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CIRCULAR

Subject: Setting up of Check-Points for the implementation of orders relating
to the Official Language Policy.
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it has been noticed that some sections/divisions of the Council are not
following the Clause 3(3) of the Official Language Act. 1963 the documents
referred to therein continue to be issued in English only contrary to the
statutory requirements. All such documents may be issued in both English
and Hindi simultaneously. The documents which have to be issued bilingually
are as follows :-

(a) Resolutions, notifications, advertisements, administrative and other reports;

(b) General Orders such as (i) all orders, decisions or instructions intended for
departmental use and which are of standing nature, (ii) all orders,
instructions, letters, memoranda, notices etc. relating to or intended for a
group or groups of Government employees, and (iii) all circulars whether
intended for departmental use or for Government employees;

(c) Contracts, agreements, licences, permits, notices, forms of tenders;

(d) Official papers to be laid on the table of a House or Houses of the Parliament;

(e) Agenda notes and proceedings or Departmental meetings;

(f) Printing of forms/publication of Official statistical/pockets books;

(g) Letters-heads, office seals and rubber stamps/sign-boards, name plates, staff
car plates, notices;

(h) Invitation cards for Government functions; and

(i) Wwriting of subject in both the languages on file covers.

It has been reiterated from time to time that it is the responsibility of the
officer signing/approving such documents to ensure before signing/approving
them that they are issued, bilingually. But little attention is paid to this aspect most
of such documents are being issued in English only.
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3. According to Rule 12 of the Official Language Rules, 1976, it shall be the
responsibility of the Head of every office of the Central Government to devise
effective check-points for ensuring compliance of the provisions of the Official
Language Act, 1963 and Rules framed thereunder. A list of check-points set up in
this regard is enclosed.

4. Accordingly, documents etc. mentioned in Section 3(3) of the Official
Language Act, 1963 (as amended in 1967) should be issued both in Hindi and
English. In addition, sections/divisions responsible for dispatch of these documents
should issue them in Hindi and English simultaneously. If in exceptional
circumstances, a particular documents has to be issued in English alone permission
of the concerned Head of division may be obtained. Nevertheless, Hindi version of
such communication should follow within three days. It is, therefore, requested
once again that the above clause of the Official Language Act may be implemented
by all concerned to ensure compliance of the statutory requirements.
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(Seema Chopra)
Dy. Director (OL)

Distribution :

1. All officers/sections of ICAR including Krishi Anusandhan Bhawan-1 and I,
Pusa, New Delhi.

2. All the Directors of Institutes/Directorates/Centres/Bureau/under ICAR with
the request to establish check points in their officers.

Mformation Systems officer, Room No. 703, KAB-I, Pusa, New Delhi-110012
to kindly upload it on ICAR website.

4. Guard File.
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THE FOLLOWING CHECK-POINTS FOR THE IMPLEMENTATION OF ORDERS RELATED TO THE

OFFICIAL LANGUAGE POLICY ARE SET UP AT THE HEADQUARTERS

Sl. Subject Check-Point
No.

1 2 3

1. | PURCHASE OF ALL ELECTRONIC EQUIPMENTS BILINGUAL FORM. DS (GAC)
Regarding purchase of all electronic equipments, the check-points will be that
the officer concerned for indenting the Electronic equipments to see that the
purchase in future is in keeping with the prescribed proportion as given in the
Annual Programme. He must be ensure that bilingual micro software is available
in all computers which are being purchased.

2. ISSUE OF GENERAL ORDERS & OTHER DOCUMENTS ETC. IN BILINGUAL FORM. | All Officers who
Documents etc. as mentioned in Sention 3(3) of the Official Language Act, 1963 | sign the
should be issued both in Hindi and English simultaneously. document.

3. ORIGINAL LETTERS REQUIRED_TO BE SENT TO THE STATE/CENTRAL ! All
GOVERNMENT OFFICES LOCATED IN THE REGIONS ‘A’ & ‘B’. Officers/sections
To ensure that the original letters required to be sent to the state/Central Govt.
offices located in the Region ‘A’ & ‘B’ may be sent in Hindi only.

4. | WRITING ADDRESSES IN HINDI ON THE ENVELOPS. All Sections/R & |
The Dispatch Unit would function as a Check-points to ensure that addresses on Section
envelops meant for dispatch to Region ‘A’ & ‘B’ are written in Hindi.

5. RUBBER STAMPS, NAME PLATES, SIGN BOARDS ETC. TO BE IN BILINGUAL DS (GAC)

FORM.

The incharge Under Secretary of General Section would ensure that all the
articles mentioned in Rule 11 of the Official Language Rules, 1976 may be
prepared both in Hindi and English in the bilingual form.

6. | ENTRIES IN SERVICE BOOKS. Estt. | to IV and
All the entries in Service Books of Officers/Employees should be made in Hindi | Per. 1 to IV
only.

7. | LETTERS RECEIVED IN HINDI ARE REPLIED TO BE IN HINDI. All
It would be the responsibility of the officer signing the reply to a letter received | Officers/Sections
in Hindi to ensure that it must be replied to in Hindi.

8. PRINTING OF FORMS, CODES, MANNUALS AND GAZETTE NOTIFICATION IN | All
BILINGUAL FORM. Officers/Sections

9. OVER ALL RESPONSIBILITY. All

it is the responsibility of the officer approving/signing a letter, circular etc.
required to be issued in Hindi alone or in Hindi & English bilingually according
to the Official Language Act and the Rules made thereunder are so prepared
and issued.

Officers/Sections

A

qun ST

(Seema Chopra)
Dy. Director (OL)
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