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fr$. /H'iTqT qrql. / zol: / 5:6 y-l- 6 V furTo n/oa/zoto

sntrr / Order

frq{r: Trfr}Trqr *' s-qtq *' f-dE * diq fr.g ffia futile + ,iritr fr'

Sub: Set up of Check points regarding use of Official Language Hindi

{itr ffr r;IBlrqI frft o'r ceTrfr $c t 6rqFaq;T +_fi defl Trcrslrqr ffi t s-rn$r s-qtfl t ffi-a
fui, 3dfuffii, sriqii a aEteii:nts +l %dqr-d-d igal aar t gBRE-d +-c-i +- frv \'aq(.dr<r ffiBa
ui" R-E n dil Fqre;n ffI nrff ts'sfu s-dr* csnt 3rffit mt +-ci-dq di ;nd B-:

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:

m'.:d'. a,r4 *I c-fift / Nature of dutiesc
ti" k6rila ddfla m,r* t Check point and concerned

duties
1 lraenqr srfuB-{ET tgog fi qrrr 3(s) +'

srti-a mrrrara $ffid' fdefiff r^c ji
art 6-$IT / To issue the bilingual
documents compulsorily under
Section 3(3) of Official Language Act
1963:
qrr 3(3) *' giilnrf, 3Tri drfr .Frftfl?r

1. HIltl;zI :ntlt (General Orders)

2. d-+-cq (Resolution)

3. fr+a 1B,'1"t,

r+ar (Notifications)

5. qsngBfi d?tr 3rzr mt
(Administrative and other
reports)

6. ffl ffiaqY (press

Cornrnuniqu6s)
7. Tifu (Contracts )
8. 6-{R (Agreernents)

9. %d-flFf,qT (Licences)

10. 3qrr cr{ ( Perrnits)

11. {a-a.rq (Notices)

(q') Siifua sree{rlr I *furr mrffifi
1) t zra gBft{d of B'enrr 3 (3) t 3ia"td 3flffi fi-rcTrfl

:rB-qrfa, ffieilS Fq fr fr *qrr +-cer6{ 6-+alefi + R(,
c-Fda 6t t

2) 3!-d-fld E-€dr}-flt ql qA ffi sqid{ Jc"ercE d 6t at
{irifr-d E+-aTnfr {rse{Tqr sgsTr+ 6 s5et+ t sra-qrs rl
qanens s-€-fir ffi FqiillT u-rft +q-drq-frra t

(A) Concerned Sections / Dealing Assistants
l) They will ensure that documents under Section 3(3)
are compulsorily prepared and put up for signature in
bilingual.
2) If Hindi version of the said document is not available,
concerned documents should be translated with the help
of Official Language Section and Hindi version of the
same may be issued as early as possible.
(s) remeil q-ri qml sffi
Frarsfl m-{t al-& 3Tffi q-d gFtfq-d +.t B- rrRT 3(3)

* 3iada 3rT.-e ar-& ssfr (sdri-m sffia' qtre{rql sq ,t
fr u-rft fu(r il(rt
2) qfr t-flr a-fr B- d m (2) d-ndTg ar$ qBqr 3{qdT+

GTSI



;ilfus !d Ct'il qrl.q (Notice

and Forms of Tenders)

€-fl-{ * rrn u+-.oa fu('ar} alt
6l-rEl?I (Documents to be put up

before Parliament)

'6'' 3*{ 's' Hi rt Rrm rrfut qi .r*

tr;fr f El-rdr

'+' alx: fr-6r, 6ftqr"n, Fqrera q"Aet,

:rad{ giqt, qLq qt?I, {rf,Fzr1;[, itafr{rrrd,

flrltis, 3-cil{rcis 3tr{ 3isfl-rfr C-ddTT q-dq

T46 d?ri ffi + +iq rcq &f{ 3Tf$fd

tt
'A' Region: Bihar, Haryana, Hirnachal
Pradesh, Uttar Pradesh, Madhya
Pradesh, Rajasthan, Chattisgad,
Jharkhand, Uttarakhand and Andaman
Nicobar Islands and Union Territory of
Delhi are included.
'g $tr, apgq-6, frdrlfsq, tiarc ft;q 3lk
rrS"T6, rtra t.i fr-d 3ik ar*r rrr aifr
eq. {l-q at*:rffrfa t r

'B' Region: Gujarat, Maharashtra,
Punjab & Chandigarh, Daman &Diu and
Dadara Nagar Haveli UT are included.

(B) Signing Authority
1) Signing Authority rnust 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 follorved.

(4) {l.feTTCr 3-.ftTrJr

qm 3(3) *- 3ia-frd 3TrA il-& $.d-dl-d Fa cud (sardsi *r
gTdr( ffif, 3]EBrrrT 6T irasrc{ iqFTctr rrm frqr G-Ia- t

(C) Official Language Section

Documents received for translation under Section 3(3)
must be returned to concerned section irnmediately with
translation.
(q) crnfl4 %{eTrrT
q?rwT 3Es{l"T q-6 gBftd-d 6t fu {€.st6R fi rrdTara

ft-& 3lk 3iffi Eta.f ens-Bit fr ilrft ful'dr G H.

(D) Administration Section
Administration Section has to ensure that such types of
documents are issued in both Hindi and English.

12.

13.

(n') riiifuf, %denrr / fffurr
'q;: 3$q" c1E-'; ffi 4t nRd
d-qr fu('ort r trq s-q}-J-c.

6Tffis.

fu('dri ad qr ffi fr
*- frq {t;ralFn-3rrslr4'fi

'6' 3f{ 'g al_{i ,t Rrf, *-;a sr+r-{ fi I Eqffi/mTqHi
*r-sHt E?Tkrqi I mrqtilqt +i +s ile I d' fu arii t

Tl6rqfl t *EuI c,i, 3gF4{q q{ 3TE +

ffiia-Bar* * 6;t+r frlr il €-n* t
(A) Concerned Section lDealing Hand
Letters to be sent to 'A' & 'B' Region must be prepared
in Hindi as per the target in Annual Program. Standard
dra{ts of letters to be dispatched, reminder letters etc. may
be prepared in Hindi / Bilingual with the help of Official
Language Section.

(10 tidfufr qeTrlr3Tffi
d +o gBft+a st B-3q+a sr 3rflrrlFrfl il w t r

(B) Concerned Section Officers
They may ensure the compliance of the same.

(?r) rraencr 3I.{3n4

ffid :raerrrT/ 6rsi-dq fi-
siB-dn€drinffi/ffisnfr
(C) Official Language Section
This Section will provide the desired documents as per
the demand of concerned Section / Office.

z16 AIfuaE t B- ,q, (.i o{q,d-{ t
6t as ari drd 1Mt .r{ qA ffi

J

ql;f6 qISq

I

u+al.awr 16 3rgeTr4

it;qa-etr 6-{fl * I

frrns,f qr Pdd ii .rar fusnr / writing I 
trl uwr qenJr

of addresses on the envelops 
- 

| 
EruT 3FIelIaI 6l



di-& c-dt *. frwqii Err G--fr ii q-ar F-sd-r
qG(' 

t

Writing address on envelops in Hindi
Addresses on envelops ofthe letters to be

sent to people / Offices in Region 'A' &.

'B' should be written in Hindi.

ftrfr ji crrd carfr irr rftfi / Reply to

letters received in Hindi
wrfirqrl.M1976*F-{fr5fr
%d-€R ffi d-frd qr ilsaIEIr fu(' arc

q+i *r til{ F;fr d-& Bqr qrar srM'
tt
As per the Rule 5 of Official Language
Rules 1976 replay of letters written /
signed in Hindi should be given in Hindi
itself.

6q1qFdoBfl' lwrfaf /rfrrcrf f cBFef
I

frl"rrT fr BgrfFd ffifr +dr :Ca-srcfr
sr-S-dt 3it{ rMt ,t qsfr q-nR Sr

c-frF-st qen rieffi teft I qftan$ w fr
fir arttt Entries in Service Books lFiles
Registers Entries in all Service Books,
Files and Registers maintained in the
Institute may be made in Hindi /
bilingual.

riu{crf fr'fd;fr t'i +'T r +-{A fr
ds?rrd ii E rnr,rr Wfr sL"F:n" fr
gB-d-*g wdTzrr aj;n qG(r 

r

shEro
qG_mts

(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.

(u) diitud ryTm3rffi
A a-o gRft=+a mt fu %d_rd 61 3'r;I.ITFT-a d w t r

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

(CI,') :dEifuf, r$Trrr / dfr?r +,,rfr6

A ffi fi Nc-a q{t * u-.il{ fi, cr.c a*-{r$ 5c fr
ft;fr A e vega qB r qR 6i$ mftrar$ 6t C F-qR r

* fr(' {rcis{rqr 3r{erral- *r qrq dt w s+-ff t r

(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.

(u) tsareil il{ffi3Tffi
a e-o gfrf,e-+a 6,t fu 3q-.6-4d 6T s1qrd;T d r-o t r

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

(4 seft 3rffii 6t cro-ff ft-fr / afuilfr sc fr
aM 6T fr-tlr ffq srar t r

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

(6') i-difud sryTrrr / fih"r nrffia,

Serrd-ffr qefr t-dr gPd-mrcfr, sr-ndi 3iti {Br-.ti ,t
cEffi ffi / EfuilS sc il fir drff qrRr'. Fs *
R(' Jft-d {cg ft ry e-*4 fr"qr 

=n s+-ar t r

(A) Concerned Section / Dealing Assistant
All entries in Service books, Files and Registers should
be done in Hindi / Bilingual by thern. Proper rubber
stamps may be used for this purpose.

(g) fiIqttrq 3T?,qffi / 3l"rs{r4 3Tffi
A ur gRfi'+a mt fu %S-{a 61 3rrqrd;r il W t
cEM JEsETma 6{i t c-d-d Ft" srd-+a +"r

3rEcrf,4 gBft{d m-rat qrftrr 
r

(B) Head of Office i Section in Charge
They may ensure the compliance of the same before
attestation of entries.

(O Tidfut ryTrrI af0ffirt
E;A C"rrrft {sfr ilE(' F+ fa
rOtqra-& r

3];l-qrc1;I 6t

(A) Concerned Section in Cha

:rCqif mt
J
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Ttrs * ffi, arq r1g, qilfrr crg fifr fi1

E-htil+fiIrr i Bilingualization of
Rubber stamps, Name Board, Name
plate etc.

rrfr Isc fi ffi-, arq u-f, !t+ai v-g

sTB EfrsTrS w fr d-qrr alar srM. tr
All kinds of Rubber stamps, Name
Board, Name plate etc. should be
prepared in bilingual fonn.

q€ I alaF+* / rfiff, eI+ I f{il $rfr I
Charts / Maps/ Display Boards /
Labels etc.
sefr qr8, HrfrBr, ff,f, &TA ffianfr ur
BsnS w fr f-qr fu\, frrrr r AllCharrs
/ Maps/ Display Board I Label etc. may
be prepared in bilingual form.

{ril,{rqr frtaor / Official Language
inspection
Biqrfi E Eftoo 3rffi 3ffi{irlrm dan.

q?nflFfi 6rd + fr('3reffd-€E ii,qt d-ant
tr{ ard Etrd {r-delrsl * s-*4 6"r efr

ft'fteflr mt t Director or Senior Officers
while on tour to Outstatioris for research
and administrative purpose may inspect
tlie Official Language activities also.

Fe 5rcrdf fi ll.0-q /PurchaseofHindi
books

3-il g+n6Td-q 3r{ETa fr t {ild. m-r 50%

c+m 3fl-{ orr+ rrqat aj?ri 6t 6ts-+-{ ffi
frI G-trd * fr(' ud B-qr il(rr

Out of the find allotted 50% may be
utilized for purchasing Hindi books
excluding journals and reference books.

eq-{t 6r q-dsTrff*-{vr 3fl-r v-c}a7

Bilingualisation & use of bilingual
forms
mrsiaq fr c-q+-d fua frre'ad safr qq{

aEHTfr sc fr d-qr Eie ilGr' I B;d
3irrc qr HSdrdYs o-1il n*rr 6:t r All
forms being used in the Institr"rte should
be bilingual These may be downloaded
and used.

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

+isr $-fleTrdr ft-fr r"aeru 6 q-6d-a fr Hsfl qTaEqY

dBstl$ w it d-qr +.t r

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

qst qrrTi * 3rtaeT 3A-{ {irifra ddrB-6 %dcTd-d
gGfle'{a frt r A11 Heads of Divisions and concemed
Scientists may ensure the compliance.

ffiarq * sqq ffi * s+tqarrqs{rfr 3{ffi r,oni ffierw
qcrr qFTd fu-qr dr(rt Ttdrs-fi frlqr+' (1T sTr) q--dRr

WqTdq dql 3rii-tr€q +-qt 6r B-ftarq rc#T|-E|. BsTra

qarlr f,rft drffi-f, 6r$*-fi fr fu(' arqr drqt * J-a-sR fu-qr

dl(r t Heads/Officer In charge of the Centre may provide
inspection proforma at the time of inspection. Inspection
of Headqualters and subordinate Centres regarding
Official Language should be done by Assistant Director
(OL) as per the targets giverr in the Annual Programme
issued by Rajbhasha Vibhag.

ota srffi, :+"6r-d-q E-a,Rr stf,trd ffi g+-d-6f 6r
utq 6I il(t I Officer in Charge, Library may ensure

the desired purchase of Hindi books.

All staff members / tr4.Fal FdFn

qFf,+ii
J
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tro rrlet 6-f 3ilflq-il;T *" fr('ssff 3rk*.rfuqi 3flT sff{dt *- e-qm fr anq| aru r gc-fir vft
q-eff *.-ffii * fiE cm--d fir arc :lk g++r crg it s-{f?ta fir arc r

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.

12
Efil-fi Er4sr / Annual Programme
gaft sffi I m-ffi lrffiilql ftBTrdT

qilT ra+*. E{'drft Erffiq- m-r{-f,q fr B('
elr asqt 6T 3rfrqril;r

J
+Hr

All Officers / Officials will ensure the
compliance of targets given in the
Annual Programme issued annually by
Rajbhasha Vibhag.

Gfr jf ftEqlrr / Noting in Hindi
TrilIrrEn Erffi6- fird-f,fr *' sra-grr ffi fr
frqqq mr d&q 75% t I As per Annual
Programme target of writing noting in
Hindi is 75%.

All staff members may ensllre the cornpliance / qqwrarq

3FrrrrFffl efrr?'{a 6tt
JJ

q€{t 3rffi ad ffid 3Eeil"Tt t 6rffifi sT-E-di d
ffi ft-fi fr mi r All Officers and Dealing

Assistants of concerned Sections may write noting in
Hindi in files.
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ffik*,"
frtqro (m.rS )

B;rfor/Distrubution :

L gafr g€tTanLqer/3rt1lrrq-qar-tI, * cI s 3r Tirarrf,, srB-ry;rrrc

2. 3f-qST/csTrft 3rEmrft 5 efr 3r #f, arslgl, g gE f6 ffir, d S 3E itf ry;aary qt fs
3{I?EI +- {ret 6t I sX 3ffi #d fr gS ror "- R=$n q-r rr-o;r 6t aui arrrqefr sildf

{EqTE-q 6t nRd st 
I

3. qsq q?trfi'fr+. gffi, * a] s 3r riFqr-fl, :rB-+t_+ar

4. Ff,c ad ffi, *- ei s 3r riFqrd", sfr-mT-;fl{

s. e&l-ft, ? f,r. c.$. 6t r+-a mtqr +t rirerm @E q{ 3Tc-ds d Et
6. d)fus dt-*

i. {fsrd c-dE&

(a-drfr +.-frrr qrd)

€.6Tqfr frter+ ({T srT )


