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~<+f: csflilQ)~ BDL/0167/31/\lft:q ~Check Points ~ Dt. 28.07.2023 

~Sub : ~~ ¥: ~~I Re-issue of Check Points. 

~ # D\ifmm Cfi I~ Trq ~ 'i ~ITT Rwr I 31R~T 911 3i 'j)q I~ 'i )1"~ ~ B-~~ 
~ ~ \lft:q ~~~~~a-#~ fi{Cfi lZ ~ ~~ (rn 3fU6 "Q)"fT), ~m tj~1~~ *1" 11?1 tl". 

~.Tt.31.fct.tl". 3 (2)/2014-"{m (~'mm-2), R. 30 ~, 2014 ~ 3f¥R W'1 ~~~ # -srmcfi 

~I ~ 3i'j)Y l~'i ~~~ Tf: \lfTfr ~ \iffilT ~: 
With reference to the letter of MoD l.D.No.3 (2)@2014-Def. (OL-2) dt. 30 April, 2014 

received from Joint Secretary (P&C), MoD, Govt. Of India, following Check Points are in vogue in 
the Organization to ensure the effective implementation of OL Rules / Directives of Official 
Language. The Check Points are reissued for its compliance: 

~.ff. ~/~ ~~d"~ 3t 1q I~·Ft 'tld f fchTFT I ~~ 
SL Subject /Work Check points & its Depts. /Officer concerned 
No. 

1 "{l\lf~ ~ 1963 *1" mu 3 (3) \J11tlctiar ~~~Ni"~~ 
~~ \JfTft fcflv: ~ crR" <f·d I~ \J1 ~ 1963 *1" mu 3(3) ~ ~ trm 
mmm ~ # '1lTft ~ <fal~\J1 ~ - trm ~ ~ 31R~T, fi~<IQ, 

"Sf~l lfi HCfi q sif8~<'i' CFm:, ~I ~flfi' ~' ~ 

~' ~' ~'*w ~~fCa~I, Rwr, ~ ~ ~ 
fcfi"m ~ I ~~ ~ "ff+re1 m ~ ~ 
<;:+:a 1~\ii, a 1<:i fcfia I ~ a1<:i fcfia -sr~rr, ar¥a*~~ ~ ftcili ~,~1R 3iHql<f ~ 
~~*~#~QTI 

Documents under Section 3 (3) of OL In compliance to the Section 3 (3) of OL Act, 
Act 1963, are to be issued in bilingual 1963 all Divisional / HR Heads / issuing 
form authorities shall ensure to issue documents 

such as all types of Orders, Contracts, 
Administrative & other reports, Agreements, 
Licenses, Permits, Tender Notices, Tender 
Forms, Notices, Press Communiques, Rules, 
Notifications & Documents to be laid before 
the table of Parliament (Upper/ Lower/ both 
the houses), Starred / Un starred questions, 
MoU, Annual Reports etc. Mandatorily in 

2 ~' ~' ~' ~~* lf\J1"C *1" 

Hindi & English. __ 

trm -sr~~<le1 I ~ Rc+fllT I ~~, 

~' ~911mmlfr~#)fCfiT~R ~' ~~ 3lh:: ~ *1" ~ CflT )fCfiT~R ~ 
*~#~Cfi{ql'il ~cnt1 

The Publication of Forms, Formats, All Divisional Heads / Departments / Officers 
Codes, Manuals & Gazette material, concerned shall ensure the preparation & 
any other publication to be in publication of Forms, Formats (Soft/Hard 
Bilingual form form) Codes, Manuals & Gazette, other 

publications in Hindi & English. 
3 ~ tr tr ~~~~e-r I ~~ llt, 

~~Ni"~#~~ crR um 
cf)cic~J # ~ * ~ # CflPl ~ cFt ~ITT 
Ql" * trm # if."ictil\S ~ITT~~ B° ~~TT 
~~I 

Bilingual facility on Computers ITO Head / Officer concerned to ensure that 
all the Computers used in the Company 
should have facility to work in Hindi and 
English. It will also be ensured that all the 
computers will have Unicode facility enabled 
all the time. 

http:Tt.31.fct.tl
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To write addresses in Hindi on the 
envelopes 

~ cRt-W, ~,~~, ffm 
~, ~mftcr Gfli, ~"Cf{ fclq{OI 

~~mm~if~ 

Rubber Stamps, Name Plates, Notice 
Boards, all banners, Functionaries 
Boards, description on vehicles etc. to 
be made in bilingual form 

(i) -«en gffaCfl 1~ if -s:rfcif~vrfi 

(ii) 3TfCfCfl-\JfTCf91 Cf ~ d) R ff "Cf{ 

~' fclq{OI, q~fclf'Q:~'( -~ifm 

(i) Entries in Service Books 

(ii) Headings, sub-headings and other 
entries in Inward-Outward Registers 
in Hindi also 

ffm ~~~Ft<n cnl-P ~~ 
~ Ni ~ 'cp-' ITT if ff~ ~, <i.lfi., ~.lfi, 

'Q_ ft~1011, "CT\Jff~, fB_+:il"tj0 ~~T. \3ccHi*1, 

~. ~=rrn~~. <&cJhP1a ~ 3i o:sii l'1 f.icti1;si 1 { 

W11 :m-~ crm ·~·ITT if ff~ - ii~l{I~?. ~. 

~. :qo£1~1ff, iflcrr, ~ cficr ~ ~ ~ 

31A-crr#~~. ~. ~~Cfl1~r04'i 

~ m~ Y?Jl"tjl<: ~~ 3if.iq1lfa: ffi~ "Cf"{ 

~~if~I 
All the Officers and Employees concerned to 
ensure that communication made with 
Central Govt. Offices, Banks, Undertakings etc. 
situated at Region '/\.' i.e., Delhi, UP, MP, 
Haryana, Rajasthan, llimachal Pradesh, 
Uttaranchal, Bihar, Jharkhand, Chattisgarh 
and Andaman Nikobar Islands and Offices 
situated at region 'B' i.e., Maharashtra, 
Gujarat, Punjab, Chandighar, Goa, Daman 
Dieu states will have addresses in Hindi on 
thejr env~lopes. _ 

ffm fchwrr ~ ~ I ~ I mrrcr ffmwr 
~~~~Ni3PH-~ -sr~ I 
fcf'm1it if ffm ~ ~ w, ~, «~'"11Y~, 
~mftcr Gfti, ~llf€~1· "Cf"{ fclq{OI, ffm ~ ~ 

~~ 3if.iqllf ~-B-~ ~~if~ 
Cfl{~~~~I 
All IIoDs/Officers / IIR Officers will ensure 
that all the Rubber Stamps, Name Plates, 
Notice Boards, functionaries boards, 
description on Vehicles & all banners arc 
made in bilingual form for use in their 
respective divisions / departments 
inv~riably. 


ITTi:r ~ -sr~ TfRCf tfmWf fct~ ~ 


~ ~ Cfl4~1Ft~'j ~ ~ ~ 


cfi14f.i tSq1~~1 ~ (~ m 31R) I 1fi ~ ~ 


(3iI '"1,11 ~ '"1 I 3ii lfl ,11 ~ '"1) ~m1'ift ~ if ~ ~er 
~~l~~crR-~~~ 
~ Ni ~ fcl fGcll r ~ if m- 0if cRt- \lffCt1 

ffm -srmir I fctm-ir I ~m1ff if ~~ 
~ 3iicfCfi-\JfTCf91 (Inward-Outward) Cf ~ 

{fG1f=co~_i" if ~. ~ fclq{OI 31fR ~fclfQlli 

3if.iqllfa: ~if m ~I 
Corporate & Divisional HR Departments will 
ensure to issue Annual Performance Formats 
(ACR) / PMS related to Executives and Non
executives of the Company in bilingual form 
(Online / Offline). The Officer concerned 
giving rating will ensure to write entries in 
I Iindi also. 

Employees concerned of all the Divisions / 
Departments / Sections will ensure to write 
Headings, Sub-headings, entries in Inward-
Qutv.var~ r~gisters in Hindi also. _ _ _ 

ffm -srmmc.1:fe:r / fct~c."Ifer / ~ ~ 
'X!? II fl f.i Cfl ~~ 'X!? II fl f.i Cfl ~~ 
~Ni~ if mq q?ft ~~~if~~ 
\lfTCt I ~ if mqr W CflT ~ if T\Cf{ ~'11 

7 
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Reply in Ilindi for letters received in 
Ilindi 

Printing of Stationary items 

ftcft if s:icf101a 1 mcG -a-m ~ 
~ Cf Cfl if:q 1fbi1 # -ft-crFm CflT 

W£~~\ifRT 

Utilizing services of Officers & 
Employees proficient in I Iindi & 
trained in Hindi 

Website of the Organization should 
be in bilingual form 

General responsibility 

All Divisional / Departmental IIeads / P&A 
Officers will ensure that the reply of letters 
received in I I in di will be given in I Iindi alone. 
Reply in English to tettcrs received in Hindi is 
considered as violation. 

m1Eft ~~ I frt1P1 c.rrfU1 bll Cfl I Pt~~ 
~ ~ <~ f4-a Cfl fl ~1 ~ Cfl ~ ~ ll f4-a Cfl ~ <:IQ 

~- ~~~if~#~~ 
~-m1Eff ~mtfr ~I 
I M M / Corporate Commercial / PAs & PSs of 
HoDs / Department to ensure that the 
stationery used in the Office should be 
prepared / published / printed in bilingual 
form. 

"ffm ~'@TTt-"IfeT,' fct~~"If~ ~ ~ tfBT~ 

~ ~ 31~~ ftcft if >1Cft\Jf I ~ 
~Cf 91if:q1ft~1· # itcrr3IT CflT ~~ 

~ tfrtcfi Cfl Iii Cfl I\ii if ftcft CflT ~~I 
All Divisional, Departmental, HR Ileads to 
encourage and ensure that Officers & 
Employees proficient / trained in Hindi use 
Hindi in day-to-day work in their respective 
departments. _ _ 

31T{ iT i1-~I~~<:IQ~ 
~~ CfllllT~ll # ~~f11~20 ftcft-~ # ~ 
# 11"{ ~ -a-m ~ fuCfl I ~ RCf1 -a-m ~~ 
\J"ll'iCfl1a CflT ~-~~ ~mm~if~ 

~\ifTGT~I 
Head, ITD / Officer concerned to ensure that 
the website of the Company is prepared in 
bilingual form and updated bilingually from 
time to time including all links/ sub-links and 
information attached to it. 

U\if~ ~ ~ ~ 3fefR-~ 11"{ 

f.i ll ii I~ c;fl ~ ~ ~ "Cf?f, ~, 31R~r. 

fJ::q 'i IQ31ffu ftcft 31~ ftcft-~ ~ if" ~ 
fcFt!: ~ QT, ~ ~ ~ if \iilU ~ ~. ~ ~~ 
# ~ii']~ I£) -Q:-f1 "Cf?f 31~~~~ITT~ 

crA-~ # ~I 31(1: ~~R~ if ~ 
~<:IQ~~~~ u;?;/~ 31ffu 
ftcft if" 7TI ~mm~ if ~ \iilU fcFQ: ~~ ~I 
Letters, Circulars, Orders, Notices etc. arc 
required to be issued in Hindi & English 
invariably according to OL Act & Rules 
thereon. The officer signing such document is 
required to ensure that the document is 
prepared in I Iindi & English and issued 
accordingly. 

"ffm ~~I 91.{:q I £1 ~if~I~~- crRT ~ CflT 3ijq I~~ ~~I 
All executives and non-executives concerned arc directed to ensure the compliance of the 

items relevant to them. 

~--~ 

ifi~l .sl ( ~ +rn.1CITTJCf (~.f.f.) 
Cmde A MADHAVARAO (Rctd.) 

m~ i1-~ 31~"IfeT' u m CflT tr 

CMD & Chairman, OLIC 
~Copyto: 
trlft ~~~ Cfllf"q I£1 
All Officers and Employees concerned 




