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F. No. 11011/2/2020-Hindi
Government of India

Ministry of Culture
(OL Division)

Shastri Bhawan, New Delhi,
Dated: 01 April, 2024

Office Memorandum

Subject: Check points for implementing the provisions of the Official Language

Act/Rules.

In order to effectively implement the Official Language Policy of the Union

Government the provisions of the Official Language Act, 1963, the Official Language Rules,
1976 as amended and the Annual Program issued by the Department of Official Language in
all the offices of the Ministry of Culture strict instructions have been given from time to time
by the Ministry in this regard. The following check points have been established to ensure
implementation of the Official Language Policy in all offices under the Ministry, including:

Sr. Subject responsibility

No.

1. All documents covered under Section | Divisional — Head/All Section  In-
3(3) should be issued in bilingual | charge/Concerned Assistant
form.

2. Under Official Language Rule 35, | Section Incharge/Concerned Assistant
replies to letters received in Hindi
should be sent in Hindi only.

3. The offices located in 'A' and 'B'| Divisional  Head/All  Section  In-
regions should correspond with the | charge/Concerned Assistant
offices located in 'A' regions in Hindi
and replies to the letters received in
English should also be given in Hindi.

4. Noting in Hindi — Officer-in-Charge/Concerned Assistant
75% in ‘A’ region, 50% in ‘B’
region and 30% in ‘C’ region.

Se Rubber  stamps/seals/name  plates/ | Section Incharge (General
signboards etc. should be in bilingual | Administration)/Concerned Assistant
form.

6. Registers/file covers/envelopes, letter | Section Incharge/Concerned Assistant
heads etc. should be bilingual and the
addresses on the envelopes sent to 'A’
and 'B' regions should be written in
Hindi.

7. The titles of service books and all | Withdrawal and Disbursement
registers etc. should be written in | Officer/Head of Office/Concerned
bilingual form and entries should also | Assistant

be made in Hindi.




e HRIHA & FJAR HITA Bic Aled
fETdl Sheget &1 100 UTARId UrayT|

HIHOT TR (WA URIL)/ AR

AR (TATSHI / 3TSET)

s /HeJ3el/ aA/3=  ulehar Alfecd
e fgomdt w9 & g =nfew)

UHENR g/ riTerd U /3 AT T

10.

& gEaet &1 @lle W 50 ufderd i
I HEAT|

BRI JHE /GETDIAT THRT

TSHT pRITeaTaT GRS 6T dob af &
04 IR IfAT & A 3mAST Har|

PRI GHE /TSTHNT GHRT

Ul faART # A R st

FrATer U@ /ASTATIT G

TR TSTHNT FRI-aIT gAa H dow
F AT ATl

PRI I /TSTHTIT THRY

& & fasmuar @ 50% 3R AW 50%
W fT ST

FRATE YW /Fald Herdd

& ammur, <epor 3R eI ufretor &
forw Qw geuRal &1 arfda foar S|

ST Y@ /ST G

16. | o uRET seaial & 7o & @ | wHni wHE/eRkET UAE/ 3
R & @ & & foav dewfea fear | udrd
ST |

17. | ANTEY SR #A TIHN BRiad | GAENT gA@ /e fAderes, e

gadr [Aeror fhar So|

THRT

18.

TSTHIST BIARATATIT T ITRATST BLAT|

BT Y@ /TSTHTT G

B & A s & ger@ar ¢ & fow
UlcHTEe STl SE] &l S|

BT UHE /ITSTATIT THRT

20.

R faq/u@arg &1 3mae foham Sv|

BT THE /TSTATIT THRT

3Id: 38 GIU A FE ey e S ¥ 6 sudadrgar SeAeR ugurl | &
O fAgaHr & urele @ giAREa wi|

foraxor -
1. FAET &\ vART geE/aried yeE/adl 3ifel/Heftd aere|
2. GEpfa FAET & faFondd, 3daey U T G & Sed 9|

o

gz
( )
TYF AAd, HR THR




100 percent provision of bilingual
computers with Mangal fonts as per
Annual Program.

Section Incharge (General Adm.)/ Officer
Incharge (NIC/IT)

Codes/manuals/rules/other procedural
literature etc. should be in bilingual
form.

Divisional Head/Office  Head/Section

Incharge

10.

To spend 50 percent of the amount on
the purchase of Hindi books.

Head of Office/Library Incharge

11.

To organize meetings of the Official
Language Implementation Committee
regularly 04 times a year.

Head of
Language

Office/Incharge of Official

12.

Sending quarterly  reports
quarter.

every

Head of
Language

Office/Incharge of Official

13.

Participating in the meeting of the
Town Official Language
Implementation Committee.

Head of
Language

Office/Incharge of Official

14.

50% should be spent on Hindi
advertisements and the remaining 50%
should be spent on regional language
and English advertisement.

Head of Office/Concerned Assistant

15.

The remaining officials should be
nominated for training in Hindi
language, typing and shorthand.

Head of Office/Incharge
Language

of Official

16.

Officials trained in Hindi should be
encouraged to work originally in
Hindi.

Divisional Head/Office  Head/Section

Incharge

1%

Inspection should be carried out
regarding implementation of official
language in subordinate offices.

Divisional Head / Regional Director /
Official Language Incharge

18.

Organizing official language
workshops.

Head of
Language

Office/Incharge of Official

19.

An incentive scheme should be

implemented to promote original work
in Hindi.

Head of
Language

Office/Incharge of Official

20.

Hindi  day/fortnight
organised.

should be

Head of
Language

Office/Incharge of Official

Therefore, keeping in view the above mentioned points, proper compliance of the said
rules may be ensured.

Distribution :
1. All Divisional Heads/Heads of Office/Officers-in-Charge/Concerned Assistants of the
Ministry.
2. Heads of offices of subordinate and autonomous institutions under the control of the
Ministry of Culture.

(Gur ingh Chawla)

Joint Secretary, Government of India
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