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HE FATT & T FTAN 74T AT 97 Fiay / All Sections of MO & Suboffices

g/ Sub:  TreraTaT e [ sifarfRew w5 srpurem gl w0 F R sade afmf g Sdem
- W A AT, el e fewmdt g % ey F IFfeRE aur i e
Inspection oy the Parliamentary Committee on Official language to ensure {he compliance
of OL Act and Rules —Checklist for ensuring that all pre-printed, standard formats, registers
etc are in bilingual form and Checkpoints established for cnmpliﬁncs of OL Act/Rules.

HYH/Ref: T FIATe F GHEEIH T/ This Office circular of eyen No. f&wis /-dated 03/10/2015,

ok & Wk

. SULr Had 9w & #9 # giEg w1 ¢ 5 dwdty g afafy dvee F oft wwfet 5
Flter w7 & 81 fra@ 6 wrg ¥ wigT gATt @ved § 41 gie #atey AOGE (AF) 99X T9T TeT 9
Ao Frates wreww i AGe & o g oo 5w wdy 7w f af e s 0 v e
HATT FATET wiewrd 1 Ted w41 A g frfteo o farwr #0 g e ear E , duad
affer R wratert St Fréror ¥ oo s e o & e a5 fAdew 78 s

In continuation of letter under reference it Is to bring to the notice of all concerned that the Committee of
Parliament on Official Language s undertaking Inspection of all Offices big and small. Two subofices of the
organization viz. AQ GE (AF) Sulur and DPDO Kollam have been t:hugen for inspection d'urlng a shot period of past
six months. In this connection kindly note that DPDO Kollam has never been inspected by the Committee earlier.
Hence it is fett that the Comniittee Is taking up Inspection of all thase offices not inspected by them earller.

Il IO T e A TS U T FAfAd ¥ S a9 6ee § adt svratest & a5
TA F AT HAW S gt F ShewfE S4F 72 FT Aqqren At gt wF 1 it o # ag oFf
e AT & & et sl ad & 2w qer st o S fas 99 g g o0 Al
I Fraterdt # e fra s arts aad afif wamEr st G o ek

In view of the above, all the Sections of the Main Office and suboffices of the organisation may
compulsorily ensure the compliance of all the points contained in the Checklist enclosed with this circular.
In this connection it may be pertinent to mention that the Main Office will take Up OL inspection of all such
office during the year 2013, that are likely to be inspected by the Parliamentary Committee .

W, Seraf g fr s el Frdeor & g, ari A1 32 T8 6y st gff o
g sifeerd § @t g d gafra st § fee oF o & Qure wfy fde § wifee aivst 5
e T ST g1 .

It may also be pertinent to mention that in the event of a Parliamentary Committee Inspection a
questionairre comprising of 32 pages has to be submitted to the Committee well ahead of their proposed
inspection. These pages contain consolidated figures of details gontained in QFR rendered during the
past one year i.e 04 QFs.

V.  Fasr Al f o adt F o e e et o g e
Past experience of Inspection by Parliamentary Committee of various Offices have brought the
following to our notice: & '
1. g1 3(3) ¥ «AefiT 9T F9E / Documents jssued under Section 3 (3) of OL Act :
F) ATATT G97 TATAF ey feardy STt 987 v 71 speray Hree a=fa 728 &1
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) 39§ 9T § 6 TeaT 39 ATl § U9 ey faeTer & S sarer § w4767 01 -
10 % #ime & S 21 § wig Fedte F s aferg wvan & zate st & S G e
YAIT Al gl
It is ohserved that not more that 01-10 such orders are Issued during a quarter but the figure
mentioned tn QPR rendered is quite large, which does not appaar canvinelng.

. FTITAET F ST a97 FAATAT $it FT Ty Hadt e i e e

Register of Roster of Hindi Qualification of all officers and staff

F) T H wrar § 5 saeay Fatest # 9 e 1T 91 Sueey A8 8 H9ar weiad q8
=

It has been observed that in maost of the Sections fsuboffices the above register |s sither not

avallable or not updated,

w) Tg Freor e & & aiE "Et wdid J8) 2l
Owing to this the figures regarding strength and other detalls of the office does not tally/ appear
carrect.

W) TEA HEgd wi Fr e oArE/2503 fBarw 24/10/2018 F weftw g Ay R
AT £ | AT 3% TR A 5H IR H AT F4
Proforma pertaining to this has been reissued vide Main Office No. T2 / Trar/2503

&% 24/10/2018. The said register may be compulsorily maintained in this format.

| R sy v Rl e ¥ wew ¥ R e aied s ad i Gt i
The figures pertaining to Letters received and sent in Hindi contained in QPR mostly seem
incorrect because:

%) Tt o arg oy SfUe AT w5 ey a7 97 suees T8 & S9ar AT w9 8l
Reagister pertaining to letters received and sent in Hind| is either not maintained or not updated.

@) 7y 2| & & Bl me F  Frdreror i g am g 9T, T autd 19
T AT LT " ST gl :
It has further been observed that in the event of an OL inpection new register is opened
in place of updating the existent one.
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As a result the figures contained in QPR do not appear to be comect as they do not talty with the
register or report s prepared and forwarded without proper records. i

. g % S B 7 et Prorfrt/Notings made in Hindi during the QE

%) o i e & B v i ga FErE A wEe | o R e § zafn
AFE Fa T A8l 2 |
It has been observed thal several offices do not maintain a record of this, hence the
figures raflected in the QPR against this column do not appear to be comrect.

) =9 " W g Fratay g gy EEAaarEE/ 2503 EAE 24/10/2018 FT HEd &
fore cen T g e e e gar arwiat s B o g
Please refer this office cirlular fE&fmamm/ 2503 fa=iH 24/10/2018 wherein quidelines

and proforma in this regard have been published and confirm to norms contained
" therein,

. TTTHTET AT giAE i d5F AT a4 g
Constitution of OLIC and conduct of its Qtly. Meetings:

%) 03 sfe St 4o AfmR T AETRR ¥ weae ¥ FEieEt § g an
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It is compulsory to constitute OLIC in all such offices that have & strength of more than
03 Officers and staff put together.
) %ﬁﬁw%ﬁﬁﬁﬁm%mmﬁﬁmwmaﬁfﬁmwﬁ
It has come to be observed that several sub offices having the above strength have not
constituted an OLIC,

) %ﬁmmmﬁwﬁ%ara%mmgaﬁﬁmﬁ#m%ﬁ
THEH ST T ST arforae &) :
Meetings of OLIC are organized after the QE while they may be organized before the QE.

) m##ﬁﬁtﬁmwﬁmaﬁawﬁﬁ ERIEGER Tk

Register of OLIC is either not available or not updated.

) ugw&%@%ﬁm%ﬁ?ﬂﬁﬁﬁnﬂiﬁﬁﬁmw%wﬁ?ﬁmﬂﬁﬁw
g@qmmaﬁ’rﬁﬁﬁﬁmmgaﬁﬁm%mﬁmﬁwqﬁw
ST T FAE w7 § A e s 3
It has further been observed that the Minutes have been stan&'ardized and forwarded to
MO every QE only by changing the QE and date, while the discussion on important points for
implemetation are required to be minuted and forwarded to the MO,

V.  o9d a9t 7€) T BT ¥ TET 5 qeT Fraters ¥ A seavit aur $s ¥ 5w wwh &
g &
In view of the above points the Section and the sub offices of the organization are requestad to:
F)  SUUTH HE HEAT IV 1 - 5 F Argeas g w1 79y gw e T Frtey i gig iRy
Ed
Corrective steps may be ensured regarding IV 1-5 above and a confirmation to this effect given
immediately to this office.
) T 9T AT §Ed TS #m‘ﬁwﬁaﬁ%mﬁﬁ%mnﬁwmvﬁ
NPT 3 506 qfe g srafag 513 -
Other points contained in the checklist enclosed may also be complied with a
confirmation to inis effect given immedialely o this office.

M AT 2019 & A S R RAtE F e R ¥ s e R wot % R w5
USRI FiT AfETdT: (extract) deH F¥)
All QPRs forwarded from QE March 2019 onwards may also enslose an extract of diary
register of letters received and sent in Hindi, :

VI e e arr A 2019 &R avit e wratert gy Rt Ry smon S
T I &t F I o i e R smom S T F |79 5 B 97 s Ry s
& T TreraTaT w12 % qEe ToTaT § Wﬁ'ﬁﬁaaﬁwfmmﬁl
The Main Office will take up inspection of all such sub offices during the year 2019 and all of the
aforesaid points will be verified during the course of the inspection. In addition to the above i is one

again reiterated that as per Rule 12 of the Official Language Act, the respnnsihility of implementation of

OL lies with the Head of the Section/Sub Office. -
@ @ e 7EeaT ¥ 2497 2/ CDA has seen. . W
" - Si= g1 / Check list i
(s en)

HEIF e (TeTeT) /AD(OL)

Copy to
SAO / EDP: With request to upload to Office website.
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OL Implementation / Checklist

FIATTT [ATATT A2 | TIEETF e a7 B v 3 fefiet 3 sy o=
it Eanft =7 # & s 57 |

Office/Section / Admin orders, Forwarding Memos of all types of Reports to

be in Bilingual anly.

Rt & sTH qar 3% Y AT AT F ST < i vavaTg A F e e
AT AT e R st i wir s |

Separats register to be maintained for letters received and dispatched in
Hindi. This also if need be, has to be submitted to the inspection officer at

the time of Inspection.

THT AT T |, TrEAT 7 RoTfe o e St o Bt # £ srh
T |

All forwarding memos, acknowledgements, NIL Reports and reminders to
be issued in bilingual only. Standard forms have been circulated to all the

Sections /suboffices,

Bt / Rt =7 & areq w7 g @B & grmafm @t 5 % R e e
FT TETaETs AfHard §,..

Separatz Register to be maintained for letters received in Hindi and all
Hindi / bilingual / letters signed in Hindi recorded in this,

s At F S iR % R Fr G4 & &5 wremr 05 F Sy o
ﬁﬁ?#ﬁﬁnﬁ@#wwﬁﬁﬁwﬁ Fr Bdt vt Tt vty
frare & ama Bt a1 = 9 54

Despatch / Receipt of all of the above 1to 5 may be recorded Region wise
(AB and C Regions) in register of Letters sent / Received in Hindi and
reflected in the QPR on Hindi. Xerox copy of extract of Register may be
forwarded along with the QE Report.
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FEEE K owdt ATE #F BR amwedm W B owmm
All PCs may have Hindi software.
Freferfiya = s s &1 wavEe e s
1)t ,2) Tramms wrew, 3) B gkt arzer 4) B =
Separate files for a) QPR on Hindi b} OLIC c) orders regarding Hindi - to

be maintained.

AT TAT FATEA % AfFIIEAT U WTF F7 0w fFaifia wnf § v o |
Iutegfe i & 9 @& & e s

Roster of officers and staff of Section to be maintained in specific

proforma. MNames in attendance Registers to be bilingual.

IS FAL qAT Theeedt o7 fawy et w7 & fF sy s B qar 3w
Frr arsfrgr e

Subjects of file covers and registers to be bilingual with Hindi on top
followed by English .
wift TR & Ftaw o fBarft g =fze

Column Headings of all registers may be bilingual.

FTATT | FEATg F ot Wt § o vt @ § § s G 5
R A2 AALTF 21 A1 FF A e srfdardy v wega fro s

Possible entries to be made in Hindi in all registers of the Section /Office.
In the event of Inspection, a few sample rag isters to be submitted to the

inspection officer if required.

T} s i g, ATHE, ArEA ArE e Rt Ef

All Rubber stamps, name boards, sign boards to be compulsorily in

bilingual form only.

eruff sterasr o AT o sf w1 fardt sy g affEd €

Fly leaf instruction and monthly submission sheet in all registers to be

bilingual.
R w7 g Iy F0% TE A=A, FATEw qgraa arfy #1 B w5
oftmgn e #§ gRER X Wower @ gl W)
All glossaries, dictionaries, Karyalaya Sahaf.rika circulated by Hindi Cell to

the Section to be taken on charge in Access!un Register.



