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With reference to the letter of MoD 1.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
L anguago he (‘heck Points are relssued for its compllance

Documents under Section 3 (3) of Ol
Act 1963, are to be issued in bilingual
form
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The Publication of Forms, Formats,
Codes, Manuals & Gazette material,
any other publication to be in
Bilingual form

#.9. - fawa / Fnf Sitar faig aa stpareraEal AT / dafea st
Sl Subject / Work Check points & its Depts. / Officer concerned
Ne. |
1| s srfafi 1963 4 e 3 (3) STEAr Afewrl gfafeaa #31 &F asram
F S ST TR0 ST Tt gEaTaS gfafagw 1963 &1 4T 3(3) * Fadta asfr
fardt &9 # ST 7T TEES oF - W dvE ¥ e, d@faer

gerrafa® T gfdaed, F407, d1289, ueiie, dev
;j a;”, }:‘5'7 5”'};”:“, ;”iéq i q.'_’fn”q,
S i, Fom, sfmeent @9 g9 5
T e / A "edt F 99 T AT At
EATEAS, dRIFT [ AT qEifEa ved, dqae
FTIT I 37 AT fare ganfe affant =g
o 24 o sl o 919 i

In compliance to the Section 3 (3) of OL Act,
1963 all Divisional / HR Heads / issuing
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 Communiqués, 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
‘Hindi & English.
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All Divisional Heads / Departments / Officers
concerned shall ensure the preparation &
publication of Forms, Formats (Soft/Hard
form) Codes, Manuals & Gazette, other
publications in Hindi & English.
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Bilingual facility on Computers
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ITD 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.
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To write addresses in Hindi on the
envelopes
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Rubber Stamps, Name Plates, Notice
Boards, all banners, Functionaries
Boards, description on vehicles etc. to
be made in bilingual form
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(i) Entries in Service Books

(ii) Headings, sub-headings and other
entries in Inward-Outward Registers
in Hindi also
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All the Officers and Employees concerned to
ensure that communication made with
Central Govt. Offices, Banks, Undertakings etc.
situated at Region ‘A’ i.e., Delhi, UP, MP,
Haryana, Rajasthan, Himachal Pradesh,
Uttaranchal, Bihar, Jharkhand, Chattisgarh
and Andaman Nikobar Islands and Offices
situated at region ‘B’ ie., Maharashtra,
Gujarat, Punjab, Chandighar, Goa, Daman

Dieu states will have addresses in Hindi on
their envelopes.

aoft faamnt & v [ AfgE 1 wee J591ga
fomTft T2 ffoas FE B 9-9q T /
fFarn & o9t @ fit qegd, Amwdg, gEaE,
gagtiva 418, mfeai 9w fagw, 9 yFe &
Fa¥ arfe srfaard =a & Bd sfiv st 7 da
FL IR AT SATAT 21

All HoDs/Officers / HR Officers will ensure
that all the Rubber Stamps, Name Plates,
Notice Boards, functionaries boards,
description on Vehicles & all banners are
made in bilingual form for use in their
respective divisions / departments
invariably. 7 7
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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
Hindi also.

Employees concerned of all the Divisions /
Departments / Sections will ensure to write
Headings, Sub-headings, entries in Inward- |
Outward registers in Hindi also.
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Reply‘in Hindi for letters received in
Hindi
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Printing of Stationary items
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Utilizing services of Officers &
Employees proficient in Hindi &
trained in Hindi
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Website of the Organization should
be in bilingual form
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General responsibility

| All Divisional / Departmental Heads / P&A

Officers will ensure that the reply of letters
received in Hindi will be given in Hindi alone.
Reply in English to letters received in Hindi is
considered as violation.
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[ 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.
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All Divisional, Departmental, HR Heads to
encourage and ensure that Officers &
Employees proficient / trained in Hindi use
Hindi in day-to-day work in their respective
departments.
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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.
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Letters, Circulars, Orders, Notices etc. are
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 Hindi & English and issued
accordingly.
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All executives and non-executives concerned are directed to ensure the compliance of the

items relevant to them.
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All Officers and Employees concerned
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