
EXTRACT FROM SECTION 3(3) OF OFFICIAL  LANGUAGES ACT,1963 

 

(3)  Notwithstanding anything contained in sub-section (1) both Hindi and the English language shall be used for - 

 

(i) resolutions, general orders, rules, notifications, administrative or other reports or press communiqués 
issued or made by the Central Government or by a Ministry, Department or office thereof or by a 
Corporation or Company owned or controlled  by the Central Government or by any office of such 
Corporation or Company; 

 

(ii) administrative and other reports and official papers to be laid before a House or the Houses of 
Parliament; 

 

(iii) contracts and agreements executed, and licences, permits, notices and forms of tender issued by or on 
behalf of the Central Government or any Ministry, Department or Office thereof or by a Corporation or 
Company owned or controlled by the Central Government or by any office of such Corporation or 
Company. 

 

 

 

As per Section 3(3) of the Official Languages Act, 1963 the following are covered in general orders :- 

 

 

(1)   all orders, decisions or instructions intended for departmental use and which are of standing nature; 

 

(2)   all such orders, instructions, letters, Memoranda, Notices, etc. related to or intended for group or 

groups of Government employees; 

 

(3)  all circulars whether intended for departmental use or for Government employees. 

 

 

              OFFICAL LANGUAGE ( FOR OFFICIAL USE OF THE UNION) RULES,1976 

 

Rule 2  (1) “Region A” means the States of Bihar, Jharkhand, Haryana, Himachal Pradesh, Chattisgarh, Madhya 

Pradesh, Rajasthan, Uttar Pradesh, Uttaranchal and Andaman and Nicobar Islands and the Union 

Territory of Delhi; 

 

 (2) “Region B” means the States of Gujarat, Maharashtra and Punjab and the Union Territories of 

Chandigarh; 



 

 (3)  “Region C” means the States and the Union Territories other than those referred to in clauses        

(f) and (g). 

Rule 5      Replies to communications in received in Hindi-   Notwith standing anything contained in rules 3 and 4 

communications from Central  Government Office in reply to communications in Hindi shall be in Hindi 

 

Rule 8        Noting in Central Government offices  

 

(1) An employee may record a note or minute on a file in Hindi or in English without being himself 

required to furnish a translation thereof in other language. 
  

 

(4)  Not withstanding anything contained in sub-rule (i) the Central Government may order, specify the 

notified offices where Hindi alone shall be used for noting, drafting and for such other official purpose 

as may be specified in the order by employees who possess proficiency in Hindi.  

 

Rule 10           1.  Proficiency in Hindi - An employee shall be deemed to possess proficiency in Hindi if:- 

 

 

(a) he has passed the Matriculation or any equivalent or higher examination 
with Hindi as the medium of   examination; or 

 

(b)  he has taken Hindi as an elective subject in the degree examination or any other 
examination equivalent to or higher than the degree examination; or 

[[ 

 

(c) he declares himself to possess proficiency in Hindi. 
 

 

 

2. Working knowledge of Hindi - An employee shall be deemed to have acquired working knowledge of 

Hindi if he has passed:- 

 

(i) the Matriculation or an equivalent or higher examination with Hindi as one of the subject; or 
 

 

(ii) the Pragya examination conducted under the Hindi Teaching Scheme of the Central 
Government or when so specified by that Government in respect of any particular category of 
posts, any lower examination under that Scheme; or 



 

(iii) any other examination specified in that behalf by the Central Government; or 
 

(iv) if he declares himself to have acquired such working knowledge. 
 

Rule 10(2)  The staff of a Central Government Office shall ordinarily be deemed to have acquired a working 

knowledge of Hindi if eighty percent of the staff working therein have acquired such knowledge. 

 

Rule 10(4)  The names of the Central Government Offices, the staff whereof have acquired a working knowledge 

of Hindi, shall be notified in the Official Gazette.  

 

Provided that Central Government may if it is of opinion that the percentage of the staff working 

in a notified office and having a working knowledge of Hindi has gone below the percentage 

specified in sub-rule (2) from any date, it may, by notification in the Official Gazette declare that the 

said office shall cease to be a notified office from that date. 

 

 

Rule 11     Manuals, codes, other procedural literature, articles of stationery etc. –  

 

(1) All manuals, codes and other procedural literature relating to Central Government offices 

shall be printed or cyclostyled, as the case may be, and published both in Hindi and English in 

diglot form. 

 

(2) The forms and headings of registers used in any Central Government office shall be in Hindi 

and in English. 

 

(3) All name-plates, sign boards, letter heads and inscriptions on envelopes and other items of 

stationery written, printed or inscribed for use in any Central Government office shall be in 

Hindi and in English. 

 

  Provided, the Central Government may, if it is considered necessary to do so by general 

or special order exempt any Central Government office from all or any of the provisions of this 

Rule. 

 

   Rule 12      Responsibility for compliance-  

 



(1)   It shall be the responsibility of the administrative head of each Central Government office:- 

 

(i) to ensure that the provisions of the Act and these rules are properly complied with; and 

 

(ii) to devise suitable and effective check points for this purpose. 

 

(2)  The Central Government may from time to time issue such directions to its employees and 

offices as may be necessary for the due compliance of the provisions of the Act and these 

rules. 

 

Extracts from O.M. No. 14034/15/87-O.L. (A-I) dt. 26 Feb' 1988 of Ministry of Home Affairs, Department of 

Official Language regarding reply in Hindi of the letters received in English. 

 

1. Under the provisions of Rule 3 of the Official Language Rules, 1976, it is required that all 

Ministries/Departments/Offices/Undertakings/Companies, etc. of the Central Government located in 

Region “A” and “B” should correspond with the States or Union Territories or the offices under their 

control located in Region “A” in Hindi. 

  

Extracts from O.M.No. 12024/2/92-O.L.(B-2) dated 06-04-1992 of Ministry of Home Affairs, Department of 

Official Language regarding establishment of check points. 

 

(I) Writing of addresses on envelopes in Hindi 

 

  The Despatch section should be made a check-point and it should ensure that the addresses on the 

envelopes, meant for dispatch to regions “A” and “B” are written in Hindi. 

 

(II) Entries to be recorded in the Service-Books 

 

 It should be the responsibility of the Officer-in-Charge of the section where the service books are 

maintained that the entries in the service books of the officers/staff working in the regions “A” and 

“B” should be recorded in Hindi. In region “C” such entries should be made in Hindi as far as 

possible. This fact should be examined at the time of making entry in the Service Books/signing the 

Service-Books. 

 



(III)    General responsibility  

        It is the responsibility of the officer signing the letter or the document to see that the letters, 

circulars etc. required to be issued in Hindi or both in Hindi and English. 
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                        IMPORTANT  OFFICIAL RULES 
 

1    याजबाषा अधधधनमभ, 1963 की धाया 3(3) से उद्धयण 
 

 उऩधाया (1) भं अन्तर्विष्ट ककसी फात के होत ेहुए बी कहन्दी औय अगं्रेजी बाषा दोनं  ही- 
(i) सकंल्पऩं, साधायण आदेशों, धनमभं, अधधसचूनाओ,ं प्रशोासधनक मा अन्म 

प्रधतवेदनं मा प्रेस र्वऻधिमं के धरए जो केन्रीम सयकाय द्वाया मा उसके ककसी 
भतं्रारम, र्वबाग मा कामािरम द्वाया मा केन्रीम सयकाय के स्वाधभत्व भं/के मा 
धनमतं्रण भं/के ककसी धनमभ मा कम्ऩनी द्वाया मा ऐसे धनगभ मा कंऩनी के 

ककसी कामािरम द्वाया धनकारे जात ेहं मा ककए जात ेहं; 

(ii) ससंद के ककसी सदन मा सदनं के सभऺ यखे गए प्रशोासधनक तथा अन्म 

प्रधतवेदनं औय    याजकीम कागज-ऩत्रं के धरए; 

(iii) केन्रीम सयकाय मा उसके ककसी भतं्रारम, र्वबाग मा कामािरम द्वाया मा उसकी 
ओय से मा केन्रीम सयकाय के स्वाधभत्व भं/के मा धनमतं्रण भं/के ककसी धनगभ 

मा कम्ऩनी द्वाया मा ऐसे धनगभ मा कम्ऩनी के ककसी कामािरम द्वाया धनष्ऩाकदत 

सरं्वदाओ ं औय कयायं के धरए तथा धनकारी गई अनऻुधिमं, अनऻुाऩत्रं, 
सचूनाओ ंऔय धनर्वदा-प्रारूऩं, के धरए प्रमोग भं राई जाएगी ।  

 

याजबाषा अधधधनमभ, 1963 की धाया 3 (3) के अनुसाय साभान्म आदेशो भं धनम्नधरखखत 
सखम्भधरत है- 

 

(1) ऐसे सबी आदेशो, धनणिम मा अनदेुशो जो र्वबागीम प्रमोग के धरए हं औय जो स्थामी 
प्रकाय के हं; 

 

(2) ऐसे सबी आदेशो, अनदेुशो, ऩत्र, ऻाऩन, नोकिस आकद जो सयकायी कभिचारयमं के सभहू 



अथवा सभहूं के सफंधं भं हं मा उनके धरए हं; 
 

(3) ऐसे सबी ऩरयऩत्र जो र्वबागीम प्रमोग के धरए हं मा सयकायी कभिचारयमं के धरए हं।  
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  (3)       EXTRACT FROM SECTION 3(3) OF OFFICIAL  LANGUAGES ACT,1963 

 
 

(i) resolutions, general orders, rules, notifications, administrative or other reports or press 
communiqués issued or made by the Central Government or by a Ministry, Department or 
office thereof or by a Corporation or Company owned or controlled  by the Central 
Government or by any office of such Corporation or Company; 

 

(ii) administrative and other reports and official papers to be laid before a House or the Houses 
of Parliament; 

 
 

 

(iii) contracts and agreements executed, and licences, permits, notices and forms of tender 
issued by or on behalf of the Central Government or any Ministry, Department or Office 
thereof or by a Corporation or Company owned or controlled by the Central Government or 
by any office of such Corporation or Company. 

 
 

 

As per Section 3(3) of the Official Languages Act, 1963 the following are covered in general orders :- 
 

 

(1)   all orders, decisions or instructions intended for departmental use and which are of 
standing nature; 

 

(2)   all such orders, instructions, letters, Memoranda, Notices, etc. related to or intended for 
group or groups of Government employees; 

 

(3)  all circulars whether intended for departmental use or for Government employees. 
 

 

2 याजबाषा (संघ के शोासकीम प्रमोजनं के धरए प्रमोग) धनमभ, 1976 
 

धनमभ 2 (च) "क" ऺेत्र से र्फहाय, झायखण्ड, हरयमाणा, कहभाचर प्रदेशो, भध्म प्रदेशो, छत्तीसगढ़, 
याजस्थान औय उत्तय प्रदेशो याज्म, उत्तयांचर औय अडंभान औय धनकोफाय द्वीऩ सभहू तथा 
कदल्परी के सघं याज्म ऺेत्र अधबप्रेत हं; 

                (छ) "ख" ऺेत्र से गजुयात, भहायाष्ड औय ऩजंाफ याज्म औय चंडीगढ़, दभन एव ंदीव तथा 
दादया व नगय हवेरी सघं याज्म ऺेत्र अधबप्रेत हं; 

              ज)   "ग" ऺेत्र से खण्ड (च) औय (छ) भं धनकदिष्ट याज्मं औय सघं याज्म ऺेत्रं से धबन्न याज्म 

तथा सघं याज्म ऺेत्र अधबप्रेत हं।   

  

धनमभ 8 केन्रीम सयकाय के कामािरम  ंभं किप्ऩण  ंका धरखा जाना 
 

 (1)  कोई कभिचायी ककसी पाईर ऩय किप्ऩण मा कामिवतृ्त कहन्दी मा अगं्रेजी भं धरख 



सकता है औय उससे मह अऩेऺा नहीं की जाएगी कक वह उसका अनवुाद दसूयी बाषा भं 

प्रस्ततु कये। 

                       (4)   उऩधनमभ (1) भं ककसी फात के होत े हुए बी केन्रीम सयकाय, आदेशो द्वाया ऐसे 

अधधसधूचत कामािरमं को र्वधनकदिष्ट कय सकती है जहा ंऐसे कभिचारयमं द्वाया खजन्हं कहन्दी 
भं प्रवीणता प्राि हं, किप्ऩण, प्रारूऩण औय ऐसे अन्म शोासकीम प्रमोजनं के धरए, जो 
आदेशो भं र्वधनकदिष्ट ककए जाए,ं केवर कहन्दी का प्रमोग ककमा जाएगा ।  

 

धनमभ 10 (2) मकद केन्रीम सयकाय के ककसी कामािरम भं कामि कयने वारे कभिचारयमं/अधधकारयमं 
भं से अस्सी प्रधतशोत ने कहन्दी का कामिसाधक ऻान प्राि कय धरमा है तो उस 

कामािरम के कभिचारयमं के फाये भं साभान्मतमा मह सभझा जाएगा कक उन्हंने कहन्दी 
का कामिसाधक ऻान प्राि कय धरमा है। 

धनमभ 10 (4)  केन्रीम सयकाय के खजन कामािरमं के अस्सी प्रधतशोत कभिचारयमं/अधधकारयमं ने 

कहन्दी का कामिसाधक ऻान प्राि कय धरमा है, उन कामािरमं के नाभ याजऩत्र भं 

अधधसधूचत ककए जाएंगे।  
 
 

ऩयन्त,ु मकद केन्रीम सयकाय की याम है कक ककसी अधधसधूचत कामािरम भं 
काभ कयने वारे औय कहन्दी का कामिसाधक ऻान यखन े वारे कभिचारयमं का 
प्रधतशोत ककसी तायीख से उऩ-धनमभ (2) भं र्वधनकदिष्ट प्रधतशोत से कभ हो गमा है, तो 
वह याजऩत्र भं अधधसचूना द्वाया घोर्षत कय सकती है कक उक््त  कामािरम उस तायीख 

से अधधसधूचत कामािरम नही यह जाएगा ।  

 

2 Official Language (for Official use of the Union) Rules, 1976 
 
 

Rule 2  (f)    “Region A” means the States of Bihar, Jharkhand, Haryana, Himachal 
Pradesh, Chattisgarh, Madhya Pradesh, Rajasthan, Uttar Pradesh, 
Uttaranchal and Andaman and Nicobar Islands and the Union 
Territory of Delhi; 

 
 (g)     “Region B” means the States of Gujarat, Maharashtra and Punjab and 

the Union Territories of Chandigarh, Daman & Diu and Dadra & 
Nagar Haveli; 

 
 (h)     “Region C” means the States and the Union Territories other than 

those referred to in clauses (f) and (g). 
 

Rule 8         Noting in Central Government offices  
 
 (1) An employee may record a note or minute on a file in Hindi or in 

English without being himself required to furnish a translation thereof in 
other language. 



  
(4) Not withstanding anything contained in sub-rule (i) the Central 
Government may order, specify the notified offices where Hindi alone shall 
be used for noting, drafting and for such other official purpose as may be 
specified in the order by employees who possess proficiency in Hindi.  

 
Rule 10(2)   The staff of a Central Government Office shall ordinarily be 

deemed to have acquired a working knowledge of Hindi if eighty percent of 
the staff working therein have acquired such knowledge. 

 
Rule 10(4)   The names of the Central Government Offices, the staff whereof 

have acquired a working knowledge of Hindi, shall be notified in the Official 
Gazette.  

Provided that Central Government may if it is of opinion that the 
percentage of the staff working in a notified office and having a working 
knowledge of Hindi has gone below the percentage specified in sub-rule (2) 
from any date, it may, by notification in the Official Gazette declare that the 
said office shall cease to be a notified office from that date. 

 
 

 

 

 

 

 

3 1. कहन्दी भं प्रवीणता - ककसी कभिचायी के फाये भं मह सभझा जाएगा कक उस ेकहन्दी भं प्रवीणता 
प्राि है मकद उसने- 

 

(क) भकैिक ऩयीऺा मा उसके सभकऺ मा उससे उच्चतय कोई ऩयीऺा कहन्दी को भाध्मभ के 

रूऩ भं अऩनाकय उत्तीणि की है; अथवा  
 

(ख) स्नातक ऩयीऺा भं अथवा स्नातक ऩयीऺा के सभकऺ मा उससे उच्चतय ककसी अन्म 

ऩयीऺा भं कहन्दी को उसने एक वकैखल्पऩक र्वषम के रूऩ भं धरमा था; अथवा 
 

(ग) वह मह घोषणा कयता है कक उसे कहन्दी भं प्रवीणता प्राि है। 
 
 

2. कहन्दी का कामिसाधक ऻान - ककसी कभिचायी के फाये भं मह सभझा जाएगा कक उसने कहन्दी का 
कामिसाधक ऻान प्राि कय धरमा है, मकद उसने- 

 

(i) भकैिक ऩयीऺा मा उसके सभकऺ मा उससे उच्चतय ऩयीऺा कहन्दी र्वषम के साथ उत्तीणि 
की है; अथवा 



(ii)  केन्रीम सयकाय की कहन्दी धशोऺण मोजना के अन्तगित आमोखजत प्राऻ ऩयीऺा मा उस 

सयकाय द्वाया ककसी र्वधशोष्ट वगि के ऩदं के सफंधं भं धनधािरयत कोई धनम्नस्तय ऩयीऺा 
उत्तीणि की है; अथवा  

(iii) केन्रीम सयकाय द्वाया इस धनधभत्त र्वधनधािरयत कोई अन्म ऩयीऺा उत्तीणि कय री है; मा 
(iv) मकद वह मह घोषणा कयता है कक उसने ऐसा ऻान प्राि कय धरमा है। 

 

 

3 1.  Proficiency in Hindi - An employee shall be deemed to possess proficiency in Hindi if:- 

 
 (a)   he has passed the Matriculation or any equivalent or higher examination with Hindi as 

the medium of  examination; or 
 
  (b)      he has taken Hindi as an elective subject in the degree examination or any other 

examination  equivalent to or higher than the degree examination; or 
 

 (c)       he declares himself to possess proficiency in Hindi. 
 

 2. Working knowledge of Hindi - An employee shall be deemed to have acquired working   
knowledge of Hindi if he has passed:- 

 
  (i)      the Matriculation or an equivalent or higher examination with Hindi as one of the 

subject; or 
 
  (ii)      the Pragya examination conducted under the Hindi Teaching Scheme of the Central 

Government or when so specified by that Government in respect of any particular 
category of posts, any lower examination under that Scheme; or 

 
 (iii)      any other examination specified in that behalf by the Central Government; or 

 
  (iv)      if he declares himself to have acquired such working knowledge. 

 

 



4 धनमभ 11 भैनुअर, संकहताए,ं प्रकिमा संफंधी अन्म साकहत्म, रेखन साभग्री आकद - 
 

(1) केन्रीम सयकाय के कामािरमं से सफंधंधत सबी भनैअुर, सकंहताए ंऔय प्रकिमा सफंधंी 
अन्म साकहत्म कहन्दी औय अगं्रेजी भं कद्वबार्षक रूऩ भं मथाखस्थधत, भकुरत मा साइक्रोस्िाइर 

ककमा जाएगा औय प्रकाधशोत ककमा जाएगा। 

 

(2) केन्रीम सयकाय के ककसी कामािरम भं प्रमोग ककए जाने वारे यखजस्ियं के प्रारूऩ औय 
शोीषिक कहन्दी औय अगं्रेजी भं हंग े। 

 

(3) केन्रीम सयकाय के ककसी कामािरम भं प्रमोग के धरए सबी नाभऩट्ि, सचूना ऩट्ि, 
ऩत्रशोीषि औय धरपापं ऩय उत्कीणि रेख तथा रेखन साभग्री की अन्म भदं कहन्दी औय अगं्रेजी 
भं धरखी जाएंगी, भकुरत मा उत्कीणि हंगी 
  

  ऩयन्त ुमकद केन्रीम सयकाय ऐसा आवश्मक सभझती है तो वह साधायण मा र्वशोेष आदेशो 

द्वाया केन्र सयकाय के ककसी कामािरम को इस धनमभ के सबी मा ककन्हीं उऩफन्धं से छूि दे 
सकती है। 
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Rule 11     Manuals, codes, other procedural literature, articles of stationery etc. –  
 
 

(1) All manuals, codes and other procedural literature relating to Central Government 
offices shall be printed or cyclostyled, as the case may be, and published both in 
Hindi and English in diglot form. 

 
 
(2) The forms and headings of registers used in any Central Government office shall 

be in Hindi and in English. 
 
 
(3) All name-plates, sign boards, letter heads and inscriptions on envelopes and other 

items of stationery written, printed or inscribed for use in any Central 
Government office shall be in Hindi and in English. 

 
  Provided, the Central Government may, if it is considered necessary to do 

so by general or special order exempt any Central Government office from all or 
any of the provisions of this Rule. 
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धनमभ 12 अनुऩारन का उत्तयदाधमत्व – 
 (1)  केन्रीम सयकाय के प्रत्मेक कामािरम के प्रशोासधनक प्रधान का मह उत्तयदाधमत्व होगा 

कक वह्- 
 (i) मह सधुनखि त कयं कक अधधधनमभ औय इन धनमभं के उऩफन्धं औय उऩधनमभ 

(2) के अधीन जायी ककए गए धनदेशों का सभधुचत रूऩ से अनऩुारन हो यहा है औय; 

       (ii)   इस प्रमोजन के धरए उऩमकु्तh औय प्रबावकायी जांच के धरए उऩाम कयं । 
 

(2) केन्रीम सयकाय अधधधनमभ औय इन धनमभं के उऩफन्धं के सम्मक अनऩुारन 

के धरए अऩने  कभिचारयमं औय कामािरमं को सभम-सभम ऩय आवश्मक धनदेशो जायी 
कय सकती है।  

 
 

Rule 12     Responsibility for compliance-  
 

(1)   It shall be the responsibility of the administrative head of each Central 
Government office:- 

 
(i) to ensure that the provisions of the Act and these rules are properly 

complied with; and 
 
(ii) to devise suitable and effective check points for this purpose. 
 

(2)  The Central Government may from time to time issue such directions to its 
employees and offices as may be necessary for the due compliance of the 
provisions of the Act and these rules. 

 
6 jktHkk’kk fu;e 1976 ds fu;e 5 ds varxZr dsUnzh; ljdkj ds lHkh dk;kZy;ksa }kjk fganh esa izkIr i=ksa  

dk mRrj fganh esa gh fn;k tk,xkA  

 
6 Rule 5  Replies to communications in received in Hindi-     Notwithstanding anything contained in rules  

3 and 4 communications from Central  Government Office in reply to communications in Hindi shall be  
in Hindi. 
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(1)  याजबाषा र्वबाग, गहृ भंत्रारम के कदनांक 24.11.95 के का. ऻा. स0ं 12021/5/95-या.बा. 
(कामाि0 ।।) से उद्धयण-भैनुअरं, पाभं, कोडं आकद की कहन्दी-अंग्रेजी कद्वबाषी (कडगरॉि रूऩ भं) 

छऩाई । 
 

 1. भनैअुर, पाभि, कोड आकद कहन्दी-अगं्रेजी (कडगरॉि रूऩ भं) कद्वबाषी छऩवाए जाए ं। पाभं 
आकद के कहन्दी शोीषिक ऩहर ेकदए जाए ंऔय अगं्रेजी शोीषिक फाद भं । कहन्दी अऺयं के िाइऩ अगं्रेजी 
से छोिे न हं । 

 2. सबी भतं्रारम/र्वबाग अऩने धनमतं्रणाधीन प्रेस तथा अन्म कामािरमं को आवश्मक 

अनदेुशो जायी कयं कक वे कोई बी साभग्री केवर अगं्रेजी भं छाऩने के धरए स्वीकाय न कयं । 
 3. शोहयी र्वकास भतं्रारम की ओय से प्रकाशोन धनदेशोारम को अनदेुशो है कक कोड/भनैअुर 



आकद को छऩाई के धरए तबी स्वीकाय ककमा जाए जफ वे कद्वबाषी रूऩ भं हं । 
 

7 (1) Extracts from O.M. No. 12021/5/95-O.L. (Imp.II) dated 24.11.95 of Ministry of Home 
Affairs, Department of Official Language regarding printing of manuals, forms, codes, etc. 
bilingually (in diglot form). 

 
 1. All forms, manuals, codes, etc. should be printed bilingually both in Hindi and 

English (in diglot form). Hindi headings should come first followed by English headings on 
the forms.  The type used for Hindi letters should not be smaller in size than that used for 
English letters. 

 
 2. All Ministries/Departments may issue necessary instructions to the presses and 

other offices under their control that they should not accept any material for printing in 
English only. 

 
 3. Instructions have been issued by the Ministry of Urban Development to the 

Publication Directorate that codes/manuals etc. should be accepted for printing only when 
they are in bilingual form.  

 
8 याजबाषा र्वबाग, गहृ भंत्रारम के कदनांक 26 पयवयी, 1988 के का. ऻा. स0ं 14034/15/87-या.बा.( क.1) 

से उद्धयण - अंग्रेजी भं प्राि ऩत्रं का उत्तय कहन्दी भं देना । 
  

 1. याजबाषा धनमभ, 1976 के धनमभ 3 के उऩफधंं के अधीन केन्रीम सयकाय के "क" औय 
"ख" ऺेत्रं भं खस्थत सबी भतं्रारमं/र्वबागं/कामािरमं/उऩिभं/कम्ऩधनमं आकद द्वाया "क" ऺेत्र 
भं खस्थत याज्मं मा सघं ऺेत्रं मा उनके अधीन कामािरमं के साथ ऩत्र-व्मवहाय कहन्दी भं ककमा 
जाना आवश्मक है । 

 

 2. याजबाषा धनमभ, 1976 भं की गई उऩमुिक्तय व्मवस्था का अनऩुारन सही ढंग से तबी हो 
सकता है जफकक ऺेत्र की याज्म सयकायं औय सघं याज्म ऺेत्र के प्रशोासनं से भरू ऩत्राचाय कहन्दी 
भं ककमा जाए औय उनस ेकोई ऩत्र अगं्रेजी भं बी आए तो उसका उत्तय कहन्दी भं कदमा जाए ।  

8 Extracts from O.M. No. 14034/15/87-O.L. (A-I) dt. 26 Feb' 1988 of Ministry of Home Affairs, 
Department of Official Language regarding reply in Hindi of the letters received in English. 

 
 1.    Under the provisions of Rule 3 of the Official Language Rules, 1976, it is required 

that all Ministries/Departments/Offices/Undertakings/Companies, etc. of the Central 
Government located in Region “A” and “B” should correspond with the States or Union 
Territories or the offices under their control located in Region “A” in Hindi.  

 
 2.     The aforesaid provisions made under the Official Language Rules, 1976 can be 

complied with properly only if original correspondence with the State Governments and the 
administrations of the Union Territories in Region “A” is done in Hindi and even if a letter is 
received in English from them it may also be replied to in Hindi. 

 



9 याजबाषा र्वबाग, गहृ भतं्रारम के कदनांक 21 जुराई, 1992 के का.ऻा. स.ं 12024/2/92-या.बा. (ख-2) -4 

से उद्धयण - कहन्दी भं ऩत्राचाय । 
 1. ससंदीम याजबाषा सधभधत ने अऩनी रयऩोिि के चतथुि खण्ड भं धसपारयशो की है कक कहन्दी 

भं प्राि ऩत्रं के उत्तय अधनवामि रूऩ से कहन्दी भं कदए जाए ंतथा भरू ऩत्राचाय भं याजबाषा धनमभं 
भं वखणित अधनवामिताओ ंका ऩणूि रूऩ से अनऩुारन ककमा जाए औय "ग" ऺेत्र भं खस्थत केन्रीम 

सयकाय के कामािरमं के साथ बी कहन्दी भं ऩत्राचाय को फढामा जाए । सधभधत ने मह बी धसपारयशो 

की है कक केन्रीम सयकाय के कामािरमं द्वाया औय "ख" ऺेत्र को बेजे जाने वारे ताय देवनागयी भं 

बेजे जाए ंऔय "ग" ऺेत्र भं बी कहन्दी भं ताय बेजने की शोरुूआत की जाए ।  

 

9 Extracts from O.M. No. 12024/2/92-O.L. (B-2)-4 dated 21 July' 1992 of Ministry of Home Affairs, 
Department of Official Language regarding correspondence in Hindi. 

 
1.    The Committee of Parliament on Official Language in the fourth part of its report 
has recommended that the letters received in Hindi should, invariably be replied to in Hindi 
and the bindings laid down in the Official Language Rules relating to original 
correspondence should be fully complied with and the quantum of correspondence in Hindi 
with the Central Govt. Offices located in Region "C" should also be increased. The 
Committee has also recommended that the telegrams issued by the Central Govt. Offices to 
the Offices located in Regions ‘A’ & ‘B’ should be in Devanagari Script and a beginning be 
made to send telegrams in Hindi in Region ‘C’ as well. 

 
 

10 याजबाषा र्वबाग, गहृ भतं्रारम के कदनांक 21 जुराई, 1992 के का.ऻा. स.ं 12024/2/92-या.बा. ( ख-2)-6 से 

उद्धयण - यखजस्ियं औय सेवा ऩखुस्तकाओ ंके शोीषिक औय प्रर्वर्ष्टमा ं। 
 

 1. ससंदीम याजबाषा सधभधत ने अऩनी रयऩोिि के चतथुि खण्ड भं मह धसपारयशो की है कक - (1) 

सबी कामािरमं भं उऩरब्ध यखजस्ियं औय सबी वगं के अधधकारयमं औय कभिचारयमं की सेवा 
ऩखुस्तकाओ ंके शोीषिक कद्वबाषी होने चाकहए औय उनभ ंप्रर्वर्ष्टमा ंकहन्दी भं होनी चाकहए । (2)क औय ख 

ऺेत्रं भं बेजे जाने वारे धरपापं ऩय ऩते अधनवामि रूऩ से कहन्दी भं ही धरखे जाए ं। 
 

 2. सधभधत की उक्त  धसपारयशों के ऩरयपे्रक्ष्म भं सबी भतं्रारमं/र्वबागं आकद से अनयुोध है 
कक वे मह सधुनखि त कयं कक (1)क व ख ऺेत्र भं खस्थत केन्रीम सयकाय के कामािरमं भं यखे जाने 

वारे यखजस्ियं/ सेवा ऩखुस्तकाओ ंभं प्रर्वर्ष्टमां कहन्दी भं ही की जाएं ऺेत्र भं खस्थत कामािरमं भं 

ऐसी प्रर्वर्ष्टमां मथासबंव कहन्दी भं की जाए ं। (2)क तथा ख ऺेत्रं भं बेजे जाने वारे धरपापं ऩय 
ऩते अधनवामि रूऩ से कहन्दी भं ही धरखे जाए ं। 

 



10 Extracts from O.M. No. 12024/2/92-O.L.(B-2)-6 dt. 21 July' 1992 of Ministry of Home Affairs, 
Department of Official Language regarding Headings and Entries in the Registers and 
Service Books. 

 
 1. The Committee of Parliament on Official Language in the fourth part of its report 

has recommended that (1) the headings of the registers available in all the Govt. Offices and 
of the service books of all categories of Officers and employees should be bilingual and the 
entries therein should be made in Hindi; (2) the addresses on the envelopes to be sent to 
regions ‘A’ & ‘B’ should, invariably, be written in Hindi. 

 
2. In the perspective of the recommendations of the Committee of Parliament on 
Official Language, all the Ministries/Departments are requested to ensure that (i) the entries 
in the registers/service books to be maintained in the Central Government Offices located in 
Regions “A” & “B” be made in Hindi and such entries in the offices located in region “C” as 
far as possible be made in Hindi. (ii) addresses on the envelopes to be sent to regions “A” & 
“B”, invariably, be written in Hindi. 

 

 
11 याजबाषा र्वबाग, गहृ भतं्रारम के कदनांक 6 अप्ररै, 1992 के का.ऻा. स.ं 12024/2/92-या.बा. ( ख-2) से 

उद्धयण - जांच र्फन्द ुस्थार्ऩत कयना ।  
 

 1. ससंदीम याजबाषा सधभधत ने अऩने चतथुि खण्ड भं मह धसपारयशो की है कक केन्रीम सयकाय के 

सबी भतं्रारमं/ र्वबागं एव ंउनके सम्फद्ध/ अधीनस्थ कामािरमं/उऩिभं/ धनगभं आकद भं याजबाषा 
धनमभ, 1976 के धनमभ 12 के अनसुाय प्रत्मेक कामािरम के प्रशोासधनक प्रधान याजबाषा अधधधनमभ, 
1963 औय उसके अधीन फनाए गए धनमभं के अनफुधंं के सभधुचत अनऩुारन के धरए जांच र्फन्द ु
फनाने के सफंधं भं अऩनी खजम्भेदायी का धनष्ठाऩवूिक ऩारन कयं औय जांच र्फन्दओु ंको प्रबावशोारी ढंग 

से स्थार्ऩत कयं । 

 

 2. भतं्रारमं/र्वबागं से ससंदीम याजबाषा सधभधत की उक्तक धसपारयशो के ऩरयपे्रक्ष्म भं अनयुोध है 
कक वे याजबाषा धनमभं की अनऩुारना सधुनखि त कयने एव ं कहन्दी के प्रगाभी प्रमोग को फढ़ाने हेत ु

धनम्नधरखखत जांच र्फन्द ुस्थार्ऩत कये्- 
 (क) धरपाप  ंऩय कहन्दी भं ऩत ेधरखना 

 

प्रेषण अनबुाग को जांच र्फन्द ुफनामा जाए औय मह सधुनखिसत ककमा जाए कक  

क तथा ख ऺेत्रं को जाने वारे ऩत्रं के धरपापं ऩय ऩते देवनागयी धरर्ऩ भं ही 
धरखे जाए ं। 

                  (ख) सेवा ऩजंी भं प्रर्वर्ष्टमा ं   

 खजस अनबुाग भं कभिचारयमं की सेवा ऩखुस्तकाओ ं भं प्रर्वर्ष्टमा ंकयने का काभ 

होता है उसके प्रबायी अधधकायी की मह खजम्भेदायी होनी चाकहए कक "क" तथा 
"ख" ऺेत्रं भं काभ कयने वारे अधधकारयमं/कभिचारयमं की सेवा ऩखुस्तकाओ ंभं 

की गई प्रर्वर्ष्टमा ं कहन्दी भं की जाएं। इस प्रकाय की प्रर्वर्ष्टमा ं" ग" ऺेत्र भं 

मथासबंव कहन्दी भं की जाए/ं इस फात की ऩड़तार सेवा ऩखुस्तका भं प्रर्वर्ष्टमा ं



कयत ेसभम/ उस ऩय हस्ताऺय कयत ेसभम कय री जाए । 

11 Extracts from O.M.No. 12024/2/92-O.L.(B-2) dated 06-04-1992 of Ministry of Home Affairs, 
Department of Official Language regarding establishment of check points. 

 
1. Committee of Parliament on Official Language in Fourth Part of its report has 
recommended that according to Rule 12 of Official Language Rules, 1976, the Administrative 
heads of all Ministries/Departments and their attached/subordinate 
offices/undertakings/corporations etc. may discharge their responsibility effectively 
regarding devising of the check-points for ensuring appropriate compliance of the Official 
Languages Act, 1963 and the provisions made thereunder and thus, may establish various 
check-points in an effective manner. 

 
2.  In the perspective of the above mentioned recommendation of the Committee of 
Parliament on Official Language, all the Ministries/Departments are requested that they 
may establish the following check-points for the progressive use of Hindi and to ensure 
compliance of Official Language Rules:- 

  
  (A) Writing of addresses on envelopes in Hindi 

 
  The Despatch section should be made a check-point and it should 

ensure that the addresses on the envelopes, meant for dispatch to regions 
“A” and “B” are written in Hindi. 

 
 (B) Entries to be recorded in the Service-Books 
 
  It should be the responsibility of the Officer-in-Charge of the section 

where the service books are maintained that the entries in the service 
books of the officers/staff working in the regions “A” and “B” should be 
recorded in Hindi. In region “C” such entries should be made in Hindi as far 
as possible. This fact should be examined at the time of making entry in the 
Service Books/signing the Service-Books. 

 
 



12 याजबाषा र्वबाग, गहृ भतं्रारम के कदनांक 20 अप्ररै, 1992 के का. ऻा. स.ं 14025/2/91-या.बा.(घ) से 

उद्धयण - कहन्दी कामिशोारामं आमोखजत कयना ।  

1. उऩमुिक्तh र्वषम ऩय ससंदीम याजबाषा सधभधत ने अऩने प्रधतवेदन (खण्ड-4) भं मह 
धसपारयशो  की है कक उनके प्रधतवेदन के तीसये खण्ड भं इस सदंबि भं की गई धसपारयशों के 

अनरुूऩ अगर ेऩांच वषं के दौयान अधधकारयमं/कभिचारयमं को कहन्दी भं काभ कयने की खझझक 

दयू कयने के धरए धनमधभत रूऩ से कहन्दी कामिशोाराओ ंका आमोजन ककमा जामे औय ऐसी 
कामिशोाराओ ंभं कहन्दी जानने वारे प्रत्मेक कभिचायी को वषि भं कभ से कभ एक फाय इनभ ंबाग 

रेकय कहन्दी भं भरू रूऩ भं काभ कयने के अभ्मास का अवसय धभर े।  

 2. सबी भतं्रारमं/ र्वबागं से अनयुोध है कक ससंदीम याजबाषा सधभधत के प्रधतवेदन (खण्ड-

4) भं इस सदंबि भं की गई धसपारयशो के अनसुयण भं याजबाषा र्वबाग के कामािरम ऻाऩन कदनांक 

31.12.1991 भं कदए गए धनदेशों का अनऩुारन सधुनखि त कयं । कृऩमा इसकी जानकायी अऩने 

सबी सफंद्ध/अधीनस्थ कामािरमं/धनमतं्रणाधीन धनगभं/धनकामं को बी दं तथा इससे सफंधंधत 

प्रगधत याजबाषा र्वबाग को बी दी जामे ।  
 

 

 

 

12 Extracts from O.M. No. 14025/2/91-O.L.(D) dated 20th April, 1992 of Ministry of Home Affairs, 
Department of Official Language regarding organizing Hindi Workshops. 
 
1. On the subject mentioned above, the Committee of Parliament on Official 
Language in its Report (Part-IV) has recommended that Hindi workshop should be 
organized regularly during the next 5 year in the context of recommendations made in 
Part-III of their report so that the officers/employees could overcome their hesitation of 
doing work in Hindi and every Hindi knowing employee could participate in these 
workshops at least once in a year and could get an opportunity for the practice of doing 
work originally in Hindi. 
  

2. All the Ministries/Departments are requested to ensure the implementation of 

the directions given in the Department of Official Language Office 

Memorandum dated 31.12.1991 with reference to the recommendations of the 

Committee of Parliament of Official Language made in its report (Part-IV). 

This information may also be given to all the attached/subordinate 

offices/Corporations/Bodies under your control and the Department of Official 

Language may be informed about the progress made in this regard 
 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


