and in such proportion
as the Central Government may, having regard to the number of persons having a
working knowledge of Hindi in such offices, the facilities for sending
communications in Hindi and matters incidental thereto, determine from time to
time;

Between Central Government offices situated in Region "A", other than those
specified in clause (a) or clause (b), shall be in Hindji;

Between Central Government offices situated in Region "A" and offices in Region
"B" or Region "C" may be in Hindi or in English:
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3. AT I 3T FeiT TR & HTATedt & R wraterdl & vy uaATte-

1. 1T GhR & HRTAT § & ' § forell T=a 31 691 To & 1 I7 TH U= 1 69 T &
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T A TS Tt H U AT | 1T ST ohes o HUohTE UH haieral | fewal oh1 shreTersh J W aret
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Provided that these communications shall be in Hindi in such proportion as the
Central Government may, having regard to the number of persons having working
knowledge of Hindi in such offices, the facilities for sending communications in
Hindi and matters incidental thereto, determine from time to time:

Between Central Government offices situated in Region "B" or Region "C" may be
in Hindi or English ;

Provided that these communications shall be in Hindi in such proportion as the
Central Government may, having regard to the number of persons having working
knowledge of Hindi in such offices, the facilities for sending communications in
Hindi and matters incidental thereto, determine from time to time ;

Provided that a translation of such communication in the other language shall:-

1.

il.

Where that communication is addressed to an office in Region "A" or Region "B",
be provided, if necessary, at the receiving end ;

where the communication is addressed to an office in Region "C", be provided
alongwith such communication ;

Provided further that no such translation in the other language shall be required to
be provided if the communication is addressed to a notified office.

4.1 Replies to communications received in Hindi —

Notwithstanding anything contained rules 3 and 4, communications from a Central
Government office in reply to communications in Hindi shall be in Hindi.

4.2 Use of both Hindi and English —

Both Hindi and English shall be used for all documents referred to in sub-section (3)
of section 3 of the Act and it shall be the responsibility of the persons signing such
documents to ensure that such documents are made, executed or issued both in
Hindi and in English.

4.3 Application, representations etc. -

1. An employee may submit an application, appeal or representation in Hindi or in
English.
2. Any Application, appeal or representation referred to in sub-rule (1) when made or

signed in Hindji, shall be replied to in Hindi.

. Where an employee desires any order or notice relating to service matters (including

disciplinary proceedings) required to be served on him to be in Hindi, or as the case
may be, in English, it shall be given to him in that language without undue delay.

4.4 Noting in Central Government offices-
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4.3

4.4

4.1

4.2

ST ohl HEdT,fewdl o TeTfe SISt ol Giorenail ST Se SATINTeh STl <h! &1 H Ted ¢ qed-aHa
T TG L ;

T 89 AT T R el SR o shratera o ofter ot fewd ar il & € wehd 8

T A AT Tt H U AT H B ST bt ek UH hraierd | fewdl sht shrefemersh S T ated
ST ol HEdT, fewdl o T SISt ol Gioremail ST 3ed STTINTeh STl <h! &1 H Ted ¢ qed-aHa
T ST e ;
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i, & T 3 fopel hrater bl WelIfed § e, ST qEl Wi H 1A,
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2. 59 3ufaw (1) ¥ fafAfés g staed, 3rdier a1 strmaes &=t § foram mem &t an 5o w e o
TEATET 3T QB el 36kt 3o fewal § fearm starm)

3,313 15 FHEN I8 AT8aT 8 foh Har weiel forwart (Smeh st stRmmafes sriarteat +ff §) &
SR IS SATQRT AT o, STEehT AR T qTHie for STHT STufard &, e, o= an sisf #
BT =T a7 o8 3§ eI forerre o foram SEt v o & st

HeS T TR o shrATeAdt o feoqut it ferat s -

1318 FHaR forelt wreet ot fovaur o shrig fedt o siosht # for@ werar © o7R 36w I oTde 7
ST feh 78 JEehT SIS GEL AT H T
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1. an employee may record a note or minute on a file in Hindi or in English without being
himself required to furnish a translation thereof in the other language.

2. No Central Government employee possessing a working knowledge of Hindi may ask
for an English translation of any document in Hindi except in the case of documents of
legal or technical nature.

3. If any question arises as to whether a particular document is of a legal or technical
nature, it shall be decided by the Head of the Department or office.

4. Notwithstanding anything contained in sub-rule (1), the Central Government may, by
order specify the notified offices where Hindi alone shall be used for noting, drafting and
for such other official purposes as may be specified in the order by employees who possess
proficiency in Hindi.

4.5  Proficiency in Hindi
An employee shall be deemed to possess proficiency in Hindi if:-

1 he has passed the Matriculation or any equivalent or higher examination with Hindi
as the medium of examination ; or

2 he has taken Hindi as an elective subject in the degree examination or any other
examination equivalent to or higher than the degree examination; or

3 he declares himself to possess proficiency in Hindi in the form annexed to these
rules.

10. Working knowledge of Hindi-
An employee shall be deemed to have acquired a working knowledge of Hindi -
1. A. If he has passed -

1. the Matriculation or an equivalent or higher examination with Hindi as one of the
subjects ; or

ii.  the Pragya examination conducted under the Hindi Teaching Scheme of the Central
Government or when so specified by that Government in respect of any particular
category of posts, any lower examination under that Scheme ; or

iil.  any other examination specified in that behalf by the Central Government; or

B. If he declares himself to have acquired such knowledge in the form annexed to these
rules.

2.The Staff of a Central Government office shall ordinarily be deemed to have acquired a
working knowledge of Hindi if eighty per cent of the Staff working therein have acquired
such knowledge.
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4.5

2. e A T hiE oft A=Y, S femdt o1 hredanerss 1 T v, o=t 7 fopedt axamarst & St
FTATE ol T AT S TR &, STl I TEATAST {ol ek AT Aot 1ol I 36T &, =0T |

3.3f¢ I w1 I & Tof ol fafire awamast farfrsk o aerieht et o1 & a1 =21 @t foramr i vt
ST 3T farfrer s

4. 39 (1) ¥ TR T o B B o, el Tk, STTaRT ST U ST o e i fafHies
o fotu, STt srrer o faffds for ST, sharet Tt ot ST fomam St |

et o weftora-

e foreft =ty 3-
1. Bfger wie A1 SHehl Fqed AT 38H Ioad his el fewal o HTem & ol o ot g5

2. AT ST H STIET EAITh T ohl GHe AT S8H oo [oheT 37721 Tt § el i Tk
Jerfoqen fosar & wq | form ar; &

3. gfe o 51 ot & SuTerg, I&9 § I8 SWoT ST & foh 39 fa=dt § wefurar a2
T 3Gk IR § g FHEAT ST foh 3E fedt § yeftorar e s i R )

10. &=t =T wEETHR -

1. . afe ot e A

() B oreT a7 SEeh! Ty AT IU Ioeial TIET et forsRy o Ter Iftol ot T & AT

(i) T AR T faeet qliehte: T AT o A=qiia AT ITS 9T 91 Afe 36 Tenr gy foret
farf3re wert o uel 3 wvery # SH FISHT & F=iid s et wlern fafifde ®, @
TiteqT Il o oY BT

(i) s ar g 3u it fafaiie 18 o whan sfivf e et 8 an

g, Afe I8 37 a0l & JuTeg T H I SN0 LT & Toh S UHT 19 9TH L feAam &,

T 3T SN H T8 GHAT ST {6 36 T&=T ot shrdemereh T IT8 o foam =l

2. e Fia TTeh o forelt Shiera § Sl o aTet Shi=ITiE § & STt gfeera o few<t o1 Ter 39
ITH oL T & 1 38 shraferd o hA=ET o i H HHAIGAT 98 GHE ST foh e fewdt o
FTIATE JH ITH L o 2

3 T GTRR AT hee 1 Tahr g0 39 fAfim fafafds g s1ftren o sraenfia st gerar 2 fo i
TR o Tordlt smrarlerar o s o &=t a1 shridersh I ITH oL foram © 1 ==

4 s TR oh S i § sheemiat 3 fa=t o1 shriemeres 319 ITH o foram @ S shieat o am
TSt | Srfeferd fog s,
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3.The Central Government or any officer specified in this behalf by the Central
Government may determine whether the staff of a Central Government office has acquired
a working knowledge of Hindi.

4.The names of the Central Government offices, the staff whereof have acquired a working
knowledge of Hindi, shall be notified 1in the Official Gazette:

Provided that the Central Government may if it is of opinion that the percentage of the
staff working in a notified office and having a working knowledge of Hindi has gone
below the percentage specified in sub-rule (2) from any date, it may, by notification in the
Official Gazette, declare that the said office shall cease to be a notified office from that
date.

11.Manuals, Codes, other Procedural Literature , articles of Stationery, etc.-

1. All manuals, codes and other Procedural Literature relating to Central Government
offices shall be printed or cyclostyled, as the case may be, and published both in Hindi and
English in diglot form.

2. The forms and headings of registers used in any Central Government office shall be in
Hindi and in English.

3. All name-plates, sign-boards, letter-heads and inscriptions on envelopes and other items
of stationery written, printed or inscribed for use in any Central Government office, shall
be in Hindi and in English:

Provided that the Central Government may, if it is considered necessary to do by general
or special order exempt any Central Government office from all or any of the provisions of
this rule.

12. Responsibility for compliance-

a. It shall be the responsibility of the administrative head of each Central Government
office-

1. to ensure that the provisions of the Act and these rules and directions issued under Rule
(2) are properly complied with ; and

i1. to devise suitable and effective check-point for this purpose.

2. The Central Government may from time to time issue such directions to its employees
and offices as may be necessary for the due compliance of the provisions of the Act and
these rules.

[TO BE PUBLISHED IN THE GAZETTE OF INDIA, PART-II, SECTION 3, SUB-
SECTION (i)]

Government of India

Ministry of Home Affairs

Department of Official Language

New Delhi, Date: August, 2007
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ii.

T AT Fra SR oh1 T € Toh Torelt SATergera shrartersr & s ot ool 37K ferel T riemereh 9
TG ATt T o ST foret arE § &

SutE (2) H faffde stcrrd & o €1 T €, q e TSt § STRRTSHT ST S o dehl @ foh 3
ERRIGRIEE KRR BUIERERIKRE R RS Ika il

118731, i, afshar et s anfee, orem amft enfe-

1. heRT TR o Shrateral & Heiferd wft Aerer, wiedre ST sfsmen weet o anfee, fewdt o
ST fives w0 7 enfeert, qisd a1 ArsaaieeTsa T ST 37X JeRTRI foraT S|

2. 2T GLRR o TR srrrierar 8§ SR for ST ot TRreetl & e oIt sfiver fawdt aiit sish o
=l

3. e LT o Torell shrarterd © ST o forg wivft g, gem o, wreiiy ST fors e ot Seehio o
qT oie At sht 311 e feel SR HUsh # foreft sarh, fyfsa = ehiof g,

T FTe el T UHT AT STaReh GHEd @ al e, HTERoT 3T foTy SATQST SR, sl §hr o
forelt aprartera ot 58w o wft m foreell Suamell & 2 < el 2

12. ST T IR
a. T OLHR & T AT o IRk T 3T T8 STETRIcd BT foh a8--

78 TR L o AT SR 37 PR o Susel S 3t (2) % 37efi ST forg g frawtt
1 T Y & ST & T 25317

T8 SRS o T Ieh ST ekl STt oh forg Sum b |

2. A BRI SR $ FRIw! o STer4 o §FIeh STATEH o foTg 370 =i 31
FIATAIT ! THI-FAT I TG 237 ST T Tohel1 2 |

[STR BT TSTTH, 9TT-2, ©E 3, SUGEE (i) H JehTemTed]

AR TLHR
T8 HATTd
TS foremT
T3 faeett, femien: v, 2007
AferEAT
1T, (7). -- Feald TR, TSTTST SRR, 1963 (1963 T 19) T €RT 3 3hT STLRT (4) o A1

i T 8 ST T (kAT 1 SANT L TU, TSTHINT (S o6 JTHAIT FASHI o foIe S o,
1976 3T TR WG A o T Freferfiad fHem s &, Tof:-
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11.

NOTIFICATION

G. S. R. In exercise of the powers conferred by section 8, read with sub-section (4) of
section 3 of the Official Languages Act, 1963 (19 of 1963) , the Central Government
hereby make the following rules further to amend the Official Languages (Use for Official
Purposes of the Union) Rules, 1976, namely:-

i.  These rules may be called the Official Languages (Use for Official Purposes of the
Union) Amendment Rules, 2007.

ii.  They shall come into force on the date of their publication in the Official Gazette.

In the Official Languages (Use for Official Purposes of the Union) Rules 1976, for
clause (f) of rule 2, the following clause shall be substituted, namely:-

“Region A” means the States of Bihar, Chhattisgarh, Haryana, Himachal Pradesh,
Jharkhand, Madhya Pradesh, Rajasthan, Uttar Pradesh, Uttrakhand and National Capital
Territory of Delhi, and the Union Territory of Andaman and Nicobar Islands;’

(File No. 1/14034/02/2007-0.L. (Policy-1)

(P.V. Valsala G. Kutty)
JOINT SECRETARY TO THE GOVERNMENT OF INDIA

[PUBLISHED IN THE PART-II, SECTION 3, SUB-SECTION (i) OF THE GAZETTE
OF INDIA]

Appearing on Page Nos. 576-577

Dated 14-5-2011

Government of India

Ministry of Home Affairs

Department of Official Language

New Delhi, 4th May, 2011
NOTIFICATION

G.S.R. 145 In exercise of the powers conferred by Section 8, read with sub-section (4) of
section 3 of the Official Languages Act, 1963 (19 of 1963), the Central Government
hereby make the following rules further to amend the Official Languages (Use for Official
Purposes of the Union) Rules, 1976, namely:-

These rules may be called the Official Languages (Use for Official
Purposes of the Union) Amendment Rules, 2011.

They shall come into force on the date of their publication in the Official
Gazette.
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i. 3 T3 =T WTRTH T TSI (T 3 eI YIS o foTe S=ieT) wee fFrEw, 2007 2
ii. & TS § YehRTe ol TRI@ sl Y & |

. TSIV (G o SR SIS oh ford 3=) frm, 1976 4 -

oM 2 % EE (F) o TH W HEfiad T W@ S, $7iq:-
TS TSTerY & fareeft qe sienT 31t Fepiem gig w9g wo g & SThna €

[(B1.8. 1/14034/02/2007-T0.47.(fifd-1)]

(fr.draewer sft.Fed)
wgFd wfEE, ST TWER

R o o9, H9T-1l, @S 3, 39Es (i) § JhIAd]
Uss HEAT 576-577
fesTier 14-5-2011

HART AIHR

g HATT

C

TTATST TFHATT

*%k%

7S feool, 4 7S, 2011
g

a

ALFHLIA. 145 T T THR, TSTATST AT, 1963 (1963 T 19) HT 8RT 3 HI ITURT
(4)% Y IS GRT 8 gaNT Jed ATFIIT T TAIT I §U, IASTHT (FE & AT
gArser & forw g2ren) a#, 1976 &7 3R Ty i & fov Seafaf@a faas
FoTelr &, 3rdTe-

3o1 fAgaAr 7 TfScd AT TSI (TF & ATRIT FAoTr & forw 9231eT)
et faga, 20118 |

A TSIT H YhRIA I ARG & T grer |
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In the Official Languages (Use for Official Purposes of the Union) Rules 1976, in
rule 2, for clause (g), the following clause shall be substituted, namely:-

“Region B” means the States of Gujarat, Maharashtra and Punjab and the Union
territories of Chandigarh, Daman and Diu and Dadra and Nagar Haveli;’

(F. No. 1/4034/02/2010-0.L. (Policy-1)

D.K.Pandey, Joint Secretary

Note: The principal rules were published in the Gazette of India vide number G.S.R. 1052,
dated the 17th July, 1976 and subsequently amended vide numbers G.S.R. 790, dated the
24th October, 1987 and G.S.R.162, dated the 3rd August, 2007.
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2. TSTHNT (TG & ARIRIT gAItaAl & forw ganen) e, 1976 & — f@a#7 2% @os () &
T R Aeafafd @s @r e, 3rTd:-

‘T @' ¥ NI, AERISE 3R Gl T qAT =576, SA0T 3R &a T grewr 3R
TR gl §Y T &7 34fAva &

[(T.9.1/14034/02/2010-1.817. (NTA-1)]

31.%.91037, §YFd wlHE

feoqor- #er foH oRA & TouT # WLE AT 1052 dRE 17 Sfefrs, 1976 SarT
SR fohw arT & 3R e EEaiw 790, ARG 24 ST, 1987 T

1.1, 9Eae 162 a@ 03 3091, 2007 @RT 398 qRaTdddr e fhe v
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