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No.14011/5/2022/Rajbhasha Policy Orders/

Date:{#January, 2025

Order

Subject:

Establishing and strengthening check-points to ensure the -effective

implementation of Official Language acts and rules made there under at ICFRE-Forest

Research Institute, Dehradun.

In compliance with the orders of the Hon'ble President of India and for effective
implementation of the Official Language Policy of the Union with reference to the official
language inspection conducted by the Third Sub-Committee of the Parliamentary Official
Language Committee from time to time, the following check-points are established and
responsibilities are assigned to the officers/staff mentioned here under:

Various points for implementation of Responsibility for
orders/instructions implementation/monitoring «
1. Documents under Sec. 3(3) of the | A) Issuing & uploading

Official Languages Act, 1963 invariably be

issued in bilingual-:

General Orders

Circulars/Notice

Resolution

Rules

Notifications

Administrative and other reports

Press Communiques

Contracts

Agreements

10. Licenses

11. Permits

12. Tender Notices

13.Tender Forms

14.Documents to be put up before
parliament)

000 oV LR L

Office/Section/Dealing Assistant
1) It should be ensured that the documents
specified under Section 3(3) of O.L.
Act 1963 shall be prepared bilingual
compulsorily and put up for signature.
2) In case, the document is available
in English only, the same should be
get translated from Hindi Section and
Hindi version should also be issued at
the earliest.
B) Signatory Officer :
1) The officer who is signing those
documents should ensure that the
documents are necessarily issued in
bilingual form.
C) Hindi Section:
(1) On receiving such documents for
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translation purpose, Hindi translation
of the same should be provided at the

earliest to the concerned
section/office.
(D) Dispatcher Office/Section/

Employee and the office/employee
responsible for uploading:

Dispatch official/office uploading the
document in website should ensure
that such documents are issued in
both Hindi and English. In case it is
not, they should ask the concerned
section to follow the procedure given
in A(2) above.

7. Letters and E-mails being sent to

offices located _in ‘A’ and ‘B’
resions, should be issued in Hindi
only.

In terms of the annual programme
issued by the Department of Official
Language, 100% original
correspondence (including emails)
with the offices located in A and B
regions should be done in Hindi,
whereas at least 65% of original
correspondence with offices located in
‘C’ region should be ensured in Hindi.
‘A’ region: State of Bihar, Haryana,
Himachal Pradesh, Uttar Pradesh,
Madhya Pradesh, Rajasthan,
Chhattisgarh, Jharkhand, Uttarakhand
and Andaman and Nicobar Islands and
Dethi Union Territory

‘B’ region: State of Gujaraf,
Maharashtra, Punjab and Union
Territories of Chandigarh, Daman and
Dadra and Nagar Haveli.

s’ region: All the States/Union
Territories not covered under ‘A’ and
‘B’ regions.

A) Issuing Office/Dealing Emplovee
Therefore, original letters to be sent to
the offices in ‘A’ or ‘B’ region should
be drafted and put up in Hindi only.

B) Signatory Officer :
The Officer(s) who is signing the letter
should ensure that the above
instruction are strictly complied with.
18] Receipt and Dispatch
Section/Dispatch Personnel:
Letters to be sent to ‘A’ and ‘B’
regions should be accepted by the
Dispatch Office/Dispatch Personnel if
they are in Hindi only (or bilingual).

be sent to the offices located under

3. Address on envelopes, which are td A) Record & Dispatch Section:

Record & Dipatch Section/Personnel
should ensure that the address on the

Region-‘A’ or ‘B’, Should be written
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in Hindi:

Address on envelopes which to be sent
to the persons or central government’s
offices located in ‘A’ or ‘B’ regions
should be written in Hindi.

envelopes, which are being sent to the
persons/central govt. offices situated in
‘A’ or ‘B’ regions are written in Hindi.
(B) Concerned Officer/Assistant:
He/She will ensure that the above
instruction is duly complied with.

4. Compliance of Rule-5 of Official
Language Rule-1976 (Letter received in
Hindi must be replied in Hindi Only):

As per Rule-5 of the Official Language Rule
1976, letters/applications/appeals those are
written/signed in Hindi must be replied in
Hindi Only.

A) All Divisions/Sections/Offices/Dealing
Employee:

It must be ensured that the drafts of reply in
response to the letters/applications/appeals
received in Hindi, are put up in Hindi only.
(B) Signatory Officer(S):

They must ensure that the
letters/applications/appeals written/signed in
Hindi must be replied in Hindi only. Also,
they should motivate their subordinate staff
to follow the above instructions.

5. Entries in Service Books:

The titles and headings of all service books
will be bilingual (Hindi-English) and entries
in them will be made in Hindi only.

| (B)

(A) Accounts Section/ Dealing Employee:
The Dealing employee (Office) will ensure
that entries in all service books of the office
are made in Hindi. Suitable rubber stamps
may be used for this purpose wherever
necessary. '
Officer/Assistant
verification:

Prior to verification the entries in Service
Book, He/She has to ensure that the above
instruction are duly complied with.

authorized for

6. All Computers Should be enabled with
Unicode.

Unicode Software should be activated in all
the computers / laptops etc used in office.

All Divisions/Sections/Offices/ In-charge,
IT & GIS Discipline:

All the Officerss/In-charges/ Section In-
charges/Personnel should ensure that the
computers/laptops they are using should
equipped with the Unicode facility. If not,
they should get it done through IT & GIS
Discipline. The above mentioned discipline is
instructed that they should activate the same
at the earliest whenever they get any such
requirement.

7. Rubber Stamps,
boards, incumbency board etc. should
invariably be prepared in bilingual form.

nameplates, sign-

Director's Office/
Divisions/Sections/Offices:
It should be ensured while preparing these
items that the font size of Hindi should be
less than English text and that Hindi text is
written first followed by English.

All

8. Bilingual Publication of Forms, Codés,
Manuals, Procedural Literature.

Concerned Officers/ Administrative
Officers:
All types of forms, codes, manuals,

procedural literature etc. should be prepared
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that all types of banners, posters and
invitation cards etc. used during the
workshop or any other programme must be
prepared in Hindi and English only.

The above orders should be brought to the notice of all the officers/employees of the
Institute and total compliance of all orders should be ensured.

mm -
(ST. 35 RE/Dr. Renu Singh)

e /Director
Copy to:
1. All HoDs/Dean, FRIDU/Chief Librarian, NFLIC/Officer in-charges/Section
Officers for compliance.
2. In-charge, IT & GIS Discipline for uploadmg in website.
3. All notice boards.
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