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FTITAT AT
OFFICE ORDER

R 16.8.1993 & ST 3w &7 T8 FrATerd seent & #7 # fAfsw wsrsmor Azt w1
SFuTe Gifara e & fore qeg-aw w it frg 1o S-S ek o
FETS o AT o TorT TT: &7 ST @I &

In continuation of office orders being issued from 16.8.1993 for ensuring the compliance of
various Official Language Rules, information regarding check-points declared from time to time is being
given again for guidance and strict compliance:-

w4, T 7 T ST oy
S.No. Job Description Check Point

1. | rorATeT afafw 6 arg 3(3) ¥ Saed @wey, gAY | BGETET F A A/
arer, Forw, AREERTG, Feafie qor o RE, e | T/ FAAE

fastaaT, due % Gt aaw o7 D97 9ad] & gue W S
el WA AF TAT 7T e, FRTE I, |@iderd,
FUTL, SAATEIT, AEATH, TS AITCH TIT 8T FH (e

fearh =7 & & 9 frg 97d | Ry & S &
forw gefag wrdagras / EEaTeY #Xa 9T ATawd H

ORI SEAT SITUAT |
Under the article 3(3) of the O.L. Act, resolution, general | cpeck points: Officer who
order, rule, notifications, administrative and other reports,
press advertisements, administrative and other reports to be
put up before the floor of both the houses of the Parliament or
the floor of any house of the Parliament, government
document, tenders, contract, license, command letter, tender
notice and tender form etc. may be issued bilingually. The
officer who signs will be made responsible if there is any
violation of this order.

sign/Incharge/Dealing Asstt.




w7 ST & Foh GO CISTATHT AT Y T o ey wst
9T Y T T a Y F Sreen T wratad] g AT
T ST | |

It is necessary that the orders of the President issued in all
volurnes on the recommendations of the Parliamentary
Committee on Official Language may be complied with.

TATE T FrA T /ST

Check points: Incharge all

department/section

TorATeT w5 & e Frteg § e 7 ura gt o=y
¥ e RS & faw omg | faelt s g R o ferfere
AT AT Sraad T, ST AT ST 7 9w Gal A
fErar sty B & e $-ae e @R et v ST A
fEedt & e ST vdaa a+ft &t stfaard =7 F arauiaerg
et & &t Feariea R s |

As per official >nguage rule 5, All letters received in the
office in Hindi may be replied in Hindi. Reply of letter
written or duly signed in hindi, appeal or representation in
hindi of any employee may be replied in Hindi. Reply of E-
mails or C.P. Gram received in hindi should also be sent in
hindi. Disposed of all the above in cent per cent in Hindi.

gwrmw@aﬁafﬁaﬂﬂ/
WA T e/ 7
et F1 ggraT

Officer/Incharge who sign, all
section / department
concerned dealing assistant,

and

wsft weTe = wifveror =Tg 9 SeqTafe FT g1 et druiare
T, wraT=aa: B4t wreaw ¥ §ft g =i

Training of all types, whether it is of short duration or long
duration, should generally be given through Hindi medium
also.

it wiererr grETwy T 9t
feramr

Check points: all department
who run training courses.

FOET, SHW, dadIge Higd SUWey gEAT Wg@rht

gfaemst &1 fow & stfees IRT w1d gu ZE | & &

FETAT 1Y |
The work of Hindi may be propagated by making more use of
computer, E-Mail, Website including available

information technology facilities.

aoft forvmT / s

All department / section

FraEd fit @lie: FFgeL it glT Fd q9T 50 AT T
fFenT et TET STe R oreraTST T ® ave el #7
e AEl T AR | 36 a9 & &wa&d & e 100
gfaera Frger fGemh vd g § 1 3 | 989 g
frd ST
Purchase of computers: - While purchasing the
typewriters/computers special care may please be taken those
instructions received from the O.L. Deptt. may not be
overlooked. As mer annual programme, the computer to be
purchased this year may be 100 per cent bilingual and capable
to work in Unicode.

T A T2 G daiad o
LRRETD

Incharge, General store and
concerned dealing assistant,




7. FrafRr sroyas, osft wae ¥ swaer, grezal &t wsgfut, | T & aoft srgwr/faaTT 3
Yo Frer T AT S ¥ Afiwt £ St sy | Gt wT G
o=, QUi oo SqdE aeft #r equided v ¥ Bl o
fAroarfea F< Rgifa @t 1 a| w2 a1 5ar T syl
Appointment order/letter, all types of orders, leave | pcharge, all section/
sanctions, pay bill and sanctions of various advances. department and concerned
Forwarding letter, endorsement letter, Efforts may be made N A —
to achieve the prescribed goal in disposing of all the above in g ax )
cent per cent Hindi.

8. SHrY e § wiateat fEdr & 7 S | Ay qieasret § | g9 vt sganEadeT 3
yfafeat @& & §t st =Ry | swiE A0 St A | dufed wr agET
orauTaer &9 & B # fenfiw wx Reifia et w1 9
A FT TATE AT STU
Entries may be made in Hindi in Diary register. Entries in | Incharge, all  section /
service-book may be made in Hindi. Efforts may be made to department and  concerned
achieve the prescribed goal in disposing of both the above dealing assistant
work in cent per cent Hindi. B )

9. & qaT @ St A TS GRS, o oAl & R ¥y | SEATETC XA AT Ao U
T 3 TR AT SR A o A A S | g A Hregra
Frafert ¥ e & gty o= F Iwe o B F Ry s
qUTHa & |
Letters to the State Governments of A & B region, offices of offi b . d
the Central Government located in these states as well as teer  who 51g-ns =
individuals may be sent in Hindi. Letters received in English concerned dealing assistant.
from these offices are required to be replied in Hindi.

10, | ' @ 'm 8 AT S S AT Al % Ry a% ey | AT S ST o et
Freex & gy wRfEE B F 4 9 | swfE D41 | T EEEE
HTHET § FET A quiaed §7 & Fd F Fuowfew w5
et sreat 1 9T F3 7 97979 a7 Sy |
Addresses on envelopes of the letters to be sentto A & B Incharge, Dispatch Section and
region may be written in Hindi and entries thereof may be concerned dealing assistant
made in the register in Hindi. Efforts may be made to achieve B '
the prescribed goal in disposing of both the above matter in
cent per cent Hindi.

11, | =f =& ereqdTer ¥ WA % forg wrg off Fre/ e srAar | F FA AT AU T
ey w7 g ST & sreraT AT S 2, 7 2 Rl v | e sgwm/ e

H ET e BT 9T | ST

Code, manual or rule of any sort is purchased or framed for
the use of Hospital, the same may be purchased or framed
bilingually.

Officer who deals with the
purchase and
dealing assistant.

concerned




12.

e ) WY, A g, T A ATy Afard w7 @ e
offT oSt & fRwTe & da ward so) s Rt
FiT SIS BiT & AT § FST 99T H9L g7 AT8Y
Rubber stamps, sign-boards, name-plates etc. may be got
prepared bilingually in Hindi and English. Where the font size
of Hindi should be big and above the English.

TATE ST R UF &7g a7+
& AT STLT LA AT
FAEIH

In charge, General Store &
dealing assistant placing order
for these items.

13.

FATAT FT AgUTSS; FEATAY 6 qg6Ts 7 FHada =7 9
sreran e ST qaT BRar aTalt & off "re-anyg srerae
BT STu SR § FaeTee guT BR ¥ JuErse W ge
Frer ‘Ted’ FT # 7= T-3e T (e @ Sr)

Website of the office: Website of the office should regularly
be updated and Hindi content should also be updated

simultaneously. Keep record of hits on English as well as on
Hindi website separately.

Server Room and
Operator  posted

Incharge,
Computer
there.

14.

gty Bt sgwm/Remrswe # d9@ R
srfereTa/ad=TEr & TeraTeT R, 1976 ¥ A 8(4) F
dgq wvat fafafdse & Bt § F7 F forg smaer s
fh 7w € Y zEET euTed wam A Sreer d@6ta
FremTTeer/ T ST / Tdaers SATeeTr T g

If any officer/employee posted in any
section/department/division ordered to do his entire work in
hindi under Rule 8(4) of the official language rules, 1976, then
responsibility to check its compliance lies on respective
HOD/officer incharge/Supervisor concerned.

e faa fErammege/ysa
SrfEraRTLr / qdaers st

HOD/ officer
Incharge / Supervisor
concerned.

Respective

19.

Tt Rt F o agar wdiE= F aww o s
T FTEATERR /e 9T § grlEae @ Bl # 39
A Y e T B §1 TH ST FT IeTE ITHTEAT Al AT
T g/ @S # FAT wEegd g T g9y H g
aaquree gRtag #= &1 Srenerdl geaee #3 ar
Aty / dafad FaE/sTanT F w9l ud F1 agras
& g

As per Official language rules option for use of Hindi
medium should be given to the candidates appearing for
interview/written examination for recruitment/
promotion. Intimation to this effect must be given in the
advertisement/letter sent to candidate. The responsibility to
ensure its compliance will lies upon Officer who signs/Officer
Incharge of the concerned deptt./section and Concerned
dealing assistan*.

FEATHT HLA AT AT /
gafer /s & wardt
REEIRNIRETD

Officer who
Incharge of the concerned
deptt./section and Concerned
dealing assistant.

signs/Officer

16.

ferdt snyrferfa & wfafér sngrferfist va B &=or ®
gfarera it & Bt & 1 &5aT T S8 aXarid @9 9%
TereraTw g stereqor T srfersRaw ST ISTAT ST

Services of Stenographers and Clerks trained in Hindi
Stenography and hindi typing on government expenses
should be utilized fully.

et e/
srfersTdr / wdaers sfeerTdr

HOD / officer incharge /
Supervisor concerned.




17. | T Ew B § w5 % forg i e sro s | wefea e

ST wEe FT R F AT g gwehl SR 7| sy wder et
T STtErERTRET AT g
Sections specified to do their entire work in hindi should do | gop /  officer incharge /
their all work in hindi. Responsibilities will lie upon

" s . 3 Supervisor concerned.
Officers/Staff posted in these sections. P

18, | wTer Ry TroreTeT At 3l SEe AT ST | gETa FA a1 AfehTLT/
Wﬁwaﬁwmﬁ?ﬁw%ﬁ%ﬂﬁﬂﬁmﬁﬁm qsﬁaﬁ'm/ﬁwmgm'ﬁqd
qoft TS fRedt i st srerar Faw R # 9 g Freiy SsTT

Tl a8 F@w fit Preaerd 39 W OgEER w1 9 |
fArRTLY 1 1 7 TEATET FA § Uger UH STl 4
gfafara ¢ o7 TRy & T Frmm il B e
AUsft & st =9  arurar e Bt 7 & S fe Sg
YT T Ud R W 39 TR % s Eata)
IRa w9 & T 7g gfRfea oo & et v w
FEqTast feeat e aisft & farefy sroear e R & &
T g U7 9 g 9X s ud REw st 39w
faram/Sraor & %R AT g &l

General responsibility: - According to O. L. Act and as per
rule framed under it, circulars may be issued in Hindi and
English. The responsibility for checking this goes to the
officer who signs it. Therefore, before signing any letter
officer concerned should ensure that such letters/circulars may
be issued in Hindi and English. Before distributing/
dispatching such circulars Diary and Dispatch section should
also ensure that the documents of all sorts may be issued
bilingually in Hindi and English. If this is not the case, the
diary and dispatch section may refuse their distribution /
dispatch.

All Section / Department /
Diary and Dispatch Section.

gt s ATET T sulEa sia-fage e fAdy e ¥ sk ag gRfEm w1
T TaT AT &1 srquTee 81 T € A Sie-fig afa € |

All officers/employees are requested to pay special attention to the above check-points and ensure that
the Official Language Rules are being complied with and check-points are actively working.

* Q -
FHry AHc

(1. §<TT 97 / Dr. Sandeep Bansal)
~rfeheaT arefieT® / Medical Superintendent
a1 A< / STANDARD DISTRIBUTION |




