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OFFICE OF THE ACCOUNTANT GENERAL (AUDIT IT), KERALA,
THIRUVANANTHAPURAM

.9, [I/F2<T 81/ T 9T.aT./aT.317./24-25 o1 08.04.2025

qR93/ Circular No.02

fawa : TerwmaT R F wrafeaae gq MR —dedt

Sub: Directions for the implementation of Official Language Hindi
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For the effective implementation of the official language policy in the office, every
possible effort has to be made to ensure proper compliance of Official Language Act and the
rules framed thereunder as well as to achieve the targets set in the annual programme.
Accordingly, it is requested to comply with the following orders / directions regarding the
implementation of Official Language.
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. Compliance of section 3(3) of Official Language Act 1963: All the general orders
issued under section 3(3) of Official Language Act, 1963 which are of standing nature,
intended for departmental use, related to and intended for group or groups of Govt.
employees such as office orders, sectional orders, sanction orders, notices, circulars,
memorandum, tenders etc should compulsorily be issued in bilingual. As per the Annual
Programme issued by the Dept of Official Language, M/o Home Affairs targel prescribed
Jor this purpose is 100 %.

All the sections are directed to furnish a copy of English original of all documents
issued under section 3(3) of Official Language Act for translation as soon as the draft is
ready, so that they could be issued in bilingual simultancously. All the controlling Sr.AOs
may ensure that all the documents under section 3(3) are issued only in bilingual before
signing them and Hindi versions are always above the English versions, and they are of
same font size.

Compliance of Rule 5 of Official Language Rules, 1976: Rule 5 of Official [Language
Rules, 1976 stipulates that communication from a Central Govt. Office in reply to
communications in Hindi shall be in Hindi. As per the Annual Programme issued by the
Dept of Official Language, M/o Home Affairs target prescribed for this purpose is
100%.

All the sections are directed to furnish the draft of the letter send in reply to the
letters received in Hindi for translation as soon as the original draft in English is ready,
so that Hindi version of the letter could be sent along with the English letter. A1l the
controlling Sr.AOs may ensure that Rule 5 is not violated.

Original Correspondence: It may be noted by all the sections that the target prescribed
for the Central Govt offices located at Region *C” for correspondence with Central Govt
offices is 55%. In order to achieve 55%, the target prescribed for original
correspondence, the English Ietters sent with Hindi covering letters may not be
taken into account, but the letters sent fully in Hindi may only be considered for
the same. Hence, attempts may be made to send more letters fully in Hindi.

Notings in Hindi: As per Annual Programme issued by the Department of Official
Language target prescribed for noting in Hindi is 30%. More than 80% of the cmployees
in our office possess working knowledge of Hindi, therefore Hindi may be used for
official purposes such as noting, drafting etc.

All the sections are directed that notes of standard nature where the contents are
more or less the same with some changes in dates and programme have to be made in
bilingual. In other notes, the phrases for secking orders, may be written first in Hindi
and the designations may be written in bilingual only.

As per Rule 11 (2) of Official Language Rules, 1976 forms and headings of registers
used in any Olffice of the Central Government shall be in Hindi and in English. As per
para 2.19 of the Manual of Official Language Hindi, //indi 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 for as possible.

In order to ensure the compliance of above-mentioned rules, all the sections are
directed to forward the list of files and registers, periodical returns along with its notes,
standard forwarding letter, Calendar of Returns, Monthly Arrear Report and standard formats
Jor preparing their English versions to Hindi Cell at the earliest.

All sections are also directed to maintain an internal control register in the sections to
record the issuance of bilingual documents and notings/correspondence, to ensure that the data
submitted in the Monthly Progress Report is transparent and authentic.

All branch officers may keep in mind that our office has been migrated to E-office
completely, hence, it is requested (o ensure mandatory compliance of the provisions related (o
implementation of Official Language by the officials of the concerned sections while working

in e-office.
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Jar #A/To
1. #sft ot srfer &Y - ey wrters, faeada
All Branch Officers - Main Office, Thiruvananthapuram
2. At o ety FY - AT wETAT, JUE
All Branch Officers - Branch Office, Thrissur

3. FHT AqATT/ All Sections



