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Making Check-points (2025-26) effective for the compliance of instructions, etc.
to progressive use of Hindi in the National Scheduled Castes Finance and
Development Corporation
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The Department of Official Language, M/o Home Affairs issues orders/instructions

from time-to-time with regard to progressive use of Official Language Hindi in the
Offices of the Government of India. These mainly include full compliance of Official
Language Act, 1963 and Official Languages Rules, 1976 framed there under, and to
achieve the target fixed in the Annual programme issued by the Department of Official
Language.
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In order to ensure the smooth compliance of these instructions/orders etc., the
following check-points are chalked out. It is requested to ensure effective
implementation of these check-points.
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All documents* mentioned under Section 3(3) of the Official Language Act, 1963
must be issued in Hindi and in English simultaneously;

* (Resolutions, General Orders, Rules, Notification, Administrative and other
Reports, contract, Press Release, Agreements, Permits, Notices and Form of tenders
etc.)
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Official Language (for Official use of the Union) Rules, 1976 - Rule 2
(a) "Region A" means the States of Bihar, Jharkhand, Haryana, Himachal Pradesh,

(d)

Chattisgarh, Madhya Pradesh, Rajasthan, Uttar Pradesh, Uttaranchal and
National Capital Territory of Delhi and Andaman & Nicobar Islands Union
Territory; (Target for Correspondance in Hindi from “Region A" to “Region A"
100%)

Region B means the States of Gujarat, Maharashtra and Punjab and the Union
Territories of Chandigarh, Daman & Diu and Dadra & Nagar Haveli; (Target for
Correspondance in Hindi from Region A to Region B 100%)

Region C means the States and the Union Territories other than those referred
to in clauses (a) and (b). (Target for Correspondance in Hindi from Region A to
Region C 65%)

Target for correspondence in Hindi from Region A to Region A & B is 100%.
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Extracts from O.M. No. 14034/15/87-0.L. (A-l) dt. 26 Feb' 1988 of Ministry of Home
Affairs, Department of Official Language regarding reply in Hindi of the letters
received in English.

1.

Under the provisions of Rule 3 of the Official Language Rules, 1976, it is
required that all Ministries/Departments/Offices/Undertakings/Companies,
etc. of the Central Government located in Region "A” and "B” should
correspond with the States or Union Territories or the offices under their
control located in Region “"A” in Hindi.

The aforesaid provisions made under the Official Language Rules, 1976 can be
complied with properly only if original correspondence with the State
Governments and the administrations of the Union Territories in Region "A" is
done in Hindi and even if a letter is received in English from them it may also
be replied to in Hindi.
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Rule 5 of the Official Language Rules, 1976 - All letters etc. received in Hindi, must
be replied to in Hind;;
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To issue official advertisement in bilingual (Hindi & English) in local languages;
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Some of the Sections of an office notified under rule 10(4) of the Official Language
Rules, 1976, should be specified under Rule, 8(4) of the said rules to employees who
have proficiency in Hindi to do their official work in Hindi and individual orders
should be issued;
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Writing of addresses on envelopes in Hindi

The Despatch section should be made a check-point and it should ensure that the
addresses on the envelopes, meant for dispatch to regions “A” and “B" are written
in Hindi.
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Hindi facility should be provided to work in computers in Unicode Hindi and on
electronic equipments;
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Website should be prepared in Hindi and in English both;
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Codes, manuals, forms etc. being used in the office, should be prepared in Hindi

and in English both; Extracts from O.M. No. 12021/5/95-0.L. (Imp.11) 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 to the Publication Directorate that
codes/manuals etc. should be accepted for printing only when they are in
bilingual form.
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Training material of the Training Institutes should be made available in Hindi and in
English both. Option of answers in Hindi may also be given in entrance
examinations;
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Entries are made in Hindi in Register/Service Books:

feat w1 oreushA Siufq vy, wdtor @ Uty aun fFd <o ulien ©) graeg Sey
TBR el TN 2025 Y UGS TR AT

A time bound programme be made to complete Training programme got Hindi
courses i.e. Prabodh, Praveen and Pragya; and Hindi Typing before 2026;
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Meetings of Official Language Implementation Committee be convened regularly;
and
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Name plates, Sign boards, items of stationery, rubber stamps, Letter Heads,
Envelopes, Registers & its headings should be made bilingually in Hindi and English
both. Only bilingual material/ rubber stamps should be utilized.
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It is the responsibility of the officer signing a letter, circular or document to see that
letters, circulars etc. required to be issued in Hindi alone or in Hindi and English
bilingually accordingly to the Official Languages Act and the rules made there
under, are so prepared and issued. The officers should, therefore, ensure before
signing that such letters, circulars or documents are issued either in Hindi or

bilingually.
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