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fficial Language Policy

Important Directions regarding O

| Languages Act, 1963, Resolutions, General

Under Section 3(3) of the Officia e
ative and Other Reports, Press Communiqués,

L.
id before a House or

Orders, Rules, Notifications, Administr
d Official Papers to be la

Administrative and Other Reports an e
i i r Notices

Houses of Parliament, Contract, Agreements, Licenses, Permits, Tende -
y be issued bilingually both in Hindi and English.

and Tender Forms should invariabl "
it shall be the responsibility of

Under Rule 6 of the Official Language Rules, 1976,
the person signing such documents to ensure that such documents are prepared,

executed or issued in both Hindi and English languages.

2. As per Rule 5 of Official Language Rules, 1976, communications received
in Hindi are to be replied to in Hindi only by the Central Government Offices.

3. Under Rule 10(4) of Official Language Rules, 1976, the Central Government
Offices are required to notify the names of the offices in the official gazette, wherein
80% of the staff have acquired working knowledge of Hindi. The following items of

work should be done in Hindi in the branches of the banks notified under Rule 10

(4) of the Official Language Rules, 1976:-

“Demand Drafts issued on applications filled in Hindi by customers and on
applications filled in English with the consent of customers. Payment Order, Credit
Card, Debit Card, all kinds of lists, returns, fixed deposit receipts, communications |
etc. regarding cheque-book, entries in daily Ledger, Muster Roll, Dispatch Book, g
Pass Book, entries in Log Book, work relating to priority areas, security and
customer services, opening of new accounts, writing addresses on envelopes, work
relating to travelling allowance, leave, provident fund, house building advance,
documents related to medical facilities for the employees, agenda and minutes of
the meetings.”

4. Under Rule 8 (4) of the Official Language Rules, 1976, the Central Government
Offices to issue orders to the employees of the notified offices who have proficiency

in Hindi to work only in Hindi for noting, drafting and for such other official purposes

as specified in the order.

12
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guage Rules, 1976, all manuals, codes

As per Rule 11 of the Official Lan
o Central Government offices shall be

5.
e, and published both in Hindi and

and other procedural literature relating t
printed or cyclostyled, as the case may D
English in diglot form. The forms and heading

Government office shall be in Hindi and in English.

s of registers used in any Central
All name-plates, sign-boards,
ms of stationery written,

letter-heads and inscriptions on envelopes and other ite
e, shall be in Hindi

printed or inscribed for use in any Central Government offic
e required to

and in English. Accordingly, the Central Government Offices ar
tutory

send a i
Il manuals, codes and other procedural literature relating to Non-Sta

procedural literature to Central Translation Bureau for translation.

6. i
Rule 12 of the Official Language Rules, 1976 requires the Administrative

Head of each Central Government Office to ensure that the provisions of the

Official Languages Act, Official Language Rules and directions issued thereunder
are properly complied with and to devise suitable and effective check points for

this purpose.

7. The Department of Official Language, Ministry of Home Affairs has re-
emphasized on the suggestions given by the Hon'ble Prime Minister in the
minutes of the 31st meeting of the Central Hindi Committee. These suggestions

are as follows: To reduce the gap between official Hindi and Hindi used by
h Hindi through other languages of

the public, to take measures to further enric
o adopt words from other Indian languages for Hindi and to ensure

the country, t
at official language is not a hindrance

translation in Hindi in simple language so th

but a help in the propagation of Hindi.
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8. The Department of Official Language has urged all the Secretaries to the =
Government of India/Heads of various Government Organizations that when they
~ preside over the meeting of senior officers every month, they should also review

the progress made in official work in Hindi in those meetings and discuss about

9. The Official Language Cadre should be

| constituted in  the
Ofﬁces/Undertakings/Banks etc. and it should be in con

10. The Hindi officers of the subordinate offices of the Ministries/Departments

should be given the Same pay scale and designation as the Central Secretariat
Official Language Service Cadre.

11. The answers of question papers, except that of the compulsory paper of
English, should also be allowed to be written in Hindi in recruitment examinations
of subordinate services and such question papers should be made available
both in Hindi and English. In interview or oral test, the candidates may be

allowed the option to answer in Hindi.

12. The candidates should have the option to answer the question papers of

all in-service, departmental and promotion examinations (including All India Level
Examinations) conducted by the Central Government Offices in Hindi. The
question papers should compulsorily be set in both the languages, Hindi and
English. In interviews, the candidates may be allowed to answer the questions
in Hindi.
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Papers in the Official Language Hindi in all the scientific/technical seminars and
discussions etc, Research Papers should relate to the main subjects of the
Ministry/ Department and Office concerned.

14. Al Central Government Ministries:’Departmentleffices eic. may organize

Hindi Seminars.
-term or shor term, génerally be
‘B’ Regions. To impart training in
C’ Region, i ed both in Hindj and English and
indi English as per their requirements.

15. Every type of training, whether long
imparted through Hindi medium in ‘A’ and

i -Governmental Organization has been authorized to impart training
of Official Language to the employees of Central Government Offices by the
Department of Official Language, Ministry of Home Affairs. Sufficient number of
training centres across the country are functioning under the Department of
Official Language and they impart various types of training to the officers and
employees of the Central Government free of cost and they also organize
workshops for deliberations on Official Language. As per the directions of

Department of Official Language, all the Central Government Offices organize
in their respective

workshops for encouraging the use of Official Language
offices. Besides English, the facility of imparting online training of Hindi language

through 14 Indian languages is available on the website of Department of Official

it is not appropriate to incur infructuous expenditure from the

Language. Thus,
Language training and

Government exchequer for participation in Official

workshops organized by NGOs.

To overcome the difficulties faced by various offices in doing the official

17.
new guidelines have come into effect forthwith to organize Hindi

‘work in Hindi,
workshops. According to new guidelines, the duration of workshop should be

minimum one working day. Minimum two third of the time of workshop shall
‘be devoted to the actual practice of doing the official work in Hindi on the

"-SUbJBCf_S related to that office.
. C} Scanned with OKEN Scanner
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mment offices, Central Hindi Training

- entral Gove
18. On the demand Of C L nd Hlﬂdl Stenography

. i ing a
Institute imparts training for Hindi language, Hindi typing

through video conferencing also.

. e i and Hindi
19. So long as the prescribed targets regarding Hindi typlsts
" indi typists
stenographers are not achieved in the Central Govt. Offices, only Hindi typ

and Hindi stenographers should be recruited.

20. Officers/femployees associated with translation work & implementation of
Official Language Policy may be nominated for compulsory Translation Training
in the Central Translation Bureau. Officers/ employees having knowledge of
Hindi and English both, at degree level whose services are likely to be utilized
for translation work by the office may also be nominated for translation training.
21. Translators should be helped out with aids like standard dictionaries

(English-Hindi, Hindi-English) and other technical glossaries.

22. The officers of IAS and other All India Services are imparted compulsory
training in Hindi during their training at Lal Bahadur Shastri National Academy
of Administration, Mussoorie so that they could make use of it in official work.
However, most of the officers do not use Hindi in their official work after joining
the service. As such, officials/employees working under them do not get the
right message. Consequently, Hindi is not used in official work to the extent
required. It is the constitutional obligation on senior officers of the Central
Government Offices to make progressive use of Hindi in their official work.

This, in turn, will motivate the officials/employees working under them, thereby

giving impetus to the compliance of the Official Language Policy.
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te and propagate

idely promo
d widely e the use of

i oul
23. All the Central Government Offices sh  order 10 accelera
the various incentive schemes in their offices [N s are penefited by these
Hindi, so that maximum number of cﬂ‘ficials,ﬂ'emlc’loyee Hindi
in Rindt
schemes and maximum official work should be doné .
to enrl
ssary StepS
24.  All the Central Government Offices should take Nnece
their Departmental Glossaries.
ntral Government Offices

vities and original articles
hese magazines. Main

mentioned in these
g out e-version

Hindi magazines are being published by the Ce

25.
to generate working environment in Hindi. General acti

pertaining to the particular office should be published in t

provisions of Official Language Policy may also be

magazines. The Central Government Offices are required to brin
of these magazines and to upload them on the ‘E-Patrika Pustakalaya’ platform
s of

provided by the Department of Official Language to facilitate smooth acces

the In-house magazines to the readers.
26. It has been noticed that in the website of many Departments, information

in Hindi is not being provided or in some cases it is not available completely
Website should, therefore, be developed and updated in Hindi,

in Hindi.

regularly.
27. The Department of Official Language, every year conducts Basic Computer

Training Programmes in Hindi through Central Hindi Training Institute and the
duration of each programme is five days. Maximum number of officers/employees

may be nominated for these training programmes. Trainees will be able to work
in Hindi on computer after completion of the training programme. Details of the

programmes are available at the website of the Central Hindi Training Institute

at www.chti-rajbhasha.gov.in.
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' ‘Rajbhasha Gauy
28. The Department of Official Language bestows the F-Qéj ally in Hindim:’;
Puraskar' with an objective to encourage writing books OrigiﬂY Y & i 'the
: n
revised award scheme named ‘Rajbhasha Gaurav Puraskar Yoj

e . Under the
year 2022-23 is introduced by the Department of Official Language
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.

To promote use of official language Hindi. “Rajbhasha Kirti Puraskar’ are
given by the Department of Official Language to Ministries/Departments, Public
Sector Undertakings, Boards/Autonomous Bodies/Trusts etc., Nationalized Banks
and in-house Hindi Magazines which register significant progress in the use of

Official Language. Information about these two award schemes is available at

the website of the Department of Official Language www.rajbhasha.gov.in.

29. The Department of Official Language, on its website, has provided links of

various institutions through which one can see the glossary of those institutions.

If any office has prepared its own glossary, it may be shared with this
Department so that others may also benefit out of it.

30. Hindi translation of the generally used English sentences has been

provided by the Department of Official Language on its website under the

heading “E-Saral Hindi Vakyakosh” so that officers may write noting in Hindi
on files easily by using them.
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ents should invaria |
e should be authenti

31.  International Treaties and Agreem
other countries and the

both in Hindi as well as in English. Ther
of Treaties and Agreements entered into in

be kept on file for record.
guage, Hindi and

32. In non-Hindi speaking States, respective Regional Lan
s, name plates

English should be used in this order for boards, sign board

and directional indicators.

33. The officers/employees handling Hindi work including training and
workshops should also be provided good and sufficient space and other
necessary seating facilities in the office to facilitate them to discharge their

duties properly.

34. Emphasis should be given on the use of popular words in our routine
work so that citizens have an access to Government Policies/Programmes

in simple Hindi language.
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25-26 for use of Hindi

ﬁﬂﬂ!@LE.LQQL&mmmLEQM
S.NO  DETAILS OF ‘A'_REGION ‘ B'_REGION ‘C’ REGION
WORK

1. From B to A 90% 1. From Cto A  60%

1, OQriginating 1, From A 1o A 100%
to B 60%
Correspondence in 2. From A to B 100% 2. From B to B 90% 2. From g o o
Hindi 3. From A to C 70% 3. From B to C 60% 3. From C o

4. From Region C to 60%
Offices / Individuals
in States / UTs of

(including E-mall) 4. From Reglon A 100% 4. From Region B 90%
to Offices / Individuals to Offices Individuals

In States / UTs In States / UTs of
of A & B region A & B region A & B region
2. Letters received in Hindi to be 100% 100% 100%
answered in Hindi
3. Noting in Hindi 80% 55% 35%
4. Training Programme 75% 65% 35%
through Hindi Medium
5. Recruitment of employees utilized for 80% 70% 45%
Hindi Typing & Stenographers
6. Dictation in Hindi/ Direct Typing on 70% 60% 35%
Key-Board (self and by the Assistant)
7. Hindi Training 100% 100% 100%
(Language, Typing/ Stenography)
100% 100% 100%

8. Preparation of Bilingual
Training Material
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: 0 50% 500.0
9. Expenditure for the purchase of 50% b %

Hindi books etc., including
digital material i.e., Hindi e-books,
hindi e-newspapers, CD/DVD,
Pen Drive including amount
incurred on Translation in Hindi
from English and Regional
Languages out of the total
Library grant excluding journals

and standard reference books.
10. Purchase of all electronic 100% 100% 100%
equipment including computers
having bilingual i.e. Hindi and
English working facility.
11. Website bilingual 100% 100% 1o
100% 100% 100%

12. Citizen Charter and display of Public
interface information Board bilingual

13. (i) Inspection by Ministries/

Departments/ Offices of their

offices located outside their Headquarters

by the officers (DS/Dir/JS) and officers

of OL sections (% of Offices)

(1) Inspections of sections at

Headquarters.

(Il) Joint inspections by the officers At least one inspection in a year.

Concerned & those of the

Departments of Official Language of

Foreign based Undertakings/

Offices etc. owned or controlled

30% (minimum) 30% (minimum) 30% (minimum)

30% (minimum) 30% (minimum) 30% (minimum)

by the Central Government.

14. Meetings regarding Official Language
02 meetings in a year
x months)

(A) Hindi Salahakar Samiti o |
(B) Town Official Language 02 meetings in a year (One meeting in every si

Implementation Committee. |
One meeting in every quarter)

(C) Official Language 04 meetings in a year (
Implementation Committee.
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45% 35% 25%

(I 3THT)

i & ¥ 3 SUmA A I, ST T

s‘lﬁraﬂémumﬁaﬁ%, "%"ﬁ?ﬁ@ﬁﬂﬁﬁ%%,
"@"a%:rﬁ30°163ﬂt“ar'a?ﬁﬁzo%a:r&%é?rﬁﬁm
ST |

(¥ Scanned with OKEN Scanner



15. Translation of Codes, Manuals, Forms, Procedural literature.  100%  100%  100%

16. Sections of the Ministries/ Departments/ Offices/ Banks/ 45%  35% 25%

Undertakings where entire work to be done in Hindi.

(Minimum Sections)

45% in ‘A’ Region, 30% in ‘B’ Region and 20% in ‘C’ Region work
may be done in Hindi for those Public Sector Undertakings/

Corporations where there is no concept of sections.
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