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fafy-dg urg | = 21 Yol feamar w fred enfk ¥ wiuet 3§ W W foar S o 39 R
fafrat =1 sifasrr oSt | gom 3w fafy =1 seeft faft w1 ™ 5@ s faft : < e ot e
(1) SR W@ (2) feror v |

IR WAl & HiAE fqeE & o wAw: [ fafy, wrar fafy, sfea fafy, ard fafa 1 sgm
AT ST 2

=T W@ ¥ i, o], weTe, Herdrerd fE ko it wrerett Y faftt o faery W S 2
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T e, erat, s oy df faer (Afuch, oiogd, #fuelt) ¥ om werE) Sen # A fafa § st
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FEafEt ¥ S e a9 21 S W F TR g T Ger ¥ F1E g @ e § o
ot e U € e ¥ H1H H A & T IFHS T 7000 F TG Hha §1 Wafh aAr & T
T TN 600 BIEFS I B AEHEIR g o= # St fawr w1 g e G w ?) e g
ORAT omarstt &% fau otert $evnd fawfaa #X 3% v & fau gfes wewH #X o e s fa
3% 3R T TR F AT A ST A R s % frw 3 SENT e e e
STAHEA FTATER0T AT B - aeft fe oo & wrem ¥ 9e-faRE YIRa % UoE fF 9% € e
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79 SR ST Wsal it YRAR g8 i 98 9T F@l & AEA-WEEA ki a7 € T e fom
TEAHT AT H Y § qEA0 B @ 2 A faeR fha S a9 st € w56 o e
sl amonett & vk i qeld, wifed geia, seifea g, %9 o, SH geiid o swist &
To5 ST o & HWeAw ¥ oMy IR e o ¥ w-ww W W o fedt s @ afus
Heegul B T ® iR 9 et o & o wek 7
1. ek geia:- fohe, 3, SRR, @, fam, LR anfz |
2. W qeitg:- enfthd, YeFeH, 9, oTde, SvM, T, Teels oTfR
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L Fraaraf 4y
¥ e wEm @ i i
EARIGE fevafora
el o fEg, aft. fe=<t sfust @& wfem, wwm
T HT GRY A @ e Asummary ofthe case is placed below.
IR 'F' & FTIR HRATS Hl S Action at'A' above.
TYT FEATfT HIRATS Hi ST Action may be taken as proposed.
ENIIEED EATﬁZ:I e fwar s Administration approval may be obtained.
A 39 Wy § W 3@ I B HY FKH H An early reply is requested in this matter.
BT T STgfFd & STER THIfEd Approved as per remarks in the margin.
T JEATfad STHIEA | Approved as proposed.
T &R o =t ydten &¢ Await further report.
3T Tl W U Ban on further recruitment.
IFd IATY F 9= Beyond the said period.
foret off grera 9... ¥ ST SR Butnotexceeding.....inany case.
afed swfeas g2t ¥ & Sl Casual leave applied for may be granted.
XY B HT THO-9 Certificate of fitness.
|Ew g Competent authority.
T g & fow wfafafy gem 2 Copy enclosed for ready reference.
yfafafy gem/smavas sRarR & fau fFefatad Copy forwarded for information/necessary
1 ufea action to,
HEA B wleH ¥ g 0 % fag @g Rl Delay in returning the file is regretted.
3ifqw 9q= waTor o Last pay certificate.
faaria = Departmental Enquiry.
AMEATIF FRATS FHL Do the needful.
IAERA & fore wErer Draft for approval.
HHET AR ® Ty R Draftis put up for approval.
o Ex] EcEacy El?l'ifq?r 1 TG Bﬂﬁﬁﬂﬂ & Draft to the minutes of the meeting heldon. ... is
ﬁ*ﬂl TEd 21 submitted for approval.
A 1 W= L 3R wirer fae 2 Enquiry into the case and report early.
o qet suan weafa & fog @ o Finance wing may please see for concurrence.
T W & fAu/Aq e 6 & fag For expression of opinion.
gEaeTel/geR % fag For signature.
T ous O ... fq ... % gef &% 98 s W | am directed to refer your letter No...dated....and
R gem ® T to say that
HIAT B3 IS I He Return of the file may be expedited.
T 999 TAfig W Postpone for the present.
... I W9 9T W Matter may be referredto............
FEA H 3 May be filed.
FAET Y AU ¥ A F A Office may note it carefully.
T =Y b} ‘ﬂ'&‘\? el ‘%I In this connection | have to state.
& Wit g= A Please send the acknowledgement.
7z fofa (q9) fowam mm R) It has been decided.
TR ST A <@ feram SeeninAdmn. Section
T ..o 3fEu) VideletterNo. ..........
[ B
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TS Hifd & wEeem & fau evas ey

YT 3(3) H AT COMPLIANCE OF SECTION 3(3)
ST SATFEH 1963 1 ¥R 3(3) & HIAR HMEEE  According to Section 3(3) of the Official Language Act
SV, I, 9w, faRm wew W, dee, W 1963, it is mandatory to make, execute and issue the
fomfaat, foqr, sfeged #R, W@faw1, @&, office orders, notices, circular, special circular letters,
T T 3 WA S et e o ofireh resolutions, press communiqués, advertisements,
AT et ¥ Wg-wre s, e s o S
FET AEE B

oS fEH 1976 % S fEm 5 & ogER e o
W G % Ia I §9 ¥ sad =< ¥ @ Ry

notifistrative reports etc. documents both in Hindi and
English simultaneously.
According to Sub Rule 5 of Officeal Language Rules,

1976 all letters received in Hindi must be replied to in

Sl
; Hindi.
‘%' R ‘w4 ¥ et ¥ ww wft W % IR ,
. Out of total correspondence emanating from any office,
fe=t # & few 9 .
Hindi should be used as under:
fodt afaa ¥ 99 9H 96 %9 SR § &= w0
ST fgER fwar s .
R L L e R R E | From Region Cto RegionA RegionB RegionC
55 55 55 55% 55% 55%
3Tt s ¥ fe=t 1 g

Wt &, a1 U6 URS Ya1 § et w5, de¢ UseofHindiininternai Work

=% et § =T o, fafi= et 99 saw-smas Work pertaining to priority sector, security and customer
BT IR, @raT sfedt, Yoo q&ish, Al o, BN service to be done in Hindi, Banker Cheques to be
Mo anfe o wfaiea fe=t & =t w4, fafir=r we prepared in Hindi, Entries in different Registers etc.
T N SEHT AMEEA-9, I H14shH, a1 =4 Inward and Outward mail Register, Ledgers, Dispatch
9, 9 =@, faw, fafean faw, ©er, Sfeas, book, Log boék, Attendance Register to be done in
SEE KW, A, A W, aTfer, A ik W Hindi, Filling up various forms etc. leave Applications,
feoforat oiik segfet et 3 € o ‘%' SR ‘@' A Toyr Programmes, Travelling Expenses Bill,
FI I AT el W et # @ Wl Conveyance Bill, Medical Bills, Festival, Personal,
fei-ofrft <t sret bt wrer-wner e Housing Loan etc. -Writing Notings and
TSt SfafEm 1963 &t U 3(3) # Sfewifad wat & Recommendations on letters, Applications, Appeal,
Notes etc Addresses on Envelops being sent to Region

TI-|T ﬁftﬁéﬁﬁﬁﬂ@ﬁ'{%ﬁ@,
et ok wEet | fawg Wi, @+t v, W,

Aand B to be write in Hindi.
Use of Both Hindi and English Simultaneously




L Fraaral

IR offE, U o, ordfyngwd uw o, frwre @er Beside the items mentioned in Section 3(3) of Official

G T o W W, W A, AueE, 9ad Language Act, 1963 Agenda and Minutes of various

e, ez, s T T, W # e, f Meetings, Subject heads on Registers and Files, All

) : Forms, Documents, Vouchers etc. Letter-Heands, D.O.
HTe, T O, YREAT U, YIS O, 9 YR %

Letter heads, Envelops and all other items of stationery,
o, Taama enfk sifarda: fet-siisht (fgumsit 9)
Sign Boards, Name Plates, Brass Seal, Visiting Cards,

T 49R / et / S i
RS Invitation Cards, Greeting Cards, Letter of thanks, All
publications, Advertisements etc must be prepared

BIRGL executed and issued both in Hindi-English (bilingual).
Frafed # Tt Reo/fedt siwov/fe=< egfafy @& Training
gq‘mqw fe=t wftieor & fou 3w sl &1 TR Offfce shouls maintain a register of roster of all staff

TR FEET S iR = ufver %@ Yt members and depute them in Hindi training/Hindi

typing/Hindi Stenography/ Functional Hindi Training
Syl

FIR W &= ¥ &l
reafer & W W R w %ﬁ SIS Eﬁ? To work in Hindi in personal computer of office, for this
S Hehidha SEMTST WIS T @ T4 2000+ + TG APS 2000 ++ Multilingual software standardized by

Programme, who yet to be trained.

Hindiwork in Computer

FEE N @ 36 W F4 FH g WIE H1 yfE Corporate Centre to be loaded in the computer and to
T ST work on it, the staff should be trained.

O.L.I.C.
TS ST FHifT
Official Language Implementation Committee should be

i SR, S S S e set up at each office. The meeting of the official language
- FrAer Y@ H st # yors fet 7 w9 implementation committee to be presided over by head
TF SR 9% FEIfTT H S T8 et R #1 of office, must be held at least once in each quarter and
Wit H GHET 1 ST qeT SHeHT wrfgm  fsor the minutes should be sent to the respective controlling
FEted #1 <9 & § O far W | office within 10 days.

B Bt P Hindi Quarterly Report

The Hindi Quarterly report of the office filled in

Frfers F et fedt wf R Freffa wow A prescribed performa and duly signed by head of the

TR, FTEd FHE % TR § TR §H B S oice should be sent to its controlling office within five
& frisor wrafera 1 Wt 2 & sTQ days, respective after the quarter is over.
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Tt F I I BafoRr PR

fe=<t feor s 1 yay, Weigte R FS04-
T I8 FE W WTT“F‘I
i bl Wml’éf‘rﬁﬂ'f‘?ﬁ/
qhe I T W® 4 FeS B
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e U FH |

T Ir

T 3% T F1 S e ¥. 300/- s o
fe=t wdienm U FH W ch
=19 &=t I wfeor AT H ®. 750/-

&=t Swu/enyfafs wien Ig $9 W

St & srfafira 5 U A1 A wiafk 1er 300 W A AR
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To pass the Prabodh and Praveen Rs. 750/-
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purchase of Hindi Books for each office. Vide letter

No. O.L./67 dated 10 May, 2002.
“INCENTIVE SCHEMES TO WORK IN HINDI”

Rs. 900/-
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by Central Hindi Directotare
Banking Orle%tatiqg PaperinHindiof Rs. 300/-
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Typé.vnt.ngf ;:‘mg oeneme 4
Typing of 515ue Fs? Flidtes each day or 300 !efgs or i
notes’ dem ;Wach quartes Fin agd tion” to

English letters notes. Typing and stenography

;,B‘ﬁ f}? per month Typing allowance :
120/— per month Stenography,;
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Jeiier58ach competitior scoring 90% and

100/-

¥vbe: organized: int &ffipiil Lmnduage i month
(September month) apd. tlg‘g gelgcted 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.
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