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amaer / Order

ﬁw:m?qﬁﬂ#m#mﬁqﬂ%ﬁ%&aﬁimﬁ
Sub: Set up of Check points regarding use of Official Language Hindi

T 6T ASTAT AT T gArel &9 F FRAeadsT Sl U7 TTA Redl & gomalr g2er § d&afa
forar, siferferaat, el o rgeeil 3T &1 rgurelt dgerk &1 & AT #el & AT vag ganT Ftfafaa
it g3t &7 Farder & S ¥ 3R 3 gey JfUEREt @ weder |l s &:

Following Check points are hereby set up for effective implementation of Official Language Policy
of the Union and to ensure the compliance of rules, acts, orders and instructions regarding

progressive use of Official Language Hindi and following duties are assigned to the concerned
Officers:

F.9. F4 & wfy / Nature of duties s fdg siv wafda & 1 Check point and concerned
duties

1 T _3ifafeas 1963 #r &Ry 3(3) & | (%) HERT refsmrar / Sifelar Hrfdfen
ather srrea Ifaarta: gfasmd wu & | 1) § ¥E gRRET #UfF arr 3 (3) & 3iaela AT FeTed
ST &%/ To issue the bilingual | ¥@add: fasmd w7 & & R sE@R gEARER & AU

documents compulsorily under | 9¥dd T |
Section 3(3) of Official Language Act | 2) 3udsd c&adsi &1 I Bl ®Ia 3yaey o g ar
1963: T eEaraST  ISTHIST T F e H I W

8RT 3(3) & AT 3Tt aTel FRTSATT TN SEeT el ®UTEROT ST SR ST |

1. A& 3meer (General Orders) (A) Concerned Sections / Dealing Assistants
2. ¥FeT (Resolution) 1) They will ensure that documents under Section 3(3)
3. fre (Rules) Er? comlpu]sorily prepared and put up for signature in
: . ilingual.
4. JfergEar (Notifications) 2) If Hindi version of the said document is not available,
5. wmafe g 3e¥ R | concerned documents should be translated with the help
(Administrative  and  other | of Official Language Section and Hindi version of the
reports) same may be issued as early as possible.
6. & faarfeaar (Press | (@) g¥AIGR &{A drell FAFRT
Communiqués) BEATER oot aTel AT I8 FAfRaa o f amr 3(3)
7. Wfderv (Contracts ) & 3l AT are §el gEaes AHaa: afqamd s &
8. X (Agreements) & SR BT ST
9. 3rgatieaar (Licences) 2) afg var AET ¥ A & (2) F gars i ufhar 3ruers
10. 37T 93 ( Permits) e

11. gI=w (Notices)




N

12. Afew va fAfaer gwT (Notice
and Forms of Tenders)

13. THG & T G¥dd fohT St arel
Frereid (Documents to be put up
before Parliament)

F R @ et 7 Rug sEteat # g
fedY & st

‘' g fuogr, gRamom, Reame ugwr,
Ted¥ VST, FET UL, JSTEAT, BedlE9Ts,
SIRES, IcalT@s AR 3H3ART AP gdia
THE duT ool & @g e & AT
g1

‘A’ Region: Bihar, Haryana, Himachal
Pradesh, Uttar Pradesh, Madhya
Pradesh, Rajasthan, Chattisgad,
Jharkhand, Uttarakhand and Andaman

Nicobar Islands and Union Territory of
Delhi are included.

@ & IR, FERISE, GoTe o9 3R
H2W9Te, ZHe Ud &g 3R aexr A9’ gl
Y U & AT ¥

‘B> Region: Gujarat, Maharashtra,

Punjab & Chandigarh, Daman &Diu and
Dadara Nagar Haveli UT are included.

foreTe! v Redr & gar fo@=r / Writing
of addresses on the envelops

‘& I W el A YT deg WWER H
FITEAl Safeadr /| FmTeat @ S S

(B) Signing Authority

1) Signing Authority must ensure that all the documents
under Section 3(3) are compulsorily issued in bilingual.
2) If it is not so, process under A (2) may be followed.

(31) TASTHTST ST
URT 3(3) & 3Tl 3ol aTel 37elale &) WIed gErdsi &l
3fofdre, FETAd 3T T deehlel ITIsY HRaT feam S0 |
(C) Official Language Section
Documents received for translation under Section 3(3)
must be returned to concerned section immediately with
translation.
(°) WRATH 3T
YT 3T Ug GiARTT A fh 50 YAR & FrETSd
feer 3R 3N AT et 7 Sy fhw o @ £
(D) Administration Section
Administration Section has to ensure that such types of
documents are issued in both Hindi and English.

(%) FEfa sregomar / i w1fdw

‘F IR @ Al F URT fRr S arer 97 ey &
IR TR ST | 38 GATSIT & oI IIST8TST 31eTstrer dhr
WG & G907 U, 3EHR0T 99 e & HAledh TwY
fgedrefasamdr w7 & dUR fhu o Fhd § |

(A) Concerned Section /Dealing Hand

Letters to be sent to ‘A’ & ‘B’ Region must be prepared
in Hindi as per the target in Annual Program. Standard
drafts of letters to be dispatched, reminder letters etc. may
be prepared in Hindi / Bilingual with the help of Official
Language Section.

(@) waftra sragsmr srfrwry

¥ 7% gfRad Y f 3uded &1 squre g T
(B) Concerned Section Officers

They may ensure the compliance of the same.

(1) TISTHTST 37T

Heftrd 3gemmen/ Fraiery T IOETHAR AE el
qifd geardst fedr / SfaamT  39cfser aar & |
(C) Official Language Section

This Section will provide the desired documents as per
the demand of concerned Section / Office.

() IOT 3reTTaT

UYOT 378 T g clided § fh o vd W@ &F &
IfFadi/arTeal & fol SeT arel [Iwl oT g f@edr
H ford o |




arel g3l & Tl o f@eer & uar forgar
ey |

Writing address on envelops in Hindi
Addresses on envelops of the letters to be
sent to people / Offices in Region ‘A’ &
‘B’ should be written in Hindi.

e & wrcq wmrfe &1 3cax / Reply to
letters received in Hindi

TSTATT T gATger 1976 & f@d 5 &
AR fBwdl 7 forg a1 gEdlRR v aw
AT T 3caR ey 7 &r fear S srfsary

g

As per the Rule 5 of Official Language
Rules 1976 replay of letters written /
signed in Hindi should be given in Hindi
itself.

dar giawat /erget Afoeet o ufafeat
/

TEAT A IRfET welt dar qRedensi
wear 3R ISE F @y ueR #v
wfafear @or @ BEr / gfaamd w0 &
&1 SmU| Entries in Service Books /Files

Registers Entries in all Service Books,
Files and Registers maintained in the
Institute  may be made in Hindi /
bilingual.

Fegedt # R F war w=r v glawn
qEU A 33Uy HfT HegeRt & golprs

S3eTAIS AT ST A1RT |

(A) Dispatch Section

It will be the duty of Dispatch Section that addresses on
envelops of the letters to be sent to people / Offices in
Region ‘A’ & ‘B’ region are written in Hindi.

(@) waftra sregemmr srfarwry
7 g gfeaa & % 3wed &1 3T g W@ 8 |

(B) They may ensure the compliance of the same.

(&) Faftra srepemer | AT Fifdw

g fewdl & Ut WAl & IcaR H IR AT &G I
feedr 31 &1 o AT | AR IS HEAS g1 A Frawor
& TOIT ISTETT 38197 T FHee off S Hehell & |

(A) Concerned Section / Dealing Assistant

They will necessarily present the draft of the letters
received in Hindi. If there is any difficulty, help of
Official Language Section may be taken.

(T) FEAER FIaTel ATARRT

a Iz gAfRad & fo SHRIFT &1 I 8 @Y |
(B) Signing Authority

They may ensure the compliance of the same.

@) el fRARAT 1 gradr fGecr / gfaurdr ®9 &
o1t & foacer fear amar §

(C) All the Officers are directed to
acknowledgement in Hindi/bilingual.

send the

(=) Faftra sregemr / e wifdw

AT T {el Qar e, wisel R ot A
gRifteat Rl / e &7 F & S aRC 6 &
forw 3faa @ & AT FT wAeT FAT ST FehaT B

(A) Concerned Section / Dealing Assistant

All entries in Service books, Files and Registers should
be done in Hindi / Bilingual by them. Proper rubber
stamps may be used for this purpose.

(@) FrETer IegeT / e HfAwR
ammﬁ%m@aﬁwmawﬁ
yfafSeal euearOid ata & 9gd 3o IWIEd @
FaTeld GiARET $HLer TIfRT |

(B) Head of Office / Section in Charge

They may ensure the compliance of the same before
attestation of entries.

(&) "aftra sragemr srfterd
3eg IR T@elr TifRv foh g7 3regeeil 1 siedrereT &
1§ AT AT |

(A) Concerned Section in Charge
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s #T A, AT 97, gIr 9z 30 Hr
afasmiitor  /

~

Rubber stamps, Name Board, Name
plate etc.

el 93 d AigY, AH U, IS 9
31E Efaam ¥ & IR e e
All kinds of Rubber stamps, Name

Board, Name plate etc. should be
prepared in bilingual form.

Bilingualization of

°re | AR [ yedle @S/ dwer anfy /
Charts / Maps/ Display Boards /
Labels etc.

sl =re, ARE, e e gfaemdr ar
ey &9 7 d9R fRw S | All Charts

/ Maps/ Display Board / Label etc. may
be prepared in bilingual form.

ot fafiator / Official Language
inspection

e @ aRvs iR seqEue qur
gemHid Hrat & faw refiaeer def o gt
W SIId god TSTATNT & G oy
fAdaTor &< | Director or Senior Officers

while on tour to Outstations for research
and administrative purpose may inspect
the Official Language activities also.

& qeai &1 @lig / Purchase of Hindi
books

Tl JEIRICT el H 4 @d a1 50%
Sael 3R AS sy Tl 1 BigeT Reer
qedel $1 wlle & v @d fFar s
Out of the fund allotted 50% may be

utilized for purchasing Hindi books
excluding journals and reference books.

ot @1 gRemfeRer sk g
Bilingualisation & use of bilingual
forms

e A SIFT fFT S arer @ gu
R w7 F dAR @ aRe | e
33T AT SBAAIS Feh TN | All

forms being used in the Institute should
be bilingual These may be downloaded
and used.

They may ensure that compliance of the instruction is
being made.

SR JefermeT Rl 3ieferer & wedler ¥ W @At
gfasmy ¥ F IR Y |

Stores Section may ensure this with the help of OL
Section.

e gHEn & sede 3R GEfld A shequres
gfafeaa ¢ | All Heads of Divisions and concerned
Scientists may ensure the compliance.

ferYeTor & Har dhat & 3reaer /g 3IfOHRY garT Fraror
IIE TEdd fRAr SUl wgre deus () ganT
TTATTT AT AT dhogll o1 (AGTOT AT et
CaRT ST aTfdeh sl # fow a0 oedl & Sgar fmar
ST | Heads/Officer In charge of the Centre may provide

inspection proforma at the time of inspection. Inspection
of Headquarters and subordinate Centres regarding
Official Language should be done by Assistant Director
(OL) as per the targets given in the Annual Programme
issued by Rajbhasha Vibhag.

THRT ATUSN, qEAFIeT eaRT IOt el gt i
@llg & AT |

the desired purchase of Hindi books.

Officer in Charge, Library may ensure

All staff members / TATT TETH
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aif¥& ®™@%# / Annual Programme

il FRFRT /| FweErdy qremr fasmer
GART Yedsh a¥ SR aTfies sried #
AT FEAT T JHeATeld FARTT HET |
All Officers / Officials will ensure the
compliance of targets given in the

Annual Programme issued annually by
Rajbhasha Vibhag.

f&dr & feeuor / Noting in Hindi
TSTETYT arfer hrdsher & AR TRy #
feequr &1 98T 75% § | As per Annual

Programme target of writing noting in
Hindi is 75%.

All staff members may ensure the compliance / &9&d =%

eIt GlATRad Y|

el SRl vd TR e & hifde wigel
feoaforar Redr & fod | All Officers and Dealing

Assistants of concerned Sections may write noting in
Hindi in files.

SH I & 3ol o foT Folr el 3 Ftaiial & eart & ae | gwhr ufy
el eIl & g aRErferd $r A 3R gEer g F weRia f S

This should be brought to the notice of all Officers / Staff members for compliance to the
above order. This order should be circulated among all staff members and copy of this order may
be displayed on Notice Board.

faaro/Distrubution :
Tl THTIIEAET/ITET TR, o & 3 37 HEATA, JHideplTan

IETR/IIRT ARHRT & o 37 &g, =49, A I dg MRER, & & 3] g FHooldel A 5H
IR & W B T 8N U Fg A YR A fegIt T e HT vd dodeady gaer

1

2.

ACITT T AT HT |

S e\
ol \ /
(3 © @)

e (1)

ALY JRTEfAsh IR, & & 5 3 G, Jfahener

faca vg J@Rerl, & ¥ F 37 TEUE, 3FAFEIN

TR, F AT T3, BN 3Fd A T T S TR ITAS F 6]

afew IO
NGEGRCEICE



