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cf>lqfo1q 3f@IlJOFFICE ORDER 

~ ~ 1-fRCT tHcf>lx cfft mlf~ ;ftfi1 $ ~~ cf>lqf;qq-1 $ ~ij * ~ 7W cpl 'fff1J_ 
~ $ ~ Jf'cfl~-«ilartta' &RT m RlcHOll:!ff Ix (tic1~cf>-1) "fTq ~ 61-1141 'GfRft i I Jfct: 'frifi 
~ ~ ~ij i TTt> d(if>lc1 ~lffcf ~ ~ Jf'CR-Jf'CR fairrJ/Jqtflll~ ~ ~ mf~ ;ftfc1 cf)T 
cf>1qf;qq-1 ~ <fR -am iim, ffxcf>lx $ m~ fatflll $ qlfmf> cf>llTit>A 'ff Jfffiffila ~~ cfft 
mTTd $ faq Jilq~qct, cf>~A '361Q ~ mf'lffm f;rin:f, 1976 JfR ~~ ~, 1963 qft ijRT 
3(3) q>J ~-Qfa~ld ~j4Ic1-i ~ ~I 

The undersigned is pleased to set up check points as detailed in the Enclosure-I for the 
effective implementation of Official Language Policy of Government of India. Therefore, all 
concerned officers are hereby requested to ensure the implementation of Official Language 
Policy in the concerned Division/ Section/Sub Centres of the institute with immediate effect 
and also necessary steps should be taken for fulfilling the targets prescribed in the annual 
programme of Dept. of Official Language, Govt. of India and ensure the compliance of Official 
Language Rule, 1976 and also Section 3(3) of Official Language Act, 1963. 

'tlc1~ : irOO;Encl.: As above 

faaxOI/Distribution: 
1. 'tl~<kf Ra~lcf>, irr.cp.~.'Q.-$.m.~.~-, ~ 

Joint Director, ICAR-CIFE, Mumbai 

~a~l<f>/DIRECTOR 

2. 'frifi faifflTI;~ifflTI~ ~ $ Jf&rai, irr.cp. Jq.'Cl. -$.m.~.~-, ~ 
All Head of Divisions/Sections/Sub Centres, ICAR-CIFE, Mumbai 

3. ~ u~11ffRcf> ~ (q~t:o ~, irr.cp.Jq.'Cl.-$.m.~.tt., ~ 
Chief Administrative Officer, ICAR-CIFE, Mumbai 

4. Rri~cf>. irr.p.Jq.1l.-$.m.~.tt., ~ 
Comptroller, ICAR-CIFE, Mumbai 

5. Q~llffRcf> ~, irr.p.Jq.'Q.-$.lTI.~.tf., ~ 
Administrative Officer, ICAR-CIFE, Mumbai 

6. ~~~ ~, iff.p.Jq.'Cl.-$.lTI.~.tf., ~ 
Finance & Accounts Officer, ICAR-CIFE, Mumbai 

7. ff~lllcf> Q~llff Plcf> ~/ irr.p.Jfj.'Q.-$.lTI.~.tf., ~ 
Asst. Administrative Offer, ICAR-CIFE, Mumbai 

8. PJa~1q5 $ ~l(R f.1utl ff filq, ifT.p.Jfj.'Q.-$.lTI.~.tf., ~ 
PPS to Director, ICAR-CIFE, Mumbai 



• tfRa ~Hif> I~ ~ ~ ~ ~ ~ 3t 1cllli'f ~ 1n-Ocfi if> lt!Rl tH $" ~ ~ ~ 
• Check Points for the effective implementation of orders pertaining to the Official Language 

Policy of Govt. of India 

-a>.~. 
S.No. 

~/Subject ~ ~Check Point 

1 

2 

3 

4 

ttll-ll4.I ~ uci ~ catt1q"1'i cf5T ~ ~ ~ "GJRl 
cfH-11 I 
Issue of general orders and other documents etc. in 
bilingual form. 

xfijf'l-f11SIT ~. 1963 ~ WT 3(3) $ J@T@ JfR 
cl@ ~~ltj':111. (~ci'-i) cITT ~ tf m~ ~ 3fR ~ 
~ '5fRT fcl;rn \iffQ I 
Documents ( enclosed) etc. as mentioned in Section 
3(3) of the Official Language Act, 1963 should be 
issued both in Hindi and English simultaneously. 

~ ~ Q3!1-q1'{/ Correspondence in Hindi 

'cf>', ·~- ct •1r ~ $ m~ ~ ~ q•;ffcff{ xfijf~ 

~'l-flll, 'l-fITTf ~-< ct> I"< ~ f.:t~ ~~ 
(90%,90%,55%) cfcp fcl;rn "GIT(!I ~~~if, 
~~~~ '3ilq{0l "Q'?f'cf>T d4tilJI fcpm"GIT(!I 
Correspondence in Hindi with 'A', 'B' and 'C' regions 
has to be done as per the prescribed target 
(90%,90%,55%) of Dept. of Official Language, Govt. 
of India. Enclosed bilingual covering letter may be 
used for this purpose. 

~ifi ~'l-WTTmaf/ "JQ' ~ $ 3fmer; ~ 
U~llttPfcf> ~ {qft. WJfi} / Pfti3!cf> / U~llttf1cf> 
~ I ~ ~ ~ ~ I tt~l~cf> 
o~nttPlct> ~ ~ ~ mtRrn ~. "TT 
~ ~~ld\j1l~~aR~~I 
All Head of Divisions/Sections/Sub Centres/ 
CAO(SG)/Comptroller / AOs/FAO / AAOs and all 
other concerned officers, who sign such 
documents. 

~tfi ~'l-WTTmaf 1 '3Q' ~ $ 3fmer 1 ~ 
U~llttf1cf> ~ ~- WJfi} / f1ti3!cf> / U~llttf1cf> 
~ I ~ ~ ~ ~ I t1$1~cf> 
U~llttPfct> ~ ~ ~ mfRrn ~ I 
All Head of Divisions/Sections/Sub Centres/ 
CAO(SG)/Comptroller / AOs/FAO / AAOs and all 
other concerned officers. 

@ftllIDt<rmIT'cf>T~®ft~t=rr1 ~tfi ~iwnmer; '3"Q' ~ $ 3fmer I lJ&i 
Letters received in Hindi are to be replied in Hindi. U~ll~f1cf> ~ (qft. WJfi) / Pfti3!cf> / U~llttPfcp 

~ I fcrn "Q"ct ~ ~ I tt$1~cf5 
~ ll mtcl -qjf 'cf>T '3W ~ ll ~ ufR cITT ~ O~llttPfcp ~ "Q"ct ~ mtR@ ~ I 
~ cffl' fG!l-A~I~ ~ tf;f 'CR' ~aR ~ cf@ All Head of Divisions/Sections/Sub Centres/ 
~ cp't ITT1fi I CAO(SG)/Comptroller / AOs/FAO / AA Os and all 
It would be the responsibility of the officer signing other concerned officers. 
the reply to a letter received in Hindi to ensure that 
it must be replied in Hindi. 

q, IS ctl JfR -{fGI«:~- cf>T ~ ~ ~ ll fffiID \jJAl I 
To write the subject of the files and re2ister in 
bilingual 

1 

~tfi fqiwnmer; "'3"Q' ~ $ 3fmer; lJ&i 
U~ll~Pfcp ~ {qft. WJfi} / Pf ti3!cf> / U~llttPf cp 
~ I fcrn ~ ~ ~ / tt$1~¢ 
U~ii~Pf cp ~ "Q"ct ~ mtR@ ~ 
All Head of Divisions/Sections/Sub Centres/ 
CAO(SG)/Comptroller / AOs/FAO / AA Os and all 
other concerned officers. 

_l 



s 

6 

7 

8 

----.-----------1--i 
g;\sffi B lt3fl B RuJ@1qj/Notlng in Hindi In files ~tft f<hrrrrru:rav '31:J ~ $ 3fu:faf/ lJffl / 
Cfii~ffi -q ~ -q Qcq~JQj '4l«l ~Hcf;lx $ m;f'lfTlSTT l,P:(tl~f-1c,5 ~ ~-~ I f-1tj~q; / Q!:(ll«f;1ct, 
imwT &:R1 ~ qi~¢ q;1iftt>l4 (~ci"-l) -q f.fciful ~ / ~ ~ ffigJ ~ / fi$14cf; 
"(-f~ o'cf; ~~I ~Prn~f-1q; ~ '(!ij ~ ~ ~ 
Noting in Hindi in files may be written as per the All Head of Divisions/Sections/Sub Centres/ 
targets prescribed in the Annual Programme CAO(SG)/Comptroller/AOs/FAO/ AAOs and all 
(Enclosed) of Dept. of Official Language, Govt. of other concerned officers. 
India. 

~ q .c:tf>I ~~-q~q;vfl 
J 
Letter Head/Rubber Stamps/ Name Plates/Sien 
Boards/Name Plate of office vehicles to be 
prepared in bilineu,al/trilineu,al form 
~~ mffira ~ q5T ~ ~ q,RT i ~ 
m~ f.iim, 1976 $ f.1tm 11 $ ~ q~~fttf, 
~ cf>'t ~. -ili:tQ~, ~-mt, @:p cf>RT cf>'t ~ 
Q~c:ct,I ~ ~~ ~ -q ('ll' ~ -q ~~ ~ T{) 
ciHqlQI 
All the concerned officers should ensure that the 
articles mentioned in Rule 11 of the Official 
Language Rule, 1976 i.e. Letter Head, Rubber 
stamps, Name Plates, Signboards, Name plate of 
office vehicles, may be prepared in bilingual 
(trilingual in 'C' region). 

~ ~1-t-i•fl~tli1'6l.4~Fff 'ij, -ilJ.l4~. ~. ~ 
31®~1~~-qa1.:ict1.:i1 
Name plates, posters, banners for all meetines/ 
seminars/conferences to be prepared in 
bilin~al /trilin~al 

~~ ~6<t>l/8'flf§lli;fil.4t.1•·li ~ -ilAQ~, m-ITT, ~ 
~ ~~ ~ T{ ('ll' ~ T{ ~~ ~ T{) ai-iqlQ 
~'3fl"x'Q5TUcq,T'3flcf,Ri-fiw:rR"ITTI 
Name plates, posters, banners for all 
meetings/seminars/conferences should be 
prepared in bilingual (trilingual, in 'C' region) form 
and the font size should be same. 

~ 11cPR cf>'t a6<t>T cp'l tf>lll=«ifl 3fR tf>lllq-a ~ 
~~- f-ict,lci-il I 
Agenda and Proceedings of all meetings should 
be issued in bilingual form. 

tl"ift m q,'l ~ 6 <t> 1 q,'l ct, I 4tii:ft '3fTx ct, I 4q-a ~~ 
~-q~cf>'t~I 
Agenda and Proceedings of all types of meetings 
should be re ared in bilin ual. 

2 

~~ fij'l-flTTJ&faf/ '31:J ~ $ 3f&faf/ ~ 1 
Q~llfi~cf; ~ {cfft. WJfi) / f-itj~q, / U~llfif-ict, 
~ I fc@ ~ ~ ~ / fi$I4ct, 
U~llfif-1¢ ~~~ (Q~qtH) ~ ~ ~ I 
~ 

I 
All Head of Divisions/Sections/Sub Centres/ 
CAO(SG)/Comptroller/AOs/FAO/ AAOs/ ln-1 
charge (Transport) and all other concerned 
officers. 

tl"~ fij'l-flTTT&Jaf/ ~ ~ ~ 3ftllaf/ ~ 
Q~II-Bf-1¢ ~ {Qft. WJfi) / ~tj~ct, / Q~II-Bf-1¢ 
~ I nttf ~ "ffi9T ~ / -Bt;lllct, 
u~11fi~cfj~~~mmra~ I 
All Head of Divisions/Sections/Sub Centres/ 
CAO(SG)/Comptroller / AOs/FAO/ AAOs/ and all 
other concerned officers. 

tl"ift fij'l-flTTT&Jaf/ '31:J ~ $ 3f&Taf/ ~ 
!.l~ll~~tf> ~ {cfft. WJfi) / ~tj~q, / Q~llfi~ct, 
~ I fc@ 'Qct ~ ~ / -Bt;lllct, 
U~II-Bf-itf> ~ ~ ~ mffira ~ 
All Head of Divisions/Sections/Sub Centres/ 
CAO(SG)/Comptroller/AOs/FAO/ AAOs/ and all 
other concerned officers. 



9 

10 

10 

11 

~ ljf@qjl -q Qf4~qj ®fill '-ft q,~111 

Entries in Hindi in service books 

m:fl g~q,I ~~~~ !.lffl~qj cf>'t~I 

Q ~II t1f";rc,; ~ 
Administrative Officers 

Entries in service books should be made in Hindi 
also. 

~ ~ -q ~ cf>lqf.:qq1 ~ffi cf;T Tf0"1 ~ ~ R ~ ~&Jaf/Q'J.fitt 

Fch-11tl a6<t>l" cf;T '1ill0ut1 Heads/In-charges of Sub Centres 

Constitution of Official Language Implemen-
tation Committee in Sub-Centres and CQnvening 
guarterly meetings 

"JCT ~ ~ 'TTGlif115TT q, I qf;q q -i ti fA fct cpl TRR fcp'm 
~ JfR 'Qfa qtf $fl<t>1 ifR fctAI~ ffl (ut1cl~-m'if, 

~-~, ~-fftctciH JfR Jicf1ciix-fatlciH fctA1ffiq1' 
"ij) ~ ~ cfifl ~ <Pllfq-a ~ ~ cf;l ~I 

fctAltfi ~ Q~q, fctAlel ~ ~ ~ ~ 20 

cil~~~~~"GTTQ"I 
Official Language Implementation Committee may 
be constituted in Sub-Centres also and four 
quarterly meetings (April-June, July-September, 
October-December and January-March) in a year 
may be convened and send the minutes to this 
institute. The quarterly meeting should be 
convened before 20th of the starting month of the 
each quarter. 

~ q,lqf.:qq-1 ~ fctA,61 ri ftcrrt ~utc:1111 "JCT R ~ '3ftl1af/Q'J.fitt 

To send guarterly Progress Report of Official Heads/In-charges of Sub Centres 
Language Implementation 

"JCT ~ ~ TIGJifl1SIT-q,lqf;q q-1 ~tlt fctAI~ ~4lt 
~wftf ~ ~ Q~q, fctAI~ (~-~' ~­
fftdciix, '314tj_ciix-fatlciix JfR GHclfl-~ ctr fiAI~ $ 
10ITT~~~~cf;l~I 
Quarterly (April-June, July-September, October­
December and January-March) progress report of 
Official Language Implementation in the prescribed 
proforma may be send to this institute within 10 
days after the end of the quarter. 

@ft <Pl4~11~1 cf)T 3fll0ut-i/ 
To organize Hindi workshop 

'3"Q" ~ ~ Q~q, fctAI~ (~-~, ~-fftdciix, 
~-Fatlciix '3fR Gt-1c:1~-~ ~ 'QcP ~ 
~ dilzilftfa ctr ~ JfR $fl¢1 ~ ~ 
~ cf;l cft ~ I 
A Hindi workshop in each quarter (April-June, July­
September, October-December and January-March) 
may be organized and send a report in this regard 
to this institute. 

3 

'31l ~ ~ '3ftl1af /Q'J.fitt 
Heads/In-charges of Sub Centres 

:ss:sn 81111 




