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As all are well aware that implementation of Official Language in day-to-day official
work 1s mandatory as per the Official Language Act. Attention of all the staff is invited to
this Institute circulars and orders issued related to implementation of Official Language and
its compliance. All sections and units are requested to adhere to the instructions and

guidelines indicated below-

1. Filling up of forms in Hindi -
Under Rule 11 of the Official Language Rules, 1976, the in-charge of all departments,
sections and units must compulsorily fill all forms in Hindi. Encourage your subordinate
employees to compulsorily fill the forms in Hindi and forward only those forms which
are filled in Hindi.

2. Continuity in doing 100% work in Hindi -
100% work in Hindi by proficient employees is commendable. Therefore, they are
directed to continue this progress. Employees having working knowledge are instructed

to increase their percentage of work in Hindi.

3. Bilingual option in examinations/interviews conducted for recruitment/promeotion -
As per Official Language Department's OM No.14012/6/87-R.B.(c) date 26™ November,
1990, the candidates should compulsorily be given the option of Hindi in addition to
English in all the written examinations and interviews conducted by the Institute, and

they should also be informed about it in advance.

4. Preparation of agenda and minutes of meetings bilingually -
The agenda and minutes of all the meetings held in the Institute should be prepared in
Hindi as well as in English. It should be considered mandatory and should be followed
strictly. It is mandatory to mention the agenda and minutes of the meetings held in the

quarterly Hindi progress report also.

5. All the documents mentioned in Section 3 (3) of the Official Language Act 1976 should
compulsorily be done in bilingual form.



6. Under Rule 11 of the Official Language Rules, 1976, kindly review the format and title

of official registers and the status of bilingualization of all name plates.

7. Make sure to send all letters to 'A’, 'B' and 'C' region compulsorily in bilingual form and

try to answer the letters received in English in Hindi.

8. As per Department of Official Language. vide letter OM No. 12024/2/92-R.B. (B-2)-6
date 21 July 1992, it is mandatory to write addresses on envelopes of letters sent to 'A'
and 'B' regions in Hindi and entries in service records/service books and their titles

should be written bilingually. This should be followed with discipline.
9. It is mandatory to do all standard drafts bilingually.

11. It is mandatory to write notes in Hindi on all official documents.

All the in-charge of the Department/Section/Unit will be responsible for strict

WV,

(Dr. Prashant Dhakephalkar)

Director

compliance of the above instructions in their respective sections.

Copy: -

In charge of all Department/Section/Unit



