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Sub: Implementation of Official Languages Act, 1963 (19 of 1963) and The Official Languages
(Use for Official Purpose of the Union) Rules, 1976
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Official Languages Act, 1963 (19 of 1963) and The Official Languages (Use for Official Purpose of
the Union) Rules, 1976 (As Amended, 1987) specify the use of both Hindi and English in Official
Correspondence.

3HF &Y & AT Ugedi & IR # fqaRor uA & Hewew & AT &l
Extract of important aspects pertaining to the same is enclosed as Annexure to this letter.
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It is seen and repeatedly pointed out by various monitoring agencies that we as an Institute are
defaulting in following and implementing the provisions of the Act and Rules.
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All persons involved in official correspondence are requested to put in efforts to implement the
directions contained in the Act and Rules. All departments and activity heads are requested to work
out a plan of action to ensure that all possible documents are bilingual. Hindi Assistant will be
providing all possible help to all the department and activity heads.
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Lt Col M Julius George (Retd)
CAO

Foft Fepra AT FAAIRAT & forw afvg
gfd: Setae H 3A9dis s & fav

To All Faculty and Staff

CC: For uploading on internet
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EXTRACT FROM SECTION 3(3) OF OFFICIAL LANGUAGES ACT.1963
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Notwithstanding anything contained in sub-section (1) both Hindi and the English language shall be

used for - ,
(i) Resolutions, general orders, rules, notifications, administrative or other reports or press

communiqués 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;

(i) Administrative and other reports and official papers to be laid before a House or the Houses of
Parliament;

(iii) Contracts and agreements executed, and licences, 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.

As per Section 3(3) of the Official Languages Act, 1963 the following are covered in general

orders :-
(1) All orders, decisions or instructions intended for departmental use and which are of standing

nature,

(2) All such orders, instructions, letters, Memoranda, Notices, ete. related to or intended for group or
groups of Government employees;

(3) All circulars whether intended for departmental use or for Government employees.
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EXTRACT FROM OFFICIAL LANGUAGES ACT, 1976
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Rule 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, the Central Government may, if it is considered necessary to do so by general or special
order exempt any Central Government office from all or any of the provisions of this Rule.
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Rule 12 Responsibility for compliance-
(1) It shall be the responsibility of the administrative head of each Central Government office:-

(i) To ensure that the provisions of the Act and these rules are properly complied with; and
(ii) To devise suitable and effective check points 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.
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Rule 5 Replies to communications in received in Hindi-
Notwithstanding anything contained in rules 3 and 4 communications from Central Government Office in
reply to communications in Hindi shall be in Hindi.
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Extracts from O.M. No. 12021/5/95-0.L. (Imp.IT) dated 24.11.95 of Ministry of Home Affairs,
Department of Official Language regarding printing of manuals, forms, codes, etc. bilingually
(in diglot form). '

1. All forms, manuals, codes, etc. 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.

2. 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.

3. Instructions have been issued by the Ministry of Urban Development to the Publication Directorate
that codes/manuals etc. should be accepted for printing only when they are in bilingual form.
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Extracts from O.M. No. 12024/2/92-0.L. (B-2)-4 dated 21 July' 1992 of Ministry of Home Affairs,
Department of Official Language regarding correspondence in Hindi.

1

The Committee of Parliament on Official Language in the fourth part of its report has
recommended that the letters received in Hindi should, invariably be replied to in Hindi and the
bindings laid down in the Official Language Rules relating to original correspondence should be
fully complied with and the quantum of correspondence in Hindi with the Central Govt. Offices
located in Region "C" should also be increased. The Committee has also recommended that the
telegrams issued by the Central Govt. Offices to the Offices located in Regions ‘A’ & ‘B’ should
be in Devanagari Script and a beginning be made to send telegrams in Hindi in Region ‘C’ as
well.
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Extracts from O.M. No. 12024/2/92-0.L.(B-2)-6 dt. 21 July' 1992 of Ministry of Home Affairs,
Department of Official Language regarding Headings and Entries in the Registers and Service
Books. '

1. The Committee of Parliament on Official Language in the fourth part of its report has recommended
that (1) the headings of the registers available in all the Govt. Offices and of the service books of all
categories of Officers and employees should be bilingual and the entries therein should be made in Hindj;
(2) the addresses on the envelopes to be sent to regions ‘A’ & ‘B’ should, invariably, be written in Hindi.
2. In the perspective of the recommendations of the Committee of Parliament on Official Language, all
the Ministries/Departments are requested to ensure that (i) the entries in the registers/service books to be
maintained in the Central Government Offices located in Regions “A” & “B” be made in Hindi and such
entries in the offices located in region “C” as far as possible be made in Hindi. (ii) addresses on the
envelopes to be sent to regions “A” & “B”, invariably, be written in Hindi.
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I Ui et & eRe sfREmREiETREl # el # w6 = B FEe g
S & for Faffd & @ B FPAemt & e R s 3R ol
FTITE3t 7 Bedl See el Ucdsh HAany @ g H &A § &H Th a1 T4
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Extracts from O.M. No. 14025/2/91-0.L.(D) dated 20m April, 1992 of Ministry of Home Affairs,
Department of Official Language regarding organizing Hindi Workshops.

1. On the subject mentioned above, the Committee of Parliament on Official Language in its Report
(Part-IV) has recommended that Hindi workshop should be organized regularly during the next 5 year
in the context of recommendations made in Part-1II of their report so that the officers/employees could
overcome their hesitation of doing work in Hindi and every Hindi knowing employee could
participate in these workshops at least once in a year and coyld get an opportunity for the practice of
doing work originally in Hindi.

2. All the Ministries/Departments are requested to ensure the implementation of the directions
given in the Department of Official Language Office Memorandum dated 31.12.1991 with
reference to the recommendations of the Committee of Parliament of Official Language made in
its report (Part-IV). This information may also be given to’ all the attached/subordinate
offices/Corporations/Bodies under your control and the Department of Official Language may be

informed about the progress made in this regard.




