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ãäÖ¶ªãè ‡ãñŠ ¹ãÆ¾ããñØã Ôãñ Ôãâºãâãä£ã¦ã ãä¶ãÀãèàã¥ã ¹ãÆÍ¶ããÌãÊããè 
INSPECTION QUESTIONAIRE REGARDING USE OF HINDI   

1. ãä¶ãÀãèàã¥ã ‡ãŠãè ¦ããÀãèŒã 

Date of inspection  

 

2.  ‡ãŠã¾ããÃÊã¾ã/ÔãâØãŸ¶ã/„¹ãÌãÆŠ½ã/ÔãâÔ©ãã¶ã ‡ãŠã ¶ãã½ã/¹ã¦ãã 

 Name / address of the Office / Organisation / 
 Undertaking / institute  

 

3.  ãä¶ãÀãèàã¥ã ‡ãñŠ Ôã½ã¾ã „¹ããäÔ©ã¦ã ãä¶ãÀãèàã¥ãã£ããè¶ã ‡ãŠã¾ããÃÊã¾ã/ ½ãìŒ¾ããÊã¾ã/ 
‡ãŠ½ãã¶ã ½ãìŒ¾ããÊã¾ã ‡ãñŠ ‚ããä£ã‡ãŠããäÀ¾ããò ‡ãñŠ ¶ãã½ã ¦ã©ãã ¹ãª¶ãã½ã     

  Names of officers of office under 
inspection/HQrs/Command HQrs. who were 
present during inspection meeting. 

 

4.  Àã•ã¼ããÓãã ãä¶ã¾ã½ã 1976 ‡ãñŠ ‚ã¶ãìÔããÀ ¾ãÖ ‡ãŠã¾ããÃÊã¾ã ãä‡ãŠÔã àãñ¨ã ½ãò   
ãäÔ©ã¦ã Öõ? 

   Region in which the office is located as per 
Official Language Rule, 1976 

 

 

5. 
(‡ãŠ) 

  Àã•ã¼ããÓãã Ôãâºãâ£ããè ‚ããªñÍããò ‡ãŠñ ‚ã¶ãì¹ããÊã¶ã ‡ãñŠ ºããÀñ ½ãò ãä¹ãœÊãñ 
ãä¶ãÀãèàã¥ã ‡ãŠãè ¦ããÀãèŒã 

 Date of last inspection regarding compliance of 
instructions relating to Official Language 

 

(1)  ÔãâÔãªãè¾ã Àã•ã¼ããÓãã Ôããä½ããä¦ã ´ãÀã  

       By Committee of Parliament on Official  
Language 

(2)  ½ãâ¨ããÊã¾ã ‡ãñŠ Ôãâ¾ãì‡ã‹¦ã ãä¶ãÀãèàã¥ã ªÊã ´ãÀã 

        By Joint inspection team of Ministry 
(3)   ãäÌã¼ããØããè¾ã ÌããäÀÓŸ ‚ããä£ã‡ãŠããäÀ¾ããò ´ãÀã 

       By Senior departmental officers. 

 
 
 
 

 

(Œã)    ‡ã‹¾ãã ‡ãŠã¾ããÃÊã¾ã „‡ã‹¦ã ãä¶ã¾ã½ããò ‡ãñŠ ãä¶ã¾ã½ã 10(4) ‡ãñŠ ‚ãâ¦ãØãÃ¦ã 
‚ããä£ãÔãîãäÞã¦ã Öõ? 

  Has the office being notified under Rule 10(4) of  
the  aforesaid Rule? 

 

   (Øã)  ¾ããäª ‚ããä£ãÔãîãäÞã¦ã Öõ ¦ããñ ‡ã‹¾ãã ãä¶ã¾ã½ã 8(4) ‡ãñŠ ‚ãâ¦ãØãÃ¦ã  ‚ããªñÍã •ããÀãè 
ãä‡ãŠ¾ãñ Øã† Öö? ¾ããäª Öãú, ¦ããñ ãäÖ¶ªãè ½ãò ‡ãŠã¾ãÃ ‡ãŠÀ¶ãñ ‡ãñŠ ãäÊã† ãä¶ã£ããÃãäÀ¦ã 
‚ã¶ãì¼ããØããò/ãäÌãÓã¾ããò ‡ãŠãè ÔãîÞããè ÔãâÊãØ¶ã ‡ãŠÀòý 

 If notified, whether orders under rule 8(4) have  
been issued ? If so, please enclose the list of 
sections, subjects specified to work in Hindi. 
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6. ‡ãŠ½ãÃÞãããäÀ¾ããò ‡ãŠãè ‡ãìŠÊã ÔãâŒ¾ãã (Ôã½ãîÖ Üã ¦ã©ãã Ôã½ã‡ãŠàã   
‡ãŠ½ãÃÞãããäÀ¾ããò ‡ãŠãñ œãñü¡‡ãŠÀ ) 

Total No. of employees (excluding group 
'D'  employees and similar categories) 

‡ãìŠÊã 
ÔãâŒ¾ãã 

Total 
No. 

‚ããä£ã‡ãŠãÀãè  

Officers 

‡ãŠ½ãÃÞããÀãè  

Emp. 

ãä›¹¹ã¥ããè  

Remarks 

(i) ãäÖ¶ªãè ½ãò ¹ãÆÌããè¥ã¦ãã ¹ãÆã¹¦ã 

Proficient in Hindi   

    

(ii) ãäÖ¶ªãè ‡ãŠã ‡ãŠã¾ãÃÔãã£ã‡ãŠ —ãã¶ã ÀŒã¶ãñ ÌããÊãñ       
Having working knowledge of Hindi 

    

(iii) ãäÖ¶ªãè ½ãò ¹ãÆãäÍãàã¥ã ¹ãÆã¹¦ã ‡ãŠÀ ÀÖñ 

Undergoing Hindi training. 

    

(iv) ãä•ã¶Öò ‚ã¼ããè ãäÖ¶ªãè ½ãò ¹ãÆãäÍããäàã¦ã ãä‡ãŠ¾ãã •ãã¶ãã Öõ   

Yet to be trained in Hindi 

    

(v) ãäÖ¶ªãè ½ãò ‡ãŠã½ã ‡ãŠÀ¶ãñ ÌããÊããò ‡ãŠãè ÔãâŒ¾ãã 

No. of those who do their work in Hindi 

 

(vi) 
(‡ãŠ) 

‡ãìŠÊã ‚ãÌãÀ Ñãñ¥ããè ãäÊããä¹ã‡ãŠ/ãäÊããä¹ã‡ãŠ •ããè ¡ãè ‚ããõÀ Ôã½ã‡ãŠàã 
Total No. of LDCs/Clerks G.D. & equivalents   

 

(Œã) „¶ã½ãò Ôãñ ãä‡ãŠ¦ã¶ãñ ãäÖ¶ªãè ›ãƒ¹ã •ãã¶ã¦ãñ Öö  

 No. of those knowing Hindi Typing 

 

(Øã) ãäÖ¶ªãè ›ãƒ¹ã ‡ãŠÀ¶ãñ ÌããÊãñ ãäÊããä¹ã‡ãŠ 

No. of those who are engaged in Hindi  
typing work 

 

(Üã) ãäÖ¶ªãè ¹ãÆãñ¦ÔããÖ¶ã ¾ããñ•ã¶ãã ‡ãñŠ ‚ãâ¦ãØãÃ¦ã 80/- Á0 ¹ãÆãä¦ã ½ããÖ 
‡ãŠã Êãã¼ã ¹ãã¶ãñ ÌããÊãñ ãäÊããä¹ã‡ãŠ (ãäÖ¶ªãè ½ãò ›ãƒãå¹ãØã ¹ãÀãèàãã ‡ãñŠ 
‚ãã£ããÀ ¹ãÀ ¼ã¦ããê ‡ãŠ½ãÃÞããÀãè ‡ãŠãè ªñ¾ã ¶ãÖãé Öõ) 

No. of those availing benefit of rupees 80/- 
P.M. under the Hindi incentive Scheme 
(employees recruited on the basis of Hindi 
typing test are not eligible) 

 

(vii) 
(‡ãŠ) 

‚ããÍãìãäÊããä¹ã‡ãŠãò ‡ãŠãè ‡ãìŠÊã ÔãâŒ¾ãã   

Total No. of Stenographers 

 

(Œã)  ãäÖ¶ªãè ‚ããÍãìãäÊããä¹ã •ãã¶ã¶ãñ ÌããÊãñ ‚ããÍãìãäÊããä¹ã‡ãŠ 

No. of those knowing Hindi Stenography 

 

(Øã)  ãäÖ¶ªãè ‚ããÍãìãäÊããä¹ã ½ãò ‡ãŠã½ã ‡ãŠÀ¶ãñ ÌããÊãñ ‚ããÍãìãäÊããä¹ã‡ãŠ 

 No. of those engaged in Hindi stenography 
work 
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(Üã)  ãäÖ¶ªãè ¹ãÆãñ¦ÔããÖ¶ã ¾ããñ•ã¶ãã ‡ãñŠ ‚ãâ¦ãØãÃ¦ã 120/- Á. ¹ãÆãä¦ã½ããÔã 
‡ãŠã Êãã¼ã ¹ãã¶ãñ ÌããÊãñ ‚ããÍãìãäÊããä¹ã‡ãŠ (ãäÖ¶ªãè ½ãò ‚ããÍãìãäÊããä¹ã 
¹ãÀãèàãã ‡ãñŠ ‚ãã£ããÀ ¹ãÀ ¼ã¦ããê ‡ãŠ½ãÃÞãããäÀ¾ããò ‡ãŠãñ ªñ¾ã ¶ãÖãé Öõ) 

 No. of those availing benefits of Rs. 120/- 
p.m. under the Hindi incentive scheme. 
(Employees recruited on the basis of Hindi 
Steno test are not eligible) 

 

(ü¡) ãä‡ãŠ¦ã¶ãñ ‚ããä£ã‡ãŠãÀãè ãäÖ¶ªãè ½ãò ãä¡‡ã‹›ñÍã¶ã ªñ¦ãñ Öö? 

 No. of officers giving dictation in Hindi 

 

7.  ‡ã‹¾ãã ãäÖ¶ªãè/ãäÖ¶ªãè ›ãƒãå¹ãâØã/ãäÖ¶ªãè ‚ããÍãìãäÊããä¹ã ¶ã  •ãã¶ã¶ãñ 
ÌããÊãñ ‡ãŠ½ãÃÞãããäÀ¾ããò ‡ãŠã ÀãñÔ›À ºã¶ãã¾ãã Øã¾ãã Öõ? ¾ããäª ¶ãÖãé, 
¦ããñ ‡ãŠãÀ¥ã ºã¦ãã†âý 

 Whether a Roster has been maintained of 
the employees, who do not know 
Hindi/Hindi typing/Hindi stenography? If 
not, state reasons thereof? 

 

8. „¹ã‡ãŠÀ¥ã ‡ãìŠÊã 

Total 

Àãñ½ã¶ã 

Roman 

ªñÌã¶ããØãÀãè 

Devanagari 

ãä´¼ããÓããè 

Bilingual 
(i) ›ãƒ¹ãÀãƒ›À/Typewriter.     

(ii) ƒÊãõ‡ã‹›Èããä¶ã‡ãŠ  ›ãƒ¹ãÀãƒ›À/Electronic Typewriters     

(iii) ›ñÊããèãå¹ãÆ›À/›ñÊãñ‡ã‹Ôã/Teleprinter/Telex     

(iv) ‡ãŠâ¹¾ãî›À/Computers     

(v) Ìã¡Ã ¹ãÆãñÔãñÔãÀ (ÔãâÔãã£ã‡ãŠ)/Word Processors     

 ¾ããñØã/Total     

9.  ‡ã‹¾ãã Íãºª‡ãŠãñÍã/ÔãÖã¾ã‡ãŠ ÔãããäÖ¦¾ã/¦ã‡ãŠ¶ããè‡ãŠãè ÍãºªãÌãÊããè 
¹ã¾ããÃ¹¦ã ½ãã¨ãã ½ãò „¹ãÊãº£ã Öõ ‚ããõÀ ÌãÖ ‚ããä£ã‡ãŠããäÀ¾ããò/ 
‚ã¶ãì¼ããØããò ‡ãŠãñ ãäÌã¦ããäÀ¦ã ãä‡ãŠ¾ãã Øã¾ãã Öõ? ‡ãðŠ¹ã¾ãã „¹ãÊãº£ã 
Íãºª‡ãŠãñÍããò ‡ãñŠ ¶ãã½ã ãäÊãŒãòý 

Whether dictionaries/glossaries & help-
literature/technical terminology are 
adequately available and the same have 
been distributed amongst the 
officers/sections? Please indicate the 
names of dictionaries etc.   
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10.  
(‡ãŠ) 

    Àã•ã¼ããÓãã ‡ãŠã¾ããÃ¶Ìã¾ã¶ã Ôããä½ããä¦ã ‡ãñŠ ØãŸ¶ã/¹ãì¶ãØãÃŸ¶ã ‡ãŠãè   
¦ããÀãèŒã ºã¦ãã†âý 

 State the date of constitution/re-
constitution of OLIC. 

 

  (Œã)  ‡ã‹¾ãã „‡ã‹¦ã Ôããä½ããä¦ã ‡ãŠã ‚ã£¾ãàã Ôãâºãâãä£ã¦ã ‡ãŠã¾ããÃÊã¾ã ‡ãŠã 
¹ãÆ½ãìŒã Öõ? ¾ããäª ¶ãÖãé, ¦ããñ ‡ã‹¾ããò? 

 Whether the chairman of the Committee  
is the Head of the Office? If not, state 
reasons thereof . 

 

  (Øã)     ‡ã‹¾ãã „‡ã‹¦ã Ôããä½ããä¦ã ½ãò Ôã¼ããè ¹ãÆ¼ããØããò ‡ãŠã ¹ãÆãä¦ããä¶ããä£ã¦Ìã Öõ?        

Whether all divisions have representation 
in the Committee? 

 

(Üã)  ¾ããäª ‡ãŠã¾ããÃÊã¾ã œãñ›ã Öõ ¦ããñ ‡ã‹¾ãã Ôããä½ããä¦ã ‡ãŠã ØãŸ¶ã 
‡ãŠã¾ããÃÊã¾ã ‡ãñŠ ãäÊã† ÔÌã¦ãâ¨ã Á¹ã Ôãñ ãä‡ãŠ¾ãã Øã¾ãã Öõ ¾ãã „Ôã 
Ô©ãã¶ã ¹ãÀ ãäÔ©ã¦ã ‚ã¶¾ã ‡ãŠã¾ããÃÊã¾ããò ‡ãñŠ Ôãã©ã Ôãâ¾ãì‡ã‹¦ã Á¹ã 
Ôãñ ãä‡ãŠ¾ãã Øã¾ãã Öõ?       

 In case of small office whether the 
Committee formed independently for 
office or jointly with other offices at the 
station?  

 

(ü¡)  ãä¹ãœÊãñ †‡ãŠ ÌãÓãÃ ‡ãñŠ ªãõÀã¶ã ‚ãã¾ããñãä•ã¦ã „‡ã‹¦ã Ôããä½ããä¦ã ‡ãŠãè 
ºãõŸ‡ãŠãò ‡ãŠãè ¦ããÀãèŒã ºã¦ãã†âý     

 State the dates of its Meetings held during 
the last  one year. 

 

11. 
(‡ãŠ) 

   ‡ã‹¾ãã Àã•ã¼ããÓãã ãäÌã¼ããØã ´ãÀã ¹ãÆ‡ãŠããäÍã¦ã ÌãããäÓãÃ‡ãŠ ‡ãŠã¾ãÃÌãÆŠ½ã 
¹ãÆã¹¦ã Öãñ¦ãñ ÀÖñ Öö? ¾ããäª Öãú, ¦ããñ ƒÔã ÌãÓãÃ ‡ãŠºã ¹ãÆã¹¦ã Öì‚ãã? 

 Annual programme issued by Deptt. of 
Official Language received regularly and if 
so, when you  received this year's 
programme ? 
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(Œã) ‡ã‹¾ãã „‡ã‹¦ã ÌãããäÓãÃ‡ãŠ ‡ãŠã¾ãÃÌãÆŠ½ã ½ãò ãä¶ã£ããÃãäÀ¦ã Êãà¾ããò ‚ããõÀ 
Àã•ã¼ããÓãã ‚ããä£ããä¶ã¾ã½ã/ãä¶ã¾ã½ããò ‡ãñŠ ¹ãÆãÌã£ãã¶ã Ôã½ã¾ã-Ôã½ã¾ã 
¹ãÀ ‡ãŠã¾ããÃÊã¾ã ‡ãñŠ Ôã¼ããè ‚ããä£ã‡ãŠããäÀ¾ããò/‡ãŠ½ãÃÞãããäÀ¾ããò ‡ãñŠ £¾ãã¶ã 
½ãò Êãã† Øã† Öö? ¾ããäª Öãú, ¦ããñ ‡ãŠºã ?    

Whether the targets prescribed in the 
annual programme and the provisions of 
Official Language Act/Rules have been 
brought to the notice of  
officers/employees from time to time? If so 
, indicate the date. 

 

12. ‡ã‹¾ãã Àã•ã¼ããÓãã ‚ããä£ããä¶ã¾ã½ã/ãä¶ã¾ã½ã ‡ãŠãè ¹ãìãäÔ¦ã‡ãŠã†â 
‡ãŠã¾ããÃÊã¾ã ½ãò „¹ãÊãº£ã Öö? 

Whether the books pertaining to Official 
Language Act/Rules are available in the 
office? 

 

13. 

(‡ãŠ) 
‡ã‹¾ãã Àã•ã¼ããÓãã ‚ã¶ãì¼ããØã ´ãÀã ‚ã¶ãì¼ããØããò/†‡ãŠ‡ãŠãò ‚ãããäª Ôãñ 
¹ãÆã¹¦ã ãäÀ¹ããñ›ãô ‡ãŠãè Ôã½ããèàãã, Ôã½ãñ‡ãŠ¶ã Ôãñ ¹ãîÌãÃ ‡ãŠãè •ãã¦ããè Öõ? 
‡ãŠãä½ã¾ããò ‡ãŠãñ ªîÀ ‡ãŠÀ¶ãñ ‡ãñŠ ãäÊã† ‡ã‹¾ãã „¹ãã¾ã ãä‡ãŠ† Øã† Öö?      

Whether the review of reports received 
from sections/units is carried out by 
Rajbhasha Section before consolidating the 
same? What remedial actions have been 
taken to remove the deficiencies? 

 

(Œã) ãä¹ãœÊãñ †‡ãŠ ÌãÓãÃ ‡ãñŠ ªãõÀã¶ã ãäÖ¶ªãè ‡ãñŠ ¹ãÆØãã½ããè ¹ãÆ¾ããñØã Ôãñ 
Ôãâºãâãä£ã¦ã ãä¦ã½ããÖãè ¹ãÆØããä¦ã ãäÀ¹ããñ›Ã, Ôãâºãâãä£ã¦ã ½ãìŒ¾ããÊã¾ã/ 
ãäÌã¼ããØã/½ãâ¨ããÊã¾ã ‡ãŠãñ ¼ãñ•ã¶ãñ ‡ãŠãè ¦ããÀãèŒãò     

Dates on which the quarterly progress 
reports relating to progressive use of Hindi 
were sent to concerned Head 
Quarters/Departments/Ministry during the 
last one year.   

‰ãŠ½ã Ôãâ0 ãä¦ã½ããÖãè ãäÀ¹ããñ›Ã ¼ãñ•ã¶ãñ ‡ãŠãè 
¦ããÀãèŒã 

1. 03/2011  

2. 06/2011  

3. 09/2011  

4. 12/2011  

 14. 
(‡ãŠ) 

Àã•ã¼ããÓãã ‚ããä£ã‡ãŠãÀãè ‡ãŠã ¶ãã½ã/¹ãŠãñ¶ã ¶ãâºãÀ 

Name and phone No. of Rajbhasha Officer 

 

   (Œã)   ãäÖ¶ªãè ‚ããä£ã‡ãŠãÀãè ‡ãŠã ¶ãã½ã/¹ãŠãñ¶ã ¶ãâºãÀ          

 Name & phone No. of Hindi officer 
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15. 

  (‡ãŠ) 
Àã•ã¼ããÓãã Ôãñ Ôãâºãâãä£ã¦ã ‡ãŠã¾ãÃ ‡ãŠÀ¶ãñ ‡ãñŠ ãäÊã† ãäÌãÍãñÓã Â¹ã Ôãñ 
ãä¶ã¾ãì‡ã‹¦ã ‡ãŠ½ãÃÞãããäÀ¾ããò ‡ãŠã º¾ããõÀã 

Details of employees appointed specially   
for doing work pertaining to Official 
Language Hindi 

 

(Œã)     ‡ã‹¾ãã „¹ã¾ãÃì‡ã‹¦ã ‚ããä£ã‡ãŠããäÀ¾ããò / ‡ãŠ½ãÃÞãããäÀ¾ããò ‡ãŠãè ÔãâŒ¾ãã 
Àã•ã¼ããÓãã ãäÌã¼ããØã (ØãðÖ ½ãâ¨ããÊã¾ã) ´ãÀã ãä¶ã£ããÃãäÀ¦ã ¶¾ãî¶ã¦ã½ã 
½ãã¶ãªâ¡ãò ‡ãñŠ ‚ã¶ãìÂ¹ã Öõ? ¾ããäª ¶ãÖãé, ¦ããñ ƒÔã ºããÀñ ½ãò „Ÿã† 
Øã†/„Ÿã† •ãã ÀÖñ ‡ãŠª½ããò ‡ãŠã ¹ãîÀã º¾ããõÀã ªòý         

 Whether the above posts confirm to the  
minimum norms prescribed by the Deptt. 
of Official Language (MHA) in this 
regard? If no, what steps have 
been/proposed to be taken in this 
connection?  

 

 16. 

 (‡ãŠ) 
‡ãŠã¾ããÃÊã¾ã ´ãÀã ãä‡ãŠ¦ã¶ãñ ãäÌã¼ããØããè¾ã ¹ããŸ¿ãÌãÆŠ½ã ÞãÊãã† •ãã¦ãñ  
Öö? 

 No. of Departmental courses conducted by 
the office? 

 

(Œã)   ãä‡ãŠ¦ã¶ãñ ¹ããŸ¿ãÌãÆŠ½ããò ½ãò ãäÖ¶ªãè ½ãã£¾ã½ã Ôãñ ¹ãÆãäÍãàã¥ã ãäª¾ãã 
•ãã¦ãã Öõ? 

 In how many courses training is imparted  
through Hindi medium? 

 

(Øã)   ãä‡ãŠ¦ã¶ãñ ¹ããŸ¿ãÌãÆŠ½ããò ½ãò ‚ãâØãÆñ•ããè ½ãã£¾ã½ã Ôãñ ¹ãÆãäÍãàã¥ã ãäª¾ãã 
•ãã¦ãã Öõ?      

 In how many courses training is imparted 
through English medium? 

 

(Üã)      ‡ã‹¾ãã ¹ãÆãäÍãàã¥ã Ôãã½ãØãÆãè ãäÖ¶ªãè ½ãò ¼ããè „¹ãÊãº£ã Öõ? ¾ããäª 
¶ãÖãé, ¦ããñ ãä‡ãŠ¦ã¶ããè Ôãã½ãØãÆãè ‡ãŠã ‚ã¶ãìÌããª Öãñ¶ãã ºãã‡ãŠãè Öõ? 

  Whether training material is available in 
Hindi also? If not, quantify the material to 
be translated as yet? 

 

(ü¡) ‡ã‹¾ãã ¹ãÆãäÍãàã‡ãŠ ãäÖ¶ªãè ½ãã£¾ã½ã Ôãñ ¹ãÆãäÍãàã¥ã ªñ¶ãñ ½ãâñ Ôãàã½ã  
Öõâ? 

  Whether instructors are competent to 
impart training in Hindi medium? 

 



7 
 

17. ‡ã‹¾ãã ÔãâØãŸ¶ã/„¹ãÌãÆŠ½ã ½ãò Êããè •ãã¶ãñ ÌããÊããè ãäÌã¼ããØããè¾ã ¾ãã 
¹ãªãñ¶¶ããä¦ã ¹ãÀãèàãã‚ããò ½ãò ¹ãÆÍ¶ã-¹ã¨ã ãä´¼ããÓããè ºã¶ãã† •ãã ÀÖñ 
Öö ‚ããõÀ „¶ã‡ãŠã „§ãÀ ãäÖ¶ªãè ½ãò ªñ¶ãñ ‡ãŠã ãäÌã‡ãŠÊ¹ã Öõ?      

  Are the question papers of Departmental 
or promotional examinations conducted 
by the organisation/undertakings prepared 
bilingually and whether an option for 
answering them in Hindi is provided?   

 

18. ãä¹ãœÊãñ †‡ãŠ ÌãÓãÃ ½ãò ãä‡ãŠ¦ã¶ããè ãäÌã¼ããØããè¾ã ºãõŸ‡ãòŠ/Ôã½½ãñÊã¶ã/ 
ØããñãäÓŸ¾ããâ ÖìƒÃ? „¶ã½ãò Ôãñ ãä‡ãŠ¦ã¶ããè ºãõŸ‡ãŠãò ‡ãñŠ 
‡ãŠã¾ãÃÌãÆŠ½ã/‡ãŠã¾ãÃÌãð¦ã ãä´¼ããÓããè Â¹ã Ôãñ ¦ãõ¾ããÀ ãä‡ãŠ† Øã† ¦ã©ãã  
ãä‡ãŠ¦ã¶ãñ ‡ãñŠÌãÊã ãäÖ¶ªãè ½ãò ¾ãã ‡ãñŠÌãÊã ‚ãâØãÆñ•ããè ½ãò?      

Total No. of  Departmental meetings/ 
conferences/seminars held during the last 
one year. Out of them how many 
agenda/minutes were prepared bilingually 
or in Hindi or in English only?  

 

19. 

(‡ãŠ) 
ãä¹ãœÊãñ †‡ãŠ ÌãÓãÃ ½ãò ãä‡ãŠ¦ã¶ããè ãäÖ¶ªãè ‡ãŠã¾ãÃÍããÊãã†â ‚ãã¾ããñãä•ã¦ã 
‡ãŠãè ØãƒÃ ¦ã©ãã ¹ãÆ¦¾ãñ‡ãŠ ½ãò ãä‡ãŠ¦ã¶ãñ ‚ããä£ã‡ãŠããäÀ¾ããò/ ‡ãŠ½ãÃÞãããäÀ¾ããò 
¶ãñ ¼ããØã ãäÊã¾ãã? ‡ã‹¾ãã Ìãñ Ôã¼ããè ‚ã¹ã¶ãã 50 ¹ãÆãä¦ãÍã¦ã Ôãñ 
‚ããä£ã‡ãŠ ‡ãŠã¾ãÃ ãäÖ¶ªãè ½ãò ‡ãŠÀ ÀÖñ Öö? 

 No. of Hindi workshops held during the 
last one year along with No. of 
officers/staff who participated in each 
workshop. Are they doing their 50 percent 
or more official work in Hindi? 

 

(Œã) ‡ã‹¾ãã ÌãÓãÃ ‡ãñŠ ªãõÀã¶ã ãäÖ¶ªãè ãäªÌãÔã/Ôã¹¦ããÖ/¹ãŒãÌããü¡ã   
½ã¶ãã¾ãã Øã¾ãã? ¾ããäª Öãú, ¦ããñ ‡ãŠºã? 

Did the office organize Hindi day/Hindi 
week/Fort Night during the year? If so, 
when was it organized? 

 

(Øã)    ƒÔã ªãõÀã¶ã ãä‡ãŠ¦ã¶ããè ¹ãÆãä¦ã¾ããñãäØã¦ãã‚ããò ‡ãŠã ‚ãã¾ããñ•ã¶ã ãä‡ãŠ¾ãã 
Øã¾ãã ¦ã©ãã „¶ã½ãò ¹ãìÀÔ‡ãŠãÀãò ‡ãŠãè ÀããäÍã ãä‡ãŠ¦ã¶ããè ÀŒããè Øã¾ããè? 

How many competitions were organized 
during this period and what was the 
amount of cash awards given away 
therein? 
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(Üã) ãä‡ãŠ¦ã¶ãñ ‡ãŠ½ãÃÞãããäÀ¾ããò ¶ãñ ÌãÓãÃ ‡ãñŠ ªãõÀã¶ã ½ãîÊã Â¹ã Ôãñ ãäÖ¶ªãè 
½ãò ãä‡ãŠ† Øã† ‡ãìŠÊã ‡ãŠã½ã ‡ãñŠ ‚ãã£ããÀ ¶ã‡ãŠª ¹ãìÀÔ‡ãŠãÀ ¾ããñ•ã¶ãã 
‡ãŠã Êãã¼ã „Ÿã¾ãã?                     

No. of employees who took advantage of 
the cash award scheme on the basis of the 
total work done by them originally in Hindi 
during the year?   

 

20. 
 (‡ãŠ) 

‡ã‹¾ãã Ôã¼ããè ‚ããä£ã‡ãŠããäÀ¾ããò/ ‡ãŠ½ãÃÞãããäÀ¾ããò ‡ãŠãè ÔãñÌãã   
¹ãìãäÔ¦ã‡ãŠã‚ããò ½ãò ƒâªÀã•ã ãäÖ¶ªãè ½ãò ãä‡ãŠ† •ãã¦ãñ Öö? ¾ããäª 
¶ãÖãé, ¦ããñ ƒÔã‡ãñŠ ‡ãŠãÀ¥ã/Ôãâºãâãä£ã¦ã ¹ãÆÔ¦ãããäÌã¦ã „¹ãã¾ã ºã¦ãã†âý 

Weather entries in service books of all 
officers/staff are recorded in Hindi? If not , 
reasons thereof /steps proposed to be taken 
in this regard? 

 

(Œã) ‡ã‹¾ãã Ôã¼ããè ¹ãŠãƒÊã ‡ãŠÌãÀãò ¹ãÀ ãäÌãÓã¾ã ãäÖ¶ªãè ‚ããõÀ ‚ãâØãÆñ•ããè  
½ãò ãäÊãŒãñ Øã† Öö?     

Whether the subject on all files has been 
written in Hindi and English? 

 

(Øã) ‡ã‹¾ãã ''‡ãŠ '' †Ìãâ ''Œã '' àãñ¨ã ½ãò ¼ãñ•ããè •ãã¶ãñ ÌããÊããè ¡ã‡ãŠ ‡ãñŠ 
ãäÊã¹ãŠã¹ãŠãò ¹ãÀ ¹ã¦ãñ ãäÖ¶ªãè ½ãò ãäÊãŒãñ •ãã¦ãñ Öö?     

Whether addresses are written in Hindi on 
the envelops of communications being sent 
to region  'A' & 'B'?  

 

(Üã) ‡ãìŠÊã ãä‡ãŠ¦ã¶ãñ Àãä•ãÔ›À Öö ‚ããõÀ „¶ã½ãò ãä‡ãŠ¦ã¶ãñ Àãä•ãÔ›Àãò ½ãò 
¹ãÆãäÌããäÓ›¾ããâ ãäÖ¶ªãè ½ãò ‡ãŠãè •ãã¦ããè Öö?     

Indicate the total no. of registers and also those 
in which entries are recorded in Hindi? 

 

(ü¡) ãä¹ãœÊãñ ¦ããè¶ã ÌãÓããô ‡ãñŠ ªãõÀã¶ã ¹ãìÔ¦ã‡ãŠãò ‡ãŠãè ŒãÀãèª ¹ãÀ ãä‡ãŠ¾ãã 
Øã¾ãã ‡¾ã¾ã (50%)(•ã¶ãÃÊã ‚ããõÀ ½ãã¶ã‡ãŠ Ôãâª¼ãÃ ØãÆ©ããò ‡ãŠãñ 
œãñ¡‡ãŠÀ)  
Expenditure on the purchase of books during 
the  last three years(50%) (excluding journals 
& standard reference books) 

(‡ãŠ)  ‡ãìŠÊã ‡¾ã¾ã/ Total expenditure  

 (Œã) ãäÖ¶ªãè ¹ãìÔ¦ã‡ãŠãò ¹ãÀ ‡¾ã¾ã ‡ãŠãè ØãƒÃ ÀããäÍã 

     Amount spent on Hindi books.  

ÌãÓãÃ 
Year 

2009-10 
 
 
 

ÌãÓãÃ 
Year 

2010-11 
 
 
 

ÌãÓãÃ 
Year 

2011-12 
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21. Àã•ã¼ããÓãã ãä¶ã¾ã½ã 1976 ‡ãñŠ ‚ã¶ãìÔããÀ ‡ãŠã¾ããÃÊã¾ã ½ãò ºã¶ãã† 
Øã† ãä¶ã£ããÃãäÀ¦ã •ããúÞã ãäºã¶ªì‚ããò ‡ãŠã ãäÌãÌãÀ¥ã 

Specify the check points set up in the 
office as per Official Language Rule 1976 

 

22. ‡ãŠã¾ããÃÊã¾ã ´ãÀã ãäÌããäÖ¦ã 
‡ãŠã¾ãÃãäÌããä£ã ÔãããäÖ¦¾ã ‚ãããäª 

  Procedural literature etc. 
prescribed by the office  

     

  ‡ãìŠÊã     
Total 

ãäÖ¶ªãè ¦ã©ãã ‚ãâØãÆñ•ããè 
ªãñ¶ããò ½ãò 

Both in Hindi 
& English 

‡ãñŠÌãÊã ‚ãâØãÆñ•ããè 
½ãò 

Only in 
English 

‡ãñŠÌãÊã ãäÖ¶ªãè 
½ãò 

Only in 
Hindi 

ãä¨ã¼ããÓããè 
Trilingually 

1 ‡ãŠãñü¡ 
Code 

     

2. 
 

½ãõ¶ãì‚ãÊã 
Manuals 

 

 

 

 

 

 

 

 

 

 

 

3. ‚ã¶¾ã ¹ãÆãä‡ãŠ¾ãã ÔãããäÖ¦¾ã 
Other procedural 
literature 

     

4. ½ãã¶ã‡ãŠ ¹ãÆ¹ã¨ã (¹ãŠã½ãÃ) 
Standard forms 

     

5. Ô©ãã¶ããè¾ã Â¹ã Ôãñ „¹ã¾ããñØã ½ãò 
Êãã† •ãã¶ãñ ‡ãñŠ ãäÊã† ¹ãŠã½ãÃ 
Forms being used 
locally 

 

 

 

 

    

6. Þãã›Ã 
Charts 

     

7. ¶ã‡ã‹Íãñ 
Maps 

     

8. Àºãü¡ ‡ãŠãè ½ãìÖÀò 
Rubber stamps 

     

9. ¶ãã½ã¹ã›á› 
Name plates 

     

10. Ôããƒ¶ã ºããñ¡Ã 
Sign Boards     

     

11. ÔããèÊã 
 Seals  

     

12. ¹ã¨ã ÍããèÓãÃ 
Letter Heads 

     

13. Àãä•ãÔ›Àãò ‡ãñŠ ÍããèÓãÃ‡ãŠ 
Headings of Registers   

     

14. ¹ãª£ãããäÀ¦ã ºããñ¡Ã 
Incumbency Boards 
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ãä¹ãœÊãñ œ: ½ããÖ ‡ãñŠ ‚ããâ‡ãŠ¡ñ ºã¦ãã†â 

(Indicate the no. of last 6 months)    
 

23.  ‡ãìŠÊã     
Total 

ãäÖ¶ªãè ¦ã©ãã 
‚ãâØãÆñ•ããè ªãñ¶ããò ½ãò 

Both in Hindi 
& English 

‡ãñŠÌãÊã 
‚ãâØãÆñ•ããè ½ãò 
Only in 
English 

‡ãñŠÌãÊã ãäÖ¶ªãè 
½ãò 

Only in 
Hindi 

 

ãä¨ã¼ããÓããè 
Trilingually 

1. Ôãã½ãã¶¾ã ‚ããªñÍã 

General Orders 

     

2. ¹ãÆñÔã ãäÌã—ããä¹¦ã¾ããâ 

Press communiqué 

     

3. ÔãâãäÌãªã†â 

Contracts 

     

4. ‡ãŠÀãÀ 

Agreements   

     

5. ÊããƒÔãòÔã 

Licenses 

     

6. ¹ãÀãä½ã› 

Permits    

     

7. ¶ããñãä›Ôã 

Notices 

     

8. ›ò¡À ¹ãŠã½ãÃ 

Tender Forms 

     

9. ¹ãÆÍããÔããä¶ã‡ãŠ ‚ããõÀ ‚ã¶¾ã 
ãäÀ¹ããñ›Ã 

Administrative/other 
reports 

     

10. ‡ãŠã¾ãÃÌãÆŠ½ã/‡ãŠã¾ãÃÌãð§ã 

Agendas/minutes   

     

11. ¹ãÆ‡ãŠããäÍã¦ã ¹ããä¨ã‡ãŠã 

Published journals 
 

     

12. ¹ãÆ‡ãŠããäÍã¦ã ãäÌã—ãã¹ã¶ã 

Published 
advertisement   

     

13. ãä¶ã½ãâ¨ã¥ã ¹ã¨ã 

Invitation cards 
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  24. ‚ã¹ã¶ããè ‚ããñÀ Ôãñ ãä¹ãœÊãñ œ: ½ããÖ ½ãò ãäÊãŒãñ Øã† ½ãîÊã ¹ã¨ã 
(‚ãâØãÆñ•ããè+ ãäÖ¶ªãè ½ãò)  
Total no. of originating letters (English 
+Hindi) issued  during last six months 

‡ãìŠÊã ¹ã¨ã 
Total letters 

ãäÖ¶ªãè ½ãò •ããÀãè 
¹ã¨ããò ‡ãŠãè ÔãâŒ¾ãã 

Letters issued 
in Hindi 

‚ãâØãÆñ•ããè ½ãò •ããÀãè 
¹ã¨ããò ‡ãŠãè ÔãâŒ¾ãã 

Letters issued 
in English 

(‡ãŠ) ãäªÊÊããè ãäÔ©ã¦ã Ôãñ¶ãã/¶ããõÔãñ¶ãã/Ìãã¾ãìÔãñ¶ãã ½ãìŒ¾ããÊã¾ã ´ãÀã 
Ààãã ½ãâ¨ããÊã¾ã Ìã ‚ã¶¾ã ½ãâ¨ããÊã¾ããò ‡ãŠãñ ¼ãñ•ãñ Øã† ¹ã¨ã 
Letters sent to Ministry of Defence and 
other Ministries by Services HQrs. 

   

(Œã) ¦ããè¶ããò Ôãñ¶ãã ½ãìŒ¾ããÊã¾ã ‚ããõÀ „¶ã‡ãñŠ œãñ›ñ  ºã¡ñ Ôã¼ããè 
¹ãŠã½ãôÍã¶ããò/¾ãîãä¶ã›ãò ‡ãŠãñ ¼ãñ•ãñ Øã† ¹ã¨ã  
Letters sent to Services HQrs. and 
other formations/units etc.  

   

(Øã) ''‡ãŠ'' ‚ããõÀ ''Œã'' àãñ¨ããò ½ãò ãäÔ©ã¦ã Àã•¾ã ÔãÀ‡ãŠãÀãò †Ìãâ 
‡ãñŠ¶³ãè¾ã ÔãÀ‡ãŠãÀãè ‚ããõÀ ‡¾ããä‡ã‹¦ã¾ããò ‡ãŠãñ ¼ãñ•ãñ Øã† ¹ã¨ã 
Letters sent to State Govt., Central 
Govt.offices and individuals located in 
regions "A" & " B"      

   

   

 ãä¹ãœÊãñ œ: ½ããÖ ‡ãŠãè ãäÔ©ããä¦ã 
 Position of last six months 
 

25. 
(‡ãŠ) 

ãäÖ¶ªãè ½ãò ¹ãÆã¹¦ã ¹ã¨ã ¾ãã ãä•ã¶ã ¹ãÀ ãäÖ¶ªãè ½ãò ÖÔ¦ããàãÀ ©ãñ 
Letters received in Hindi or which were signed in Hindi 

 

(Œã) ãä•ã¶ã‡ãñŠ „§ãÀ ãäÖ¶ªãè ½ãò ãäª† Øã† (ãä¶ã¾ã½ã 5) 
No. of letters replied to in Hindi (Rule 5)    

 

(Øã) ãä•ã¶ã‡ãñŠ „§ãÀ ‚ãâØãñ•ããè ½ãò ãäª† Øã† 

No. of letters replied to in English.  

 

(Üã) ãä•ã¶ã‡ãñŠ „§ãÀ ãäª† •ãã¶ãñ ‚ã¹ãñãäàã¦ã ¶ãÖãé ©ãñ  
 No.the replies to which were not required to be sent. 

 

(¡)   ãäÖ¶ªãè ½ãò „§ãÀ ¶ã ãäª† •ãã¶ãñ ‡ãñŠ ‡ãŠãÀ¥ã  
Reasons for not sending the replies in Hindi. 

 

(Þã)   Àã•ã¼ããÓãã ‡ãŠã¾ããÃ¶Ìã¾ã¶ã Ôãâºãâ£ããè ‡ãŠãñƒÃ ‚ã¶¾ã ½ãÖ¦Ìã¹ãî¥ãÃ/ÔãâØã¦ã ÔãîÞã¶ãã  
Any other important/relevant information pertaining to 
O.L. implementation.   

 

 

 

       ½ãö †¦ãªá´ãÀã ¹ãÆ½ãããä¥ã¦ã ‡ãŠÀ¦ãã Öîú ãä‡ãŠ ½ãõ¶ãñ ‡¾ããä‡ã‹¦ãØã¦ã Á¹ã Ôãñ „¹ã¾ãÃì‡ã‹¦ã •ãã¶ã‡ãŠãÀãè ‡ãŠãè •ããâÞã ‡ãŠÀ Êããè Öõ ‚ããõÀ ¾ãÖ 
ÖÀ ¹ãÆ‡ãŠãÀ Ôãñ ¹ãîÀãè ‚ããõÀ ÔãÖãè Öõ ý  
  I hereby certify that I have personally verified the above information and that it is 
complete and correct in all respect.  
 
 
 
 
ãä¶ãÀãèàã¥ã ‚ããä£ã‡ãŠãÀãè ‡ãñŠ ÖÔ¦ããàãÀ     ‡ãŠã¾ããÃÊã¾ãã£¾ãàã ‡ãñŠ ÖÔ¦ããàãÀ ‚ããõÀ ½ããñÖÀ 


