
‚ããä¦ã ½ãÖ¦Ìã¹ãî¥ã  /  Very Important

Ààãã Êãñ ãã ãä¶ã¾ãâ¨ã‡ã  ‡ã ã¾ããÃÊã¾ã / ãäÖâªãè ‡ã àã / Office of the CDA / Hindi Cell
618 ‚ã¸ãã ÔããÊã Ã / Anna Salai /  Þãñ¸ã Ã / Chennai - 600 018

ªîÀ¼ããÓã / Telephone # 044-24349980    Ext. 109

ãäÖ‡ã  / ‚ããªñÍã/ 1201 ãäª¶ããâ‡ã      /02/09

ÔãñÌãã  ½ãñ  / To

ÌããäÀ. Êãñ ãã ‚ããä£ã‡ã ãÀãè / Êãñ ãã ‚ããä£ã‡ã ãÀãè / The SAO /AO

Ààãã ¹ãòÍã¶ã ÔãâÌããä¦ãÀ¥ã ‡ã ã¾ããÃÊã¾ã ------------------ / Office of the DPDO  -------------------

ãäÌãÓã¾ã :  ÔãâÔãªãè¾ã Àã•ã¼ããÓãã Ôããä½ããä¦ã ´ãÀã ÔãâØã ¶ã ‡ãñ  „¹ã‡ã ã¾ããÃÊã¾ããò ‡ã ã ãä¶ãÀãèàã¥ã - ãäÀ¹ããñ›Ã- ãäÀ›¶ãÃ Þãã›Ã

ãä́ ¼ããÓããè ¦ãõ¾ããÀ ‡ã À¶ãã

Sub:   Inspection of the suboffices of the organization by the Parliamentary

Committee on Official language - Preparation of Report Return Chart in bilingual

 „¹ãÀãñ‡ã‹¦ã ãäÌãÓã¾ã ‡ãñ  Ôãºãâ£ã ½ãò ÔãîãäÞã¦ã ãä‡ã ¾ãã •ãã¦ãã Öõ ãä‡ã  ÔãâÔãªãè¾ã Àã•ã¼ããÓãã Ôããä½ããä¦ã ´ãÀã Ôã  ÔãâØã ¶ã ‡ãñ  ãäÌããä¼ã¸ã

ãñ›ñû-ºã¡ñ „¹ã‡ã ã¾ããÃÊã¾ããò ‡ã ã Ôã½ã¾ã Ôã½ã¾ã ãä¶ãÀãèàã¥ã ¹ãÀ ãä‡ã ¾ãã •ãã ÀÖã Öõ ý  Ôã‡ãñ  ‚ãÊããÌãã Ààãã ½ãâ̈ ããÊã¾ã (ãäÌã¦¦ã ¹ãÆ¼ããØã )

¦ã©ãã Ààãã Êãñ ãã ½ãÖããä¶ã¾ãâ¨ã‡ã  ‡ã ã¾ããÃÊã¾ã ‡ãñ  ‚ã£ãäã‡ã ããäÀ¾ããò ´ãÀã ¼ããè „¹ã‡ã ã¾ããÃÊã¾ããò ‡ã ã ãä¶ãÀãèàã¥ã ãä‡ã ¾ãã •ãã ÀÖã Öõ ý

ãä¶ãÀãèàã¥ã ‡ãñ  ªãõÀã¶ã ‚ã‡ã ÔãÀ ¹ãã¾ãã Øã¾ãã Öõ ãä‡ã  „¹ã‡ã ã¾ããÃÊã¾ããò ‡ã ñ ãäÀ¹ããñ›Ã ãäÀ›¶ãÃ Þãã›Ã ‡ãñ ÌãÊã ‚ãâØãñÆû•ããè ½ãò Öõ •ãºã ãä‡ã  Àã•ã¼ããÓãã

Ôãâºãâ£ããè ãä¶ã¾ã½ããò ‡ãñ  ‚ã¶ãìÔããÀ ¶ã‡ã ã ãä´¼ããÓããè / ãäÖâªãè ½ãò Öãñ¶ãã ‚ããÌãÍ¾ã‡ã  Öõ ý  Ôããè ‰ã ½ã ½ãò ÔãâØã ¶ã ‡ãñ  ãäÌããä¼ã¸ã Ààãã ¹ãòÍã¶ã

ÔãâãäÌã¦ãÀ¥ã ‡ã ã¾ããÃÊã¾ããò Ôãñ Ôãâºãâãä£ã¦ã ãäÀ¹ããñ›Ã ãäÀ›¶ãÃ Þãã›Ã  ‡ã ãñ ãä´¼ããÓããè Â¹ã ½ãò ¦ãõ¾ããÀ ‡ã À ¹ãÆªÍãÃ¶ãã©ãÃ ¹ãñÆãäÓã¦ã ãä‡ã ¾ãã •ãã ÀÖã Öõ ý

W.r.t. the above it is to intimate that the Parliamentary Committee on  Official

Language is inspecting all big and small sub offices of the organization from time to time.  In

addition to this Officers from the Ministry of Defence (Fin. Div.) and the Headquarters Offices are

also conducting Official Language Inspections from time to time.  It has often been observed at

the time of Inspection that in most offices Standard Drafts  are only in English which is not in

conformity with the Rules regarding the Official language.  Report Returns pertaining to the

DPDOs of the organisation  prepared in bilingual are forwarded herewith to all the DPDOs of the

organizations to ensure their bilingual Display..



Ôã Ôãâºãâ£ã ½ãò ‚ã¶ãìÀãñ£ã Öõ ãä‡ã :  In this connection it is requested that :

 1. ÔãâØã ¶ã ‡ãñ  Ààãã ¹ãòÍã¶ã ÔãâÌããä¦ãÀ¥ã ‡ã ã¾ããÃÊã¾ããò ‡ãñ  ‡ã ã¾ããÃÊã¾ã£¾ãàããò Ôãñ ‚ã¶ãìÀãñ£ã ãä‡ã ¾ãã •ãã¦ãã Öõ ãä‡ã  ‡ãð ¹ã¾ãã

¾ãÖ Ôãìãä¶ããäÍÞã¦ã ‡ã Àò ãä‡ã  ‚ã¹ã¶ãñ ‡ã ã¾ããÃÊã¾ã  ½ãò ¶ã‡ã ã ¹ãÆªÍãÃ¶ã  ‡ãñ ÌãÊã ãä´¼ããÓããè Â¹ã ½ãò Öãñ ÀÖã Öõý

The Heads of the various DPDOs of the organization are requested to ensure that the

above Report and Returns  are displayed in bilingual form only.

 2. Àã•ã¼ããÓãã Ôãâºãâ£ããè ãä¶ã¾ã½ããò ‡ãñ  ‚ã¶ãìÔããÀ ãäÀ¹ããñ›Ã-ãäÀ›¶ãÃ Þãã›Ã £ããÀã 3 (3) ‡ãñ  ‚ãâ¦ãØãÃ¦ã ‚ãã¦ãñ Öö  ‚ããõÀ  £ããÀã 3 (3) ‡ãñ

‚ã£ããè¶ã Ôã¼ããè ‡ã ãØã•ãã¦ããò ‡ã ã ãäÖâªãè ¾ãã ãä´¼ããÓããè Â¹ã ½ãò •ããÀãè ‡ã À¶ãã ‚ããä¶ãÌãã¾ãÃ Öõý  ‚ã¦ã: ‚ã¶ãìÀãñ£ã ãä‡ã ¾ãã •ãã¦ãã Öõ ãä‡ã  ½ãì ¾ã

‡ã ã¾ããÃÊã¾ã / ÀÊãñãä¶ã Þãñ¸ã Ã ¾ãã  ‚ããâãäÞããäÊã‡ã  ‡ã ã¾ããÃÊã¾ã (À¹ãòÔãâ) Þãñ¸ã Ã /ãä¦ãÁÌã¶ãâ¦ã¹ãìÀ½ã ‡ã ãñ ¹ãÆñãäÓã¦ã ãä‡ã Ôããè ¼ããè ¹ãÆ‡ã ãÀ ‡ãñ  ãäÀ¹ããñ›Ã / ¾ãã

‡ã ½ã Ôãñ ‡ã ½ã „¶ã‡ãñ  ¹ãÆñÓã¥ã ¹ã¨ããò ‡ã ãñ  ãäÖâªãè /ãä´¼ããÓããè Â¹ã ½ãò Öãè ¹ãÆñãäÓã¦ã ‡ã Àò ý

It may be mentioned that Report Returns fall under Section 3 (3) of Official Language Act

and as per the same it is essential to issue documents falling under Section 3 (3) only in Hindi

/bilingual form.  It is therefore requested that Reports of any  nature  rendered to the Main Office /

CDA Chennai  or Zonal Offices (DPD) Chennai or Trivandrum may necessarily be in  Hindi

/bilingual form failing which atleast their  forwarding memos may be Hindi / bilingual form.

Ôããè ‰ã ½ã ½ãò  ‚ã¶ãìÀãñ£ã ãä‡ã ¾ãã •ãã¦ãã Öõ ãä‡ã  ãäÀ¹ããñ›ãô ‡ãñ  ¹ãÆñÓã¥ã ¹ã¨ã ‡ã ñ ¶ã½ãî¶ããñ ‡ã ãñ ‚ã¶ãìÌããª ‡ãñ  ãäÊã† ãäÖâªãè ‡ã àã ‡ã ãñ  ¹ãÆñãäÓã¦ã

‡ã Àò ¦ãããä‡ã ¶Öò ãä´¼ããÓããè Â¹ã ½ãò •ããÀãè ‡ã À¶ãñ ½ãò ÔãìãäÌã£ãã ÖãñØããèý

To this extent and to facilitate their issue in bilingual form, the specimens of

forwarding memos of Reports of all nature may be forwarded immediately to the Hindi Cell

for translation and return please.

 3. ¾ãÖ ¼ããè ‚ã¶ãìÀãñ£ã ãä‡ã ¾ãã •ãã¦ãã Öõ ãä‡ã  ½ãì ¾ã ‡ã ã¾ããÃÊã¾ã ‡ã ãñ ãäÖâªãè ‡ã ãè ãä¦ã½ããÖãè ¹ãÆØããä¦ã ãäÀ¹ããñ›Ã ¹ãÆñãäÓã¦ã ‡ã À¦ãñ Ôã½ã¾ã

ãä¦ã½ããÖãè ‡ãñ  ªãõÀã¶ã ÜãÀã 3 (3) ‡ã ñ ‚ã£ããè¶ã •ããÀãè ‡ã ãØã•ãã¦ã ‡ã ñ ‡ã ãÊã½ã ½ãñ Ôãñ ªÍããÃ†â ý

Further it may be ensured while rendering QPR on Hindi to the Main Office No. of such

Reports rendered during the relevant  quarter may be reflected in the Column heading

Documents issued under Section 3(3) of OL Act .  Once again it is reiterated that as per Rules

pertaining to Official Language, all documents issued under Section 3(3) of OL Act may

necessarily be issued only in Hindi/bilingual form.

¾ãÖ „ÊÊãñ ã¶ããè¾ã Öõ ãä‡ã  ãäÌããä¼ã¸ã  Àã•ã¼ããÓãã Ôãâºãâ£ããè ãä¶ãÀãèàã¥ããñ ‡ã ñ ªãõÀã¶ã ãäÀ¹ããñ›Ã ãäÀ›¶ãÃ  ‡ã ñ ‡ã ñÌãÊã ‚ãâØãñ•ããè ½ãñ Öãñ¶ãñ ¹ãÀ

ãä¶ãÀãèàã¥ã ªÊã ´ãÀã ‚ãã¹ã¦¦ããè „ Ã Øã Ã Öõý  ‚ã¦ã: „¹ãÀãñ‡ã‹¦ã ‡ã ã Ôã‡ã‹¦ã ‚ã¶ãì¹ããÊã¶ã Ôãìãä¶ããäÍÞã¦ã ‡ã Àñ ý



This has been one of the major observations / objections raised during Official

Language Inspections by various teams. Hence the above may be strictly adhered to.

(•¾ããñãä¦ã ÔãìÀñÍã)

 ãäÖâªãè ‚ããä£ã‡ã ãÀãè
¹ãÆãä¦ã / Copy to

1. ‚ããâÞããäÊã‡ã  ‡ã ã¾ããÃÊã¾ã (À¹ãñÔãâ) Þãñ¸ã Ã With a request to issue to instructions to
ZO (DPD) Chennai the respective DPDOs  Offices in this regard

( copy endorsed to Hindi Cell ) and ensure
their compliance.  It is also requested that

2. ‚ããâÞããäÊã‡ã  ‡ã ã¾ããÃÊã¾ã (À¹ãñÔãâ) ãä¦ãÀÌã¶ãâ¦ã¹ãìÀ½ã Report-Return Chart together with their
ZO (DPD) Tiruvananthapuram              forwarding memos pertaining Reports of all

nature rendered by the to the two Zonal
Offices (DPD) to the Main Office / CGDA /
PCDA (P) Allahabad etc. may be forwarded
to the Hindi Cell for translation and return
please.

(•¾ããñãä¦ã ÔãìÀñÍã)

 ãäÖâªãè ‚ããä£ã‡ã ãÀãè



Ààãã ¹ãñÍã¶ã ÔãâãäÌã¦ãÀ¥ã ã¾ããÃÊã¾ã ____________ / Office of the DPDO  _____________

 Ôãâ ãäÀ¹ããñ Ã ã ¶ãã½ã ãÌããä£ã ¹ãÆñÓããä¦ã
1. ½ãããäÔã  ¹ãÆØããä¦ã ãäÀ¹ããñ Ã

Monthly Progress Report
½ãããäÔã

Monthly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

2. ½ãããäÔã ãè ãäÌãÌãÀ¥ã
Monthly Leave Statement

½ãããäÔã
Monthly

¹ãÆÍãã/IV/ÀÊãñãä¶ã Þãñ¶¶ã Ã

3. ¶ã ºããè Ôã ãäÀ¹ããñ Ã
NBS Report

½ãããäÔã

Monthly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

4. Ôãâ¾ãì ¦ã ããä£ãÔãîÞã¶ãã ãäÀ¹ããñ Ã
Joint Notification Report

½ãããäÔã
Monthly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

5. Ãû Ôããèû Þãû Ôãû ãâÍãªã¶ã
ECHS Contribution

½ãããäÔã
Monthly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

6. ¹ãñâÍã¶ãÀ ãäÍ ã¾ã¦ã ãäÀ¹ããñ Ã
Pensioners Grievances Report

½ãããäÔã
Monthly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

7. º¾ãã ã ãè ÌãÔãîÊããè ¦ã©ãã ãäÌãÊãâãäºã¦ã ãäÌã¹ãÆÓã¥ã
Recovery of Interest and Delayed remittances

½ãããäÔã
Monthly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

8. ÔãâÔãª ¦ããÀãâãä ¦ã ¹ãÆÍ¶ããñ ãè ãäÀ¹ããñ Ã
Parliament Starred questions Report

½ãããäÔã
Monthly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

9. ¶ã ªãè Êãñ ãã
Cash Accounts

½ãããäÔã
Monthly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

10. ºãõ  Ôã½ãã£ãã¶ã ãäÀ¹ããñ Ã
Bank Reconciliation Report

½ãããäÔã
Monthly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

11. Ã-¹ãñ½ãñ  Ôãâºãâ£ããè ãäÀ¹ããñ Ã
E-Payment Report

½ãããäÔã
Monthly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

12. ¹ã ã½ãÃ ý ¦ã©ãã ýý
Form I and II

½ãããäÔã

Monthly

¹ãÆÀÊãñãä¶ã (¹ãñ) ÊããÖãºããª
PCDA (P) Allahabad



13. ããñ ããÀ ããñ ¹ããè ãäÀ¹ããñ Ã
OROP Report

½ãããäÔã

Monthly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

14. ½ã ãã Ã Ôã ãäÀ¹ããñ Ã
MIS Report

ãä¦ã½ããÖãè
Qtly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

15. ºã ã¾ã ½ããâØã
Outstanding Demands

ãä¦ã½ããÖãè
Qtly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

16. ¶ãû ãã Ãû ¡ãèû ¦ã©ãã ½ãð¦¾ãì ãñ  ½ãã½ãÊããò ãè ãäÀ¹ããñ Ã
NID and Death cases Report

ãä¦ã½ããÖãè
Qtly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

17. ¹ãÖÞãã¶ã ãä  Øã  Ì¾ããä ¦ã¾ããò ã Ô Ôã ¦ã©ãã À¹ãòÔãâû
ããä£ã ãÀãè Ìã ÀÊãñãä¶ã ãñ  Ô¦ãÀ ¹ãÀ ºã ã¾ããò ã ¼ãìØã¦ãã¶ã

Status of Identified persons and payment of
arrears therof at DPDO & CDA levels-reg.

ãä¦ã½ããÖãè
 Qtly

ããâãäÞãÊã ã¾ããÃÊã¾ã
(À¹ãòÔãâ) Þãñ¸ã Ã
ZO (DPD) Chennai

18. ãäÖâªãè ãè ãä¦ã½ããÖãè  ¹ãÆØããä¦ã ãäÀ¹ããñ Ã
QPR on Progressive use of Hindi

ãä¦ã½ããÖãè
Qtly

½ãì ¾ã ã¾ããÃÊã¾ã /ÀÊãñãä¶ã
Þãñ¸ã Ã
Hindi Cell / CDA
Chennai

19. Àã ã¼ããÓãã ã¾ããÃ¶Ìã¾ã¶ã Ôããä½ããä¦ã ãè ºãõ ã ã¾ãÃÌãð¦¦ã
Minutes of Meeting of OLIC

ãä¦ã½ããÖãè
Qtly

½ãì ¾ã ã¾ããÃÊã¾ã /ÀÊãñãä¶ã
Þãñ¸ã Ã
Hindi Cell / CDA
Chennai

20. ÔãÀ ãÀãè ÔãñÌã ãò ãñ  ¹ããäÀÌããÀ ãñ  ÔãªÔ¾ããò ãè ãäÌãªñÍããè
ãä½ãÍã¶ã ¦ã©ãã ãäÌãªñÍããè ÔãâØã ¶ããò  ½ãò Àãñû ãØããÀ
Employment of family of Govt. servants in
foreign missions and foreign Organisations - reg.

ãä¦ã½ããÖãè
 Qtly

¹ãÆÍãã-ý ½ãì ¾ã ã¾ããÃÊã¾ã
AN-I / MO


