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H.01/20220/Hindi/NII/ March, 2020 

CIRCULAR 

Sub: Check Points fixed under rule 12 of Official Language Rules, 1976. 

In pursuance of rule 12 of Official Language Rules, 1976, onus lies upon the 

Administrative head of each Govt. Office/Institute to ensure that the provisions of Official 

Language Act, 1963, rules and directions issued under sub-rule 2 by Govt. of India, 

Ministry of Home Affairs and , Department of Official Language and Department of 

Biotechnology from time to time are properly complied with. 

In order to achieve the targets fixed by the Department of Official Language and 

Department of Biotechnology for implementation of National Official Language Policy 

during 2020 -21 in the Govt. Officers/Institutions located at ‘A’ ‘B’ and ‘C’ regions, in 

compliance of aforesaid rules, the following checkpoints are fixed for NII for 

implementation. 

1. Officer placing an indent for printing of Forms, Code, Manuals, Gazette material, 

registers and Forms will ensure that the aforesaid documents are being printed in 

diglot form. 

2. It shall be the responsibility of the Stores purchasing Officer as well as an indenting 

officer that all types of computer systems are being purchased only having bilingual 

facilities besides Unicode. 

3. All Notifications, Resolutions, General Orders, Rules, Office memorandums, 

Administrative, and other reports, press release, Contacts, Agreements, License, 

Tenders Notice and Administrative or other reports laid before any House of 

Parliament should invariable be issued in bilingual form. The officer signing the 

aforesaid documents will ensure compliance of provisions of section 3(3) of Official 

Language Act, 1963. 

4. Incharge Administration Section (Il) shall ensure that address on the envelopes, 

sending to the Officers & individuals locate at “A” & “B” regions are being written in 

Hindi or bilingual form. 

5. It shall be the responsibility of the Incharge(s) of the concerned department that 

letter heads and Visiting Cards are printed and used in bilingual form, similarly Office 

seal, Logo and rubber stamps are being prepared and used in bilingual form on 

Official documents. 

6. The Incharge Engineering Department will ensure that name plate, shine boards, 

charts, Maps, etc. are being prepared in Hindi and English. 

7. it shall be the responsibility of Incharge(s) of the concerned department that the 

subjects, headings, Numbers, etc., on files, registers and service books of all 

employees should be in bilingual and the entries therein is also being made in Hindi. 
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8. The Incharge(s) of the Sections/Department will ensure that they have been issued 
directions to their staff, working under their section for carryout their official work in 
Hindi in compliance of sub rule 8(4) of Official Language Rules 1976. 

9. It shall be the responsibility of the Officer concerned who singing the letters that 
letters received in Hindi; its reply is being sent in Hindi. 

10. Senior Manager will ensure that all the details mentioned on Nil Vehicles are in 
bilingual form. 

11. Documentation Officer will ensure that the budget allotted in the Library under the 
head “Purchase of Book”, its allotted 50% amount is being utilized for purchasing of 
Hindi Books/Magazines etc. in every financial year. 

12. The Incharge Computer cell will ensure that Unicode installed in all the computers 
available in the NIl and are working properly. 

13. All the Incharge(s) /Department Heads will ensure that the names of the Staff 
members who have not acquired working knowledge of Hindi till date and require 
to be imparted , Hindi Language/Hindi Typing/Hindi Stenography and Hindi Computer 
training, their name should be forwarded to Hindi Section for providing them 
requisite Hindi training. 

14. All the coordinator & member secretary will ensure while organizing the meeting, 
that the agenda points and minutes of meeting to be issued in Hindi. The Member 
Secretary will also inform the members that the agenda points should be 
discussed in Hindi also. 

15. Administration Department will ensure that the option to give an answer in Hindi 
by the candidates should have been made for all the examination and interview 
conducted by Nil. 

16. The Head of Administration will be a nodal officer for effective implementation of 
above said check points. 

All the Head of department/section Incharges(s) solicited their Cooperation and help for implementation of above check-points in their departments/sections with letter and spirit so that institute may achieve the goals in Implementation of National Official Language policy. 

(Dr. A.K. Pand 

Director 
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