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T HGTAETRIL (A@TIHET-IT) FT HIATAE, wle, faeaa =z

OFFICE OF THE PRINCIPAL ACCOUNTANT GENERAL (AUDIT II), KERALA,
THIRUVANANTHAPURAM

.. 11/TZET Fed/ T0.AT.HT./3T.31/23-24 &A1 26-03-2024

995/ Circular No.57

e : Tt B % Frataae g e —weedt

Sub: Directions for the implementation of Official Language Hindi

FATAT H TSTATIT AT o TATA FEATHAAT & o0 Torarar e g 39+
SN AT U AT F7 981 AqaTad AT FEd AT ATU0F HAFA § [Hgia
FAT T ITYA FLA 6 g€ A9 TATH 70 9 2 | TEIHATL, TSTATIT HAHEIT & Farerd
AT straer / 29T F SAqaTas 7 e T SImar g |

For the effective implementation of the official language policy in the office, every
possible effort has to be made to ensure proper compliance of Official Language Act and
the rules framed thereunder as well as to achieve the targets set in the annual programme.
Accordingly, it is requested to comply with the following orders / directions regarding the

implementation of Official Language.

1. TerATeT ATAREE, 1963 Hit o171 3(3) FT ATATAT : TSTHATIT ATAHAA, 1963 =l &7
3(3) & ATATT THT ATATAT AT ST FATHT THE % g 37 Foranft s=mr & forw gr o
LRI FHATRAT o {70 T ALRIET FHATAT § AT &1 S HIATAT A, F[AT AT,
Trfes, o=, JT9H, de¥ arfe Jfvard =7 7 fgarh § S o S =g | v
9T, 8 HATAT GRT SR ATUIOF HIAFH 6 ATAT o0 TASH g Heiid a57100%
2l

2. TqSroTaT A9, 1976 % [R=9w 5 &7 iU : {99 5 F i Fxig qear & a9l
FEATALT GIT TZET | ITIT T % IqAL Had (Bal H gl (&dT ST | oA &9, I8
HATAT I ST ATHTOF FIAHH o SATHT 6 TS g T &7 100% ¢ |

asft srATn i Aeer T stmar g & aerarar sfafRaw i g3 (3) F dga S a9t
FEATast a7 Bl § 9T T g SqAT A ATET Hl SISt o 6 TTET A S o 396
AqATE & forw BT eq § 951 q1fh S (G wTdT SHATeST & i 9% ST 60 S7 99 | a9
RE=orT .9 AT 31T 9T 3(3) % q8d ST aH Tarasii 9% gHaras av
q Uge I8 gAteaa o s & Fae Gardt § St e sra g, BE i sistt a1
% ST g AT TN AT AR A 2 |




TAATITE IR AT a3 - & [ IhevgaRTaTRI3meer/ OrdersissuedbyHindiCell-OfficialLanguageimplementation 1/562534/2024

3. A TAMETG AT SATARN FRT 839 @1 S0 6 arfts wEsd §97 & § qa1oq
FATALT gq TATA & [0 TR &7 55% & | T == & o [Qgia ss ahaaa
T ITIT 4 g foal ST 97 o AT S T SIS Il &l A1 § Tl (o 3w Sy afesh
T &7 F Bar & 99 T 9= FT g1 59 (g e 7 foEw 1w | T aq@® e |
ST & O, IO ®9 § Ea # 991 &1 33 o S

4. RRE feoafort: Treramer =, 1976 % =9 8(4) F &mar 9fed 10(4) & srqame foreft ofF
FATAA, SEF 80% FHATRAL & ITH Zal HT FAEATIF A9 ¢ 39 HATAT &l el §
ST STH FHATRAT FIT FEq0T, ITE907 ${¥ T==E S8 JT AT TSl 6 g
BT &1 7T T s & forw stfegf=a T stmar g 1 =9 foue o= amifos swa
2023-24 ¥ AT ST A7 147 § | AEEN, wredl § Far § foquer 719 & fow @R qew
30% 3§ |

AT ST & Faer G Srar g & @ gae # fequtvet Sew arat ua sl
& T TAAH! ] BISHL AT ATHT TAE T2l &, FTOATHT § TR 67T ST | o
fequfor #, smeems argaten & @9y § B qgor e Sy Jor 971 wao fgardt #
fore =TT |

5. TSrATST FAEETEst 1976 % FEH 11(2) F AR F5 1T TLHT 6 et Haad § g%
ST % YT T o fEaT o st # g | TorAreT {8t & w4 et fawqieasr
F U0 2.19 F AqER 277 9% 75 70 5717 § 3% ST oo+ a1 § i 877 et &
ZTET SASIT Te™T & 12 7 §T | THh AATAT TSTATT [MaH-qeaio®T & 97 2.23 & AqaT
T T F qAT FATTI § FRierd 9o & giaglar gy B § # ar

EHTY FIITTT & STFTRAT T FHATIAT 1 1571 7 SATF89F F1F FH & [T TIqeTizd
FIT F [T Public Folder —Audit 2- Hindi Cell- Hindi Translation Folder - # @afad
SHTHTT & HIqET H [FAafatad JeefoT @37 737 5 | S04 § 13 578 97-57 [4qeq §
qT Fa G |

F. TRt / SRSt & wTqa o= et Iqay ST Arae@E A8 g 6 oy gfowrdt § dam £y
AT qTEdT |

g. 918 fequivrt &t gt afed o or sasere wrde |

T. ATHTT &9 F TIHd BIed Ud G131 6T 979 |

. fowrdft wre § "8 |

asft e srfereRTtat &1 e oo sar g &, o & wm= va oot st = 1
ETHET FT ITANT TFAT ATT | 3701 T8 A=er faar sirar g 7 ue stiafes A= osft a=rft
T S0 e T 0 ST & ST g atel AT Earasii U T & (g ey ST
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g I AT &% @6 | |7 g1, ToTeedl AT AT /aTas F6a" 997 92 a1 S
AT fAHTRT SO & e ITeaelT 3 TTHTIOE 81 3T o e ST gl 9 |

Tl @7 STAFIRAT FRT g7 TAT AT 135 ITFA A9/ [779 -3 q 307 J1a
FF F [T T T ZIAT & AT Z-Si%d F7 3TN FXd THT TTHIIT FIIFaTT Gl
TTTETAT FT HAIF97% AFITAT FIIF0T F2 1

1. Compliance of section 3(3) of Official Language Act 1963: All the general orders
issued under section 3(3) of Official Language Act, 1963 which are of standing nature,
intended for departmental use, related to and intended for group or groups of
Govt.employees such as office orders, sanction orders, notices, circulars, memos, tenders
etc should compulsorily be issued in bilingual. As per the Annual Programme issued by the

Dept of Official Language, M/o Home Affairs target prescribed for this purpose is 100%.

2. Compliance of Rule 5 of Official Language Rules, 1976: Rule 5 of Official Language
Rules, 1976 stipulates that, communication from a Central Govt. Office in reply to
communications in Hindi shall be in Hindi. As per the Annual Programme issued by the

Dept of Official Language, M/o Home Affairs target prescribed for this purpose is 100%.

All the sections are directed to furnish a copy of English original of all documents issued
under section 3(3) of Official Language Act and reply to the letter received in Hindi for
translation as soon as the draft is ready, so that they could be issued in bilingual
simultaneously. All the controlling Sr.AOs may ensure that all the documents under section
3(3) are issued only in bilingual while signing them and Hindi versions are always above

the English versions and they are of same font size.

3. Original Correspondence: It may be noted by all the sections that, the target prescribed
for the Central Govt offices located at Region ‘C’ for correspondence with Central Govt
offices is 55%. In order to achieve 55%, the target prescribed for original correspondence,
the English letters sent with Hindi covering letters may not be taken into account, but
the letters sent fully in Hindi may only be considered for the same. Hence, attempts

may be made to send more letters fully in Hindi.

4. Noting in Hindi: As per Rule 10(4) read with Rule 8(4) of Official Language Rule, 1976
where any office having 80% of its employees have working knowledge of Hindi, that
office is notified to use Hindi for noting, drafting and for such official purpose like
correspondence etc. by employees who possess proficiency in Hindi. This is further
emphasized in the Annual Programme 2022-23 also. Accordingly, the target prescribed for
noting in the files in Hindi is 30%.
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All the sections are directed that notes of standard nature where the contents are more or
less the same with some changes in dates and programme have to be made in bilingual. In
other notes, the phrases seeking orders, may be written first in Hindi and the designations

may be written in bilingual only.

5. As per Rule 11 (2) of Official Language Rules, 1976 forms and headings of registers
used in any Central Government Offices shall be in Hindi and in English. As per para 2.19
of the Manual of Official Language Hindi, Hindi headings should come first followed by
English headings and the types used for Hindi letters should not be smaller in size than that
used for English letters. In addition, as per para 2.23 of the Manual of Official Language,
entries in registers maintained in offices located in ‘C’ region are to be made in Hindi as

for as possible.

All the sections are directed to ensure the compliance of the above rules. In order to encourage
all the officers/employees of our office to do more work in Hindi the followings are
displayed in the Public Folder —Audit 2- Hindi Cell- Hindi Translation Folder - concerned
section’s folder. Sections are requested to save these formats in their own systems.

a. Acknowledgement in bilingual for those letters received in Hindi/ English which do
not require replies.

b. Bilingual format for noting purpose with a list of commonly used footnotes.

c. Commonly used file and register names.

d. Closings in bilingual format.

All the Branch Officers are directed to utilize these formats for correspondence and noting
purpose. They are also directed to maintain an Internal Control Register for watching
bilingual issuance of all documents and correspondence from their sections. Weekly
/monthly closing of registers may be done on time so that the data furnished in QPR is

transparent, authentic and easily available.

It may be noted by all Branch Officers that all the above orders/ instructions are applicable

to the work done through E-Office also and While using e-office. ensure mandatory

compliance with the provisions related to implementation of official language.

[STEIT WETe@ThTT & oraer f2.26.03.2024 F 8T ST 1]

Signed by Yashoda
Date; 26-03-2024 17:30:47

FRE IT AZETHRE (TATET T A1.T.9.-1)
4T H/To
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T ormaET ATIFHTLNTT - HEFT FATAT T AqTET FATAE, J (STURT BIHe q T AT
F )

All Branch Officers - Main Office and Branch Office, Thrissur (The above formats may be
procured through mail)
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