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Guidelines regarding use of official language Hindi in the context of
mandatory use of e-files
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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 cited entries in
registers maintained in offices located in ‘C’ region are to be made in Hindi as far as
possible. In compliance with the above provisions, the following instructions are given
regarding bilingual maintenance of files in e-office.

Along with the registers and physical files maintained, the names and other details of
the e-files created in the e-Office should also compulsorily be written in Hindi by all the
sections. In addition to this, notings, forwarding letters and forms which are standard in
nature, in respect of periodical returns due to HQ Office as well as other Central Govt.
Offices furnished through e-Office should also be in bilingual. Hence all the sections are
directed to forward the list of files and registers, periodical returns along with its notes,
standard formats and forwarding letters to Hindi Cell by 08.04.2024 for preparing their
bilingual standard versions.

Work can easily be done in bilingual in e-office with bilingual files names, details as
well as other mandatory articles, by making use of the bilingual version already with the
sections. In this context, it may be noted that ‘DV_Divyae’ font used earlier in MS Word,
etc. is not compatible with e-Office. Hence it is requested that all the above articles typed in
‘DV_Divyae’ font may be converted into Unicode font, so that no hindrance occurs in
doing work in bilingual. Also, Hindi phrases for noting purposes available in ‘Quick
Noting’ tab in e-Office can serve as an easy tool while preparing notes.
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