
jktHkkÔk uhfr ds dk;kZUo;u ds fy, vko';d funsÓ 

/kkjk 3¼3½ dk vuqikyu 

jktHkkÔk vf/kfu;e 1963 dh /kkjk 3¼3½ ds vuqlkj 

dk;kZy; vknsÓ] lwpuk,a] ifji=] foÓsÔ ifji=d i=] 

ladYi] izSl foKfIr;kWa] foKkiu] vf/klwpuk,a djkj] 

lafonk] fufonk] izÓklfud ,oa vU; izfrosnu vkfn 

nLrkost fgUnh vkSj vaxzsth nksuksa HkkÔkvksa esa lkFk&lkFk 

cukuk] fu"iknu djuk vkSj tkjh djuk vfuok;Z gSA 

jktHkkÔk fu;e 1976 ds mi fu;e 5 ds vuqlkj 

fgUnh esa izkIr i=ksa ds mRrj vfuok;Z :i ls dsoy 

fgUnh esa gh fn, tk,aA 

^d* vkSj ^[k* Õs= ls vaxzsth esa izkIr lHkh i=ksa ds 

mRrj fgUnh esa gh fn, tk,aA 

fdlh dk;kZy; ls Hksts tkus okys dqy i=kpkj esa 

fgUnh dk izk;ksx fuEukuqlkj fd;k tk,A 

Õs= ^x* ls ^d* Õs= dks ^[k* Õs=ksa dks ^x* Õs=ksa dks 
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vkarfjd dkedkt esa fgUnh dk iz;ksx 

izkFkfed Õs=] lqjÕk ,oa xzkgd lsok ls lacaf/kr dk;Z] 

cSadj psd fgUnh esa cuk, tk,a] fofHkUu jftLVjksa tSls 

vkod&tkod Mkd jftLVj] [kkrk cfg;ka] izsÔ.k 

iqLrda] ykWd cqd] gkft+jh jftLVj vkfn esa izfof"V;ka 

fgUnh esa dh tk,a] fofHkUu QkeZ Hkjuk tSls vodkÓ 

vkosnu&i=] ;k=k dk;ZØe] ;k=k O;; cy] oku O;;] 

fcy] fpfdRlk fcy] R;kSgkj] O;SfDrd] vkokl _.k] 

i=ksa] vkosnu i=ksa] vihyksa] uksVksa vkfn ij fVIif.k;ka 

vkSj laLrqfr;ka fgUnh esa gh tk,a ^d* vkSj ^[k* Õs= 

dks tkus okys fyQkQksa ij irs fgUnh esa fy[ks tk,aA 

fgUnh&vaxzsth nksuksa HkkÔkvksa dk lkFk&lkFk iz;ksx 

jktHkkÔk vf/kfu;e 1963 dh /kkjk 3¼3½ esa mfYyf[kr 

enksa ds lkFk&lkFk fofHkUu cSBdksa dh dk;Z lwph vkSj 

dk;Zfooj.k] jftLVjksa vkSj Qkbyksa ij foÔ; ÓhÔZ] lHkh 

QkeZ] izys[k] okmpj vkfn] i= ÓhÔZ] v/kZÓkldh; i= 

ÓhÔZ] fuQkQs rFkk ys[ku lkexzh dh vU; lHkh ensa] 

lkbu cksMZ] ukeiV~V] ladsr iV~V] lwpuk iV~V] jcM+ 

dh eqgj] ihry dh lhy] foftfVax dkMZ] fuea=.k 

i=] ÓqHkdkeuk i=] /kU;okn i=] lHkh izdkj ds 

izdkÓu] foKkiu vkfn vfuok;Zr% fgUnh&vaxzsth ¼f}HkkÔh 

:i½ esa rS;kj @ fu"ikfnr @ tkjh fd, tk,a A 

izfÓÕ.k 

dk;kZy; esa fgUnh fÓÕ.k@fgUnh vad.k@fgUnh vkÓqfyfi 

,oa iz;kstuewyd fgUnh izfÓÕ.k ds fy, ÓsÔ dkfeZ;ksa 

dk jksLVj rS;kj djok;k tk, vkSj mUgsa izfÓÕ.k gsrq 

izfrfu;qDr fd;k tk,A 

 

dEI;wVj ij fgUnh esa dk;Z 

dk;kZy; ds ih lh ij fgUnh esa dk;Z djus gsrq 

dkjiksjsV dsUnz }kjk ekudhd`r cgqHkkÔh lkW¶Vos;j , ih 

,l 2000$ $ LFkkfir djok;k tk, ,oa bl ij dk;Z 

djus gsrq LVkQ dks izfÓfÕr fd;k tk,A 

 

 

COMPLIANCE OF SECTION 3(3) 
 
According to Section 3(3) of the Official 
Language Act 1963, it is mandatory to make, 
execute and issue the office orders, notices, 
circular, special circular letters, resolutions, press 
communiqués, advertisements, notifistrative 
reports etc. documents both in Hindi and English 
simultaneously. 
 
According to Sub Rule 5 of Official Language 
Rules, 1976 all letters received in Hindi must be 
replied to in Hindi. 
 
 
Out of total correspondence emanating from any 
office, Hindi should be used as under: 
 
From Region C to  Region A  Region B  Region C 
                                55%            55%        55%  
 
 
Use of Hindi in Internal Work  
Work pertaining to priority sector, security and 
customer service to be done in Hindi, Banker 
Cheques to be prepared in Hindi, Entries in 
different Registers etc. Inward and Outward mail 
Register, Ledgers, Dispatch book, Log book, 
Attendance Register to be done in Hindi, Filling 
up various forms etc. leave Applications, Tour 
Programmes, Travelling Expenses Bill, 
Conveyance Bill, Medical Bills, Festival, 
Personal, Housing Loan etc. Writing Notings and 
Recommendations on letters, Applications, 
Appeal, Notes etc Addresses on Envelops being 
sent to Region A and B to be write in Hindi. 
 
Use of Both Hindi and English Simultaneously 
Beside the items mentioned in Section 3(3) of 
Official Language Act, 1963 Agenda and Minutes 
of various Meetings, Subject heads on Registers 
and Files, All Forms, Documents, Vouchers etc. 
Letter-Heands, D.O. Letter heads, Envelops and 
all other items of stationery, Sign Boards, Name 
Plates, Brass Seal, Visiting Cards, Invitation 
Cards, Greeting Cards, Letter of thanks, All 
publications, Advertisements etc must be 
prepared executed and issued both in Hindi-
English (bilingual). 
 
 
Training 
Office shouls maintain a register of roster of all 
staff members and depute them in Hindi 
training/Hindi typing/Hindi Stenography/ 
Functional Hindi Training Programme, who yet to 
be trained. 
 
 
 
Hindi work in Computer 
To work in Hindi in personal computer of office, 
for this APS 2000 ++ Multilingual software 
standardized by Corporate Centre to be loaded in 
the computer and to work on it, the staff should 
be trained. 
 
 
 



jktHkkÔk dk;kZUo;u lehfr 

izR;sd dk;kZy; esa jktHkkÔk dk;kZUo;u lfefr xfBr 

dh tk, & dk;kZy; izeq[k dh v/;Õrk esa izR;sd 

frekgh esa de ls de ,d ckj cSBd vk;ksftr dh 

tk,A blesa fiNyh frekgh dh izxfr dh lehÕk dh 

tk, rFkk bldk dk;Zo`Rr fu;a=.k dk;kZy; dks nl 

fnu esa Hkst fn;k tk, A 

fgUnh frekgh fjiksVZ 

dk;kZy; dh fgUnh frekgh izxfr fjiksVZ fu/kkZfjr izi= 

esa Hkjdj] dk;kZy; izeq[k ds gLrkÕj ls frekgh 

lekfIr ds 5 fnu esa fu;a=.k dk;kZy; dks izsfÔr dj 

nh tk,A 

fgUnh iqLrdsa 

izR;sd dk;kZy; esa iqLrdky; ij [kpZ dh tkus okyh 

jkfÓ dk de ls de 50 Hkkx fgUnh iqLrdksa ij 

O;; djsaA blds vfrfjDr dkjiksjsV dsUnz ds i= 

fnukad 10 ebZ 2002 la[;k jkHkk@67 ds }kjk de ls 

de :i, 2000@& dh fgUnh iqLrdsa Ø; djus gsrq 

okfÔZd ctV miyC/k djok;k x;k gSA 

^fgUnh esa dke djus ds fy, izksRlkgu ;kstuk,a*  

fgUnh fÓÕ.k ;kstuk dh izcks/k] izoh.k    :- 750@& 

ijhÕk ikl djus ij 

fgUnh fÓÕ.k ;kstuk dh izkK ijhÕk     :- 900@& 

ikl djus ij 

Hkkjr ljdkj }kjk ekU;rk izkIr vU;    :- 300@& 

ijhÕk ikl djus ij 

dsUnzh; fgUnh funsÓky; dh fgUnh ifjp;  :- 300@& 

ijhÕk ikl djus ij 

Hkkjrh; cSad la?k dh cSafdax mUeq[k     :- 300@& 

fgUnh ijhÕk ikl djus ij 

dsUnzh; fgUnh Vad.k izfÓÕ.k ;kstuk dh   :- 750@& 

fgUnh Vad.k@vkÓqfyfi ijhÕk ikl djus ij 

vaxzsth ds vfrfjDr 5 i= ;k uksV izfrfnu vFkok 

300 i= ;k uksV izfr frekgh fgUnh Vad.k@vkÓqfyfi esa 

:ikarfjr djus ij Vad.k@vkÓqfyfi HkÙkk ns; gksxkA 

          :- 80@& izfrekg Vad.k HkÙkk 

          :- 120@& izfrekg vkÓqfyfi HkÙkk 

vkt dk ÓCn frekgh ÓCn Kku izfr;ksfxrk esa izR;sd 

izfrHkkxh }kjk 90 ;k mlls vf/kd vad izkIr djus 

ij :- 100@& dk iqjLdkj ns; gSaA 

LVkQ lnL;ksa ds mRlkgo)Zu] izsj.kk ,oa izksRlkgu ls 

fgUnh ds izfr :fp tkx`r djus ds fy, jktHkkÔk 

ekl ¼flrEcj ekg½ ds nkSjku fofHkUu fgUnh 

izfr;ksfxrkvksa dk vk;kstu fd;k tk, rFkk p;fur 

izfrHkkfx;ksa dks :i, 1300@&] 1200@&] 1100@&] 

1000@& dk ØeÓ% izFke] f}rh;] r`rh; ,oa izksRlkgu 

iqjLdkj fn;k tk,A 

mÙkjnkf;Ro 

jktHkkÔk fu;e 1976 ds mi fu;e 12 ds vuqlkj 

dk;kZy; esa jktHkkÔk uhfr dk vuqikyu lqfuf'pr 

djus dk mÙkjnkf;Ro ml dk;kZy; ds izÓklfud izeq[k 

dk gSA 

O.L.I.C. 
Official Language Implementation Committee 
should be set up at each office. The meeting of 
the official language implementation committee to 
be presided over by head of office, must be held 
at least once in each quarter and the minutes 
should be sent to the respective controlling office 
within 10 days. 
 
Hindi Quarterly Report 
The Hindi Quarterly report of the office filled in 
prescribed performa and duly signed by head of 
the office should be sent to its controlling office 
within five days, respective after the quarter is 
over. 
   
Hindi Books 
At least 50% of the total amount spent on library 
at each office should be spent on purchase oh 
Hindi Books. In addition to this, Corporate Centre 
has fixed minimum annual budget of Rs. 2000/- 
for purchase of Hindi Books for each office. Vide 
letter No. O.L./67 dated 10 May, 2002. 
 
“INCENTIVE SCHEMES TO WORK IN HINDI” 
 
To pass the Prabodh and Praveen Rs. 750/- 
Examiniation 
 
To Pass the Pragya Examination            Rs. 900/- 
 
Other Examination recognized by           Rs. 300/- 
Government of India 
 
Hindi Parichaya Examination conducted Rs. 300/- 
by Central Hindi Directotare 
 
Banking Orientation Paper in Hindi of     Rs. 300/- 
Indian Institute of Bankers 
 
Hindi Typewriting/Stenography              Rs. 750/- 
Examination conducted by Hindi 
Typewriting teaching scheme 
 
Typing of 5 letters / notes each day or 300 letters 
or notes in Hindi. In each quarter, in addition to 
English letters notes. Typing and stenography 
allowance will be paid. 
                  Rs. 80/- per month Typing allowance 
       Rs. 120/- per month Stenography allowance 
 
In “AAJ KA SHABD” quarterly Shabd Gyan 
competition, each competitior scoring 90% and 
above marks should be awarded a prize of Rs. 
100/- 
 
To encourage and inspire the staff and to create 
interest in Hindi, various Hindi competitions 
should be organized in official Language month 
(September month) and the selected participants 
should be rewarded by price of Rs. 1300/-, 1200/-
, 1100/-, 1000/-, As respectively First, Second, 
Third and Consolation prizes. 
 
Responsibility 
 
According to Sub Rule 12 of Office Language 
Rules 1976 the Administrative Head of the office 
is responsible for implementation of the official 
Language Policy in his office. 


