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FEATAL FATYA/Office Memorandum

fT/Subject:- TTHTT FPF (F9 & ArgHE et ¥ fore wahen), 1976 & AR 12 F HJAR
fowe FEarerd/aREdt # ToeT RA & gl @ & fow @=e v S f4g)l/Check points

established for the progressive use of Official Language Hindi in the NIFT HO/Campuses as per Rule
12 of the Official Languages Rules (Use for Official Purposes of the Union), 1976.

Wwwsﬂ?aﬁﬂwqﬁﬂﬁﬁmﬁa$mmﬁmaﬁ$ﬁvm
fre, 1976 % e 12 1 FeTIER GRREA W & 0 id Rigyt A e e &
3@mﬁmﬁammmﬁ|m$mﬁwmm,a§maﬁmm-ﬂm
o Sl B g fenfadet & o #ReX w9 F EWeA glArad f&a1 JTI/To promote the

progressive use of official language Hindi in NIFT HO and its subordinate campuses, check points are
being circulated with the approval of Director General to ensure compliance with Rule 12 of the
Official Language Rules, 1976. Apart from the above, effective compliance of the rules and guidelines
issued from time to time by the Official Language Department, Ministry of Home Affairs should aiso
be ensured.

AT AN qa A i 20 S, 2025 & WEEEIF T7 AN @l femmeaatt vd ofew gt
ﬁwwgﬁ%mﬁ%ﬁmw@uﬁmmmwﬁﬁﬁgwa@vﬁ%w
mﬁgﬁwwmaﬁaﬁmﬁgﬁﬁaﬁmmwﬁmmﬁgﬁ##mﬁmsﬁ
mﬁ?ﬂm%HTMMWWBWWWmm#rg‘ﬂﬁl/Earlier,theHO

had requested all the department heads and campus directors to ensure compliance by letter of same
number dated 20 May 2024. In this context, it is again requested that compliance of the said check
points should be ensured compulsorily. If any of the said check points is violated, then the
responsibility for it will be of the officer signing the letter.

7% TEH WIGR &F IFeTHe & SR fohar S @ ¥|/This issues with the approval of the competent
authority.

(3. 2. Fferedt fyararert/Prof. Dr. Malini Divakala)
s, fawe dedrag/Director, NIFT Hyderabad
Taaeis/ Attachments: F4TIR/As above
gfafaf/Copy:-
1. forwe fexEe & |l fsmemegat/All HOD's of NIFT Hyderabad
2. fore texrere & @l fasteT/All departments of NIFT Hyderabad



wammwwna;ﬁwna:aimhﬁﬁﬂ'@m#mﬁwﬁgﬁwmw
& stheey oY & e afy AFEATVT I/ The checkpoints created in NIFT HO under Rule 12 of

the Official Language Rules 1976 are very important for NIFT HO and its subordinate premises.

R
&.4.
/S.N.

i) ﬁ'g/Check Points

officer responsible |
for
implementation

TetTT iffATH, 1963 A 4Ry 3(3) & sata I AT I
F Ffaad v afaamh w7 & I8 w1/ Mandatory issuance
of documents falling under Section 3(3) of the Official Languages
Act, 1963 in bilingual form

ST 3fAfATH, 1963 F URT 3(3) F IaPF I A weH
P 3T WFed, BT e, v, s, e
T 3w R, 9w Rftai, Toe & Rt we a1 e wet &
T Trqd BT T aeh nmfw aw sew R sk awed
FTISA, WA, IR, IregAfera, srqen o, Prfer qaare 3k
fofar wo anfy cfaemdt v F anfa R v 3T At st
# U 9 S fFU ) fFHl off TR & 3ovTe ¥ v FEaER
& AT HHER F DEAeR s sirearTi/ All documents falling
under Section 3(3) of the Official Languages Act, 1963, viz.
resolutions, general orders, rules, notifications, administrative and
other reports, press releases, administrative and other reports to
be laid before either House of Parliament or both the Houses of
Parliament and Government papers, contracts, agreements,
licences, permits, tender notices and tender forms, etc., are
required to be issued in bilingual form i.e. in both Hindi and English

simultaneously. The signing officer will be held responsible for any
violation.

qsfr famar/All |

department

fEd & wreg o=t R F = R & &=/ Replying in Hindi to the
letters received in Hindi

Waﬁmmmmﬁwgﬁ%ﬁmaﬁ%
aﬁaﬂéw%ﬁrﬁwgm%aﬁaﬁ%mmﬁ,mm
IdET W RS F grann v 1w & @ e Braw 1976 &
ﬁmwsakaiaﬁamm%ﬂ#ﬁmmaﬁaﬁ%mhe

officer issuing the letter etc. should ensure that if a letter is received
in Hindi or if any application, appeal or representation is signed in
Hindi, it is mandatory to reply to it in Hindi under Rule § of the
Official Languages Rules, 1976.

‘oA @ 4 AT 'R A o a9
3Tf/Letters sent to Central/State Governments of ‘A’ and ‘B’
regions

T T EEART T AT HRFE I5 GART F 5w @ @
Mﬁ%a/mwﬁﬁﬁ?mmwﬁﬁ#ﬁmm

Telr ﬁmm/All

Departments

e REmAl

Departments




(1

fET srerare W 7 FAeeA g A W@ F awr ® aF & v
f wrar @ Uia a7 100% €1/The officers signing the
letters should ensure that the letters sent to the Central/State
governments in regions 'A' and 'B' are in Hindi or have their Hindi
translation attached. Keep in mind that the target set for Hindi
correspondence for regions 'A' and 'B' is 100%.

FFege H1fE Fr @HE/Purchase of computers etc.

FFYLT FAT AT A f T@lg A TAT FaRa 3w 3
I GARIT FT A AR B 37 FFgedt W (g
gala) & a7 Fe & giauT 3ueistr g11/While purchasing
computers and laptops etc., the concerned officer should ensure

that the facility of working in bilingual language (Unicode supported)
is available on those computers.

Hd/wa fasmery/
IT/ Purchase Dept.

GTAT, ﬂ:gam‘r # AT F gfasmd geTerT/Bilingual publication of
forms, manuals contents

HRA & TSI & U= drell HOHIAT, HaH, dhey o &g

W*Wﬂﬁﬁrmﬁmﬁ?ﬁﬁ,m TOT/GH T

Aoreet & M anfe R @ sl aat & s cfems o
ofeT, e {Er 3w 3R 33960 AT & 8)i/Notifications, rules,
resolutions to be published in the Gazette of India and codes,
manuals, standard forms/forms and headings of registers etc.
relating to the offices of the Central Government should be in both
Hindi and English i.e. bilingual, with Hindi at the top and English at
the bottom,

GEINEIBG]
JifermrT/All

concerned officers

W3 F AR, AAICE, WFAIS e gfsmd w7 F TaE/Rubber
stamps, nameplates, signboards etc. in bilingual form

TR 3T I FARTT FY & 163 $7 AgY, A9, F5-618,
T 9ee, 9 MY, IRy o, &R &7 fGervr, e wad, @ anfy
fodr-3meh 3ra gfasmd ¥ & & warv SO o aw # Rug
FrEEY # ¥ 7 B 77 A R Fer ot TR St iy
T FEH IW, R ALy F vd IS w9 A el TR/ The

administration section should ensure that rubber stamps,
nameplates, signboards, information boards, letter heads, identity
cards, car details, file covers, logos etc. are made in Hindi-English i.e.

| bilingually. In the office located in 'C' area, these items should be

made in trilingual form in which the regional language should be
at the top, Hindi in the middle and English at the bottom.

SR 33779 T
P,
siferprl/

Administration
Section and all
concerned officers

a1 gRawni/eet & qfaRei/Entries in Service
Books/Registers

Wﬁ@%ﬁ@mﬁvﬁuﬁﬂmﬁﬁeﬁﬂmm}ﬁ#
ﬁm'mwwm%nwﬁva@m#mam/
FTOFRY/Freer/srgemer ftE B ag gRea s ok B
mﬁwﬁﬁcﬁ%ﬁ#ﬁmm%lwm#mwm
# wRaffe FF AT NGl 37 W FEAER S AT FT o S0
§HE IOMET, I A W AW ae §eft e/ wrme/da

TATIAT 31T U
s den
Y/

Establishment
Section and all
concerned officers




M/mﬁmw*mmhﬁmwmaﬁm
£ 2 e St gRew Rear ST/t may be ensured that the

iy

B TRt & fwa/dis iy et v & aRemd # gThe |
establishment section has the work of making entries in the service
books of officers and employees. Therefore, the concerned in-
charge/officer/establishment/section officer of the section should
ensure that the entries are made in Hindi. This should be checked
while making entries in the service book or while signing it. Apart
from this, the subjects/titles. etc. of all the registers/files/service
books kept in the section must be in bilingual format. | |

8 | ol 9T g Rd/gfemet v & fora=r/Writing addresses on gt gefda
envelopes in Hindi/bilingually W/W
WWW@%#%'WW'W?WMWW 3THTT/All Related
T F AW W R A qw v st @ o e o A | sectione
T & e o oad gfasmdy # & forg Smd /Al sections should
ensure that the envelopes of letters sent to 'A’ and 'B' areas are
addressed in Hindi and the envelopes of letters sent to 'C' areas are
addressed bilingually. =

9. | st #t d9EEe/Website of the Office it geftg
duIEE fandh @l kvl Wt wef st/ s gan ST SRy
wgﬁm%mm%mwmmtmw Uq HFEIET
HTES T A gfawmh ®T F & dSh 11/ The website should 3R/ All
be bilingual. All concerned officers/sections should ensure that the concerned Section |
material is sent to the IT section in bilingual form for uploading on | Officers and Comp.
the website. ‘ Engineer

10. | graat r @lig &t 4T /Expenses for purchase of books HHYA &g U g
T A WG W T AT F50% T HAAE w7 A RA | e e
Wﬁ@ﬂaﬂ%mm%ﬁﬁwwmﬁmg /Resource Centre
Ry st AT 81/50% of the total expenditure on purchase of | 2ndall c.oncerned
books must be compulsorily spent on the purchase of Hindi books, Qificers
which aiso includes the amount spent on translation into Hindi.

1. | Remer/dm iy w ¥T/Expenses on advertisement/banners | @ fsemeTer
etc. Uq Arg 3FgeTeT/
ORET @R St o Rramesr srrshyerda st & Rv oy ¥ 3= All HODs &
fEdr amwr 3 o ifRard w9 ¥ R srwem wwdw Ty wfafa | Administration
@R 8t FET-HAT W BT S arer et Srler & ek e |
T 1A FT AT-AMAAT e FARTT F R aw Rar swr |
21/Whatever advertisements are given by campus in
English/regional languages, they will be compulsorily given in Hindi
language also. During the official language inspection conducted
from time to time by the Parliamentary Official Language
Committee, emphasis is laid on ensuring 100% compliance of this
order.

12. | d=wgm & srEfew @ AW gfasmi/Bilingual office name in | @ fasmemeTey
backdrop /Al HODs




| name of the office is written in bilingual form in the backdrop during
meetings/video conferencing.

13. | w3ft gAEREY & fAAFOT 9H/Invitation cards for all events TR 37T T
7 gARad fhar e B @sft GERIET & Per o, Feed e | JARE! & e |
B & 3rar s ®9 A T fRT SUI/It should be ensured 31T/ Officers
that invitation cards, documents etc. for all functions are issued in | of Administration
Hindi or bilingually. Section &

Organising
A - L i Functions

14. | sporerer watht woft Rel 1 gf¥smd AWR F/Preparation of all fag vad o

Bills of Payment in Bilingual format ITSTHTIT/ Finance &
. el
fo Td ORET T ST F W 9 TE GRARTT WM F 7 | Accounts Section
Ael & gfaemd §7 & & FR fRar mr § iR welh o A
gfafSear &ér & &ir 5 WY €1/ The Finance & Accounts Section will
ensure, before making payment, that these items are prepared in
bilingual form and entries in all the registers are being made in Hindi.
15. | gmAwg fSFAEi/General Responsibility iy faamemegey,

\m’wmmmmﬁmmmmﬁ Fer Faftg
Waﬁﬂ/mwgﬁﬁaﬁaﬁ%%ﬁﬂmﬁm HESRT v |l
@S g/ g gt ARE/Eaay ‘& IR @ et &l gEATERERAT
A S aTe 97 T & AEIS o &0 ¥ BE A weqd A AR | AfRFE/ Al HODs,
TS FISTeT gary Sy aTfe e 2026-27 # feoqufly & fow | All concerned
TR 8T 80% ¥ IHTUR Wieell W feoyol RE F &y @ S_Oﬁ‘cters agfi_A”

2 : . ignator icers

PEd Fad W vy gfaemd w9 F ford AW et sRfEEH L
IR 3FF 3N SaC U FEA & EER aRoT IR R SR

| 33 At AT & Sy 8= @IfgTl/Action on files mostly starts
from the sections. Therefore, the concerned section officer/in-
charge officer should ensure that all the officers/employees having
working knowledge/proficiency in Hindi submit the drafts of letters
etc. to be sent to 'A' and 'B' areas in original in Hindi and comment
on the files in Hindi as per the target of 80% set for comments in the
Annual Program 2026-27 issued by the Official Language
Department. The subjects should be written bilingually on all file
covers. As per the Official Languages Act and the rules made

| thereunder, circulars etc. should be issued in both Hindi and English.

16. | 97 e A ArewA ¥ @ig/Purchase through GEM Portal H FARRT/
T G F ATCTH ¥ TG N F AU S o ¢3¢ oy fhw sme | Purchase Officer
3¢ gaemdl ®q & & SR AT gWRad FhAT 0I/Whatever
tenders are issued for purchase through GEM portal, they should be
issued in bilingual form only. _

17. | 3= wadg s 5@ 1 FEda)/T9i/dae/Proceedings of et gefaa
High Level Administrative Meetings/Discussions/Communications 3ifereri/All

administrative meetings should be conducted in Hindi language.

3ITd T TS Sl Wre‘:‘r/a—d‘r/m e f8Er 89T | concerned officers
& &1 JTI/ The proceedings/discussions/dialogues etc. of high level ‘




18. | f&r wflraror/Hindi training ) %STI?TTERT&T—‘
%mmﬁmﬁm?rmqﬁamﬁﬁm@wam T ST
areT HHST F FIE ST SMT|/Strictness should be shown in the FHTeTT/ All Heads
case of leaving Hindi related training midway or deliberately not | of Departments
appearing in the examinations. and OL Section |

19. | s & wrcg o= & 3/Replies to letters received in English el faeymemegeT/
H?)Gﬁﬁmﬁa?msﬂmﬂa%ﬂﬁmmmﬁ ALL HODs }

f&w s/ Replies to letters received in English should also be given
in Hindi or bilingually as far as possible.

|
|

. 7. Aol Ramen/Prof.

Dr. Malini Divakala

&= /Director

forwe, RexM@IE/NIFT, Hyderabad



