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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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1. 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 Resolutions, General orders,
office orders, sanction orders, notices, circulars, memos, tenders etc should
compulsorily be issued in bilingual. As per the Annual Programme 2026-27
issued by the Dept of Official Language, M/o Home Affairs, the target
prescribed for this purpose is 100 %.

2. 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 2026-27 issued by the Dept of Official Language, M/o Home
Affairs target prescribed for this purpose is 100%.

All the sections aredirected to furnish a copy of English original of all
documents issued under Section 3(3) of Official Language Act and reply to
the letter received in Hindi for translation as soon as the draft is ready so
that they could be issued in bilingual simultaneously. All the controlling
Sr.AOs may ensure that all the documents under Section 3(3) are issued



.U | /R&peT / TTHUTRRITaIaR @ ATATRI T fR=311e_1/ 2024 -25 1/1384209/2026

only in bilingual while signing them and Hindi versions are always above
the English versions and they are of same font size

3. Original Correspondence: It may be noted that the target prescribed for the
Central Govt offices located at Region ‘C’ for correspondence with Central
Govt offices is 60%. The target prescribed for letters to State Govt offices /
Individuals is also 60%. In order to achieve 60%, the target prescribed for
original correspondence, the English letters sent with Hindi covering
letters / letters partially in Hindi 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.

4. Notings in Hindi: As per Rule 10(4) read with Rule 8(4) of Official Language
Rule, 1976 where any office having 80% of its employees having working
knowledge in Hindi, that office is notified to use Hindi for noting, drafting and
for such official purpose like correspondence etc. by employees who possess
proficiency in Hindi. This is further emphasized in the Annual Programme
2026-27 also. Accordingly, the target prescribed for noting in the files in Hindi
is 35%. As per Circular 43 dated 07.08.2025, notings done partially in Hindi
will not be considered as bilingual Notings. ‘Bhashini’ tool as described in the
above mentioned Circular No.43 may also be used for translation.

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
seeking orders, may be written first in Hindi and the designations may be
written in bilingual only.

5. 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 perpara 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.

All the sections are directed to ensure the compliance of the above rules.

In order to encourage all the officers/employees of our office to do more
work in Hindi the following are displayed in the Public Folder —Audit 1- Hindli
Cell- Hindi Translation Folder - concerned section’s folder. Sections are
requested to save these formats in their own systems.

1. Acknowledgement in bilingual for those letters received in Hindi / English
which do not require replies.

2. Commonly used file and register names.

3. Closings in bilingual format
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All the Branch Officers are directed to utilize these formats for
correspondence and noting purpose. They are also directed to maintain an
Internal Control Register for watching bilingual issuance of all documents
and correspondence from their sections. The registers may be closed every
week and month so that the data furnished in QPR is transparent, authentic
and easily available.

It may be noted by all Branch Officers that all the above orders/instructions
are applicable to the work done through E-Office also and while using E-
Office it may be ensured that provisions of Official Language implementation
are mandatorily complied with.
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Digitally signed by
MOHAMMED DANISH K
Date: 08-04-2026
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All Branch Offlcers Main Office andBranch Offices Thrissur, Kochi,
Kottayam, Kozhikode (The above formats may be procured through mail)
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