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TerHTT He et TEeaquf wraur

IMPORTANT PROVISIONS REGARDING OFFICIAL LANGUAGE

'S

. ﬁ%ﬂﬁ?mﬂ/ Constitutional Provisions

Tge o1 h fadl & ar e § frar s |

Business in Parliament shall be transacted in Hindi or in English.

(37T / Article 120)

59 & Ay Hed &1 S Aoy & JeHIE a1 Jeurwrs F a1 fFd # @
3ioft & fa5aT STU | Business in the legislature of a State shall be
transacted in the Official Language or Languages of the State or in Hindi
or in English. (3F@G / Article 210)

Y P ASAHT GarR] il & i gt ok Hu & It waie & fa
YR 3feh! o SfTRIPTT TU 31T 1,2,3,4,5,6,7,8,9,0. FT WA g1

The Official Language of the Union shall be Hindi in Devnagari script
& the form of numerals to be used for the Official purposes of the
Union shall be the International form of Indian Numerals ie.,
1,2,3,4,5,6,7,8,9,0. (31T5G / Article 343 (1)

Rt uTen 1 TR -3 HRA1, IUHT BT HA1 dlfch a8 HRd D1 FHTRS
Pl & 9 dedl b1 AAET T AT g1 Tob, qYT IHD! Aredgar §
geaay iy fae, Rgar ok ervm oy - # Sfefed org R wrwrsft
& U, el SR UgTaeh B AT B §U, 8T P ATaRID g1 A1 IS+
2, 981 % U Yeg SR & 1T Jord: Tpd I quT 7Mvrd: o7 Hreraf J
TTeg UGV HIA U IUD! GHIG GRIT &1 W8 &7 Hefed ghT |

[t shall be the duty of the Union to promote the spread of the Hindi
language, to develop it so that it may serve as a medium of expression
for all the elements of the composite culture of India and to secure its
enrichment by assimilating without interfering with its genius, the
forms, style & expressions used in Hindustani and in the other languages
of India specified in the Eighth Schedule * and by drawing, wherever
necessary or desirable, for its vocabulary, primarily on Sanskrit and
secondarily on other languages.

(3]G / Article 351)

ASTHTHT HETASHT 1) CGST, Visakhapatnam



* U Y arew S # Ifewufa wraTg

Languages specified in the Eighth Schedule of the Constitution

1. 3f&fiEr / Assamese 9. Pifpoft / Konkini 16. mﬁf Sanskrit
2. ST / Bengali 10. HEATEH / 17. GolTat / Punjabi
3. &8l / Bodo Malayalani 18, GUTelt / Santhali
4. SR/ Dogri 11 AFOTGRY / Manipuri 4 Rief / Sindhi

5. TORR/ Gujarati 12 TR0/ Marathi 50 g

6. &l / Hindi 13, felt / Mythili 21. A / Telugu

7. @dS / Kannada 14, et /' Nepai 22, Gﬁ / Urdu

8. ﬂrﬂ'ﬂ/ Kashmiri IS.U%IIT/Driya

1. ITSTHTHT GIﬁlﬁW, 1963 The Official Languages Act, 1963
Jad Hfifron & $a 9 4R € RFw 4T 3 (3), URT 4 SR URT 8 S
HEAqU € |
There are 9 Sections in the above Act. Section 3(3), Section 4 and
Section 8 are very important.

YRT 3 (3) / Section 3 (3)

frafefad gt & for &t ofiR SR < & v & @ smaeft -

Both Hindi & English shall be used for the following Documents :

1. &hed / Resolutions 2. W / Rules 3. WY TG / General Orders*

4, G@Q?HTQI Notifications 5. TR~ ® Td 39 RUIE / Administrative & other
Reports 6. U fagf@Hi / Press Communiques 7. §fdgTd / Contracts 8. HR /
Agreements 9. G‘Iﬂﬂﬁ?ﬁﬂ'z Licences 10. 33T - U / Permits 11. fAfder - L ERLY
/ Tender Notices 12. FfdaT - WREU / Forms of Tender

13. e & {3t Fa o1 Fa & Hel T T URRE a1 39 ufdded SR
UGS HNE-UA  Administrative & other Reports & Official papers laid
before a house or the Houses of Parliament.

*  [THFY TSR BT gRHTT
R yBR & it srew, R, srgaw, ufkos S fawmia wdm & for & aun
T8 Tt Sf1gw, Se, UF, U, Aifew, uRuz oiifg off ReRI SHaial &
g YT GHg! & YaY H a1 3 o g, I9uT SfFm S aR13 3) &
el TR MY FEA § |

STHTYT GEIR®T 2 ) CGST, Visakhapatnam



Definition of General Order

All Orders, Decisions, Instructions & Circulars intended for
Departmental use & which are of Standing nature & all such Orders,
Instructions, Letters, Memoranda, Notices, Circulars, etc., relating to
or intended for a group or groups of Government employees are
known as General Orders under Section 3 (3) of Official Languages
Act, 1963.

YT3T 4 / Section 4

g YR, WY & Yo vEeE & fou & v & 3t 18w &
e P 39 W R #d gu Ayufd &t ufaded &4 & for
TS TSI A & e Y e © |

This Section deals with the Constitution of a Parliamentary
Committee on Official Language to review the progress made in the
use of Hindi for the Official purposes of the Union & submit a report
to the President making recommendations thereon.

YT}T 8 / Section 8
g YRT HRd WBR HI IoTHT Faeht Frag 93 St wfaa e @ |

This Section empowers the Government of India to frame Rules in
connection with implementation of Official Language Hindi.

1. W'l-ﬂ'ﬁl'lﬁ'm:l'/ Official Language Rules, 1976

TSI AW, 1963 PT 4RI 8 GRT Wed fHTTT ST TANT Hd §Y HRd
TSR = ASTHTST F7H, 1976 ST |

In exercise of the powers conferred by Section 8 of the Official Languages Act,
1963, the Government of India framed the Official Languages Rules, 1976.

JaafFau s 3R / According to these Rules :

(i) HRd BT i &= & gfer T €, 9UT ‘% &7, @ &F 3R T &7

India is categorized into three Regions, namely ‘A’ Region, ‘B’

Region & ‘'C’ Region. ( a5 / Rule 2)
. &7 / A Region :
fagR Bihar 7. AWM Rajasthan
BTURATE  Chattisgarh 8. JWiHEd  Uttaranchal
gRamnm  Haryana 9. I USY Uttar Pradesh

QO B Lo

feHTIa UeR Himachal Pradesh 10. faeel Delhi
YRESE  Jharkhand 11. 3fSHM 3R FepleR §iu I

pefrapsrce| Madhya Pradesh Andaman & Nicobar Islands.

ITSTHIYT RTRAHT -3 ] CGST, Visakhapatnam
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.87/B Region : 8. ﬂﬁl@ Manipur

9. WUy Meghalaya

1. IeRId Gujarat )
wara 10. fASTR™@ Mizoram

2. HeRI¥ Maharashtra -

: i 11. AN S Nagaland
3. U9E Punjab ;
4. 9 Chandigarh 12. 3SR Orissa

13. RifdpH  Sikkim
_ 15. BT Tripura

1. 3fiYUS  Andhra Pradesh 16. UBH §@  West Bengal
2. 3RO HeR Arunachal Pradesh 17, 2 3R 44, Daman & Diu
3. SR Assam 18. TIERT 3R AR gaal
4. Tl Goa Dadra & Nagar Haveli
5. ST HRAR Jammu & Kashmir 19 werdly  Lakshadweep
6. m Karnataka 20. g@%ﬂ Puducherry
c Kerala 21, A Telangana
UA-cqdg¥ / Communication

(i) (a) 7T &3 H R H51 PR & Sy ¥ & &5 71 @ &7 # fyd forddt

Sg T Y ASTET P AT B 1 510 WPR BT HI BIedh? T
o H Ry bt ora wrfag o1 wfed & wnfe & ar sidsht & 9 o
Tha & | 39 TS, 7 et o1 vt foby orqura & €1, 98 o1a rorHTST faumT
&R1 vfaad Sk} fopw o= gl arftfes ey & ReifRa s ardt 8 |

Communication from a Central Government office in Region ‘C’ to an
office of a State Government or Union Territory situated in Region ‘A’
or Region ‘B’ or to any office (not being a Central Government office)
or person in such State or Union Territory may be either in Hindi or
in English and upto what proportion Hindi is to be used in such
communications is prescribed by the Department of Official
Language in the Annual programme issued every year.

(FT¥ / Rule 3(4)

(b) ‘& & H YT g PR & Srafaal 3k &z @ a1 &7 7 # Ra =i

WHR F el & o9 aur &85 @ a1 &7 T § R FEg WIR &
HrTadl & o9 UF-deR el § a1 el § g1 Udhdl 81 59 UF-gagR |
&t &1 e o sruTa & &), I8 a1d e faymT gR wfday ot fsg
WM a1 aiftiep srded § i &1 ot § |
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Communication between Central Government offices situated in
Region ‘A’ & Central Government offices situated in Region ‘B’ or
Region ‘C’ and between Central Govt. offices situated in Region ‘B’ or
Region ‘C’ may be in Hindi or in English. Upto proportion in which
these communications are to be done in Hindi is prescribed in the
Annual programme issued every year by the Department of Official
Language. (a9 / Rule 4 (d) & (e)

(iii) %a oy oo BT I / Reply to Letters received in Hindi :
Tt & ured oAl 1 IR el & €1 fju o= =nfew |

All Letters received in Hindi shall be replied to in Hindi only.

(FT¥ / Rule 5)

(iv) IroTyTaT FUFRIT 1963 B URT 3 (3) & AFUTAH & FdY F IR
Responsibility for compliance of Sec.3(3) of O.L. Act, 1963
ISTHTYT AT, 1963 BT YRT 3 H FUYRT (3) H Y axarasil TR gaer
A AT AT BT ITRaAIAG § I 3 I8 GREE = o [ U8 axadw
et 3R sidret Gt il # R e oird €, Fnarfee fobu St € SR SRt
fPrama® |
It shall be the responsibility of the persons signing documents
referred to in Sub-Section (3) of Section 3 of the 0.L. Act, 1963 to

ensure that such documents are made, executed & issued both in
Hindi & English. (@ / Rule 6)

v) an%a#, 3 Wﬁﬁ GTIﬁ / Applications, Representations etc.

IS HHART 3M1deH, el a1 SnaTde fedh ar sl & T § | et
H T U 1 BRI R T side, it sarde o1 IR i A R
TR |

An employee may submit an application, appeal or representation
in Hindi or in English. Any application, appeal or representation
made or signed in Hindi shall be replied to in Hindi.

(Faw / Rule 7)
(vi) BTATAd H {90 / Noting in offices
HIs HHAR! bl wrga W fewur o sriga Rt ar sivieft o fora a7
AR IEY TE SHUefl e b1 SIUT b a8 I Sfgare gud) WIS F TRd
2y

STHTST GEIRAHT C 5 ) CGST, Visakhapatnam



An employee may record a note or minute on a file in Hindi or in
English without being himself required to furnish a translation
thereof in the other language. (TH / Rule 8)

(vii) f&dt & wdturat / Proficiency in Hindi

faredt st 3 At wien a1 IUF TUged a1 IUY I wdten R &
TTeaw IO B Al B, T WS Ui H A1 I THged a1 I9Y St
e H R Bt A fawa & =0 # daw il o= fora € a1 gwon
a1 ¢ b 39 &t & uditorar una @, a3 &t & wdtorar ure wem sme

An employee who has passed Matriculation or any equivalent or
higher examination with Hindi as the medium of examination or
passed Degree examination or an equivalent or higher examination
with Hindi as elective subject or declares himself (in the prescribed
form) to have proficiency in Hindi shall be deemed to have
proficiency in Hindi. (@ / Rule 9)

(viii) Ak PUATYD I / Working Knowledge of Hindi

foralt et = Afee wdten o1 SUF THged o1 ST S wdten & famg
& 1y il o oft 7, an ) Rreor Ao & siarfa o ot Sl R
31 g WHR gRT IS B¢ org wlien I<iof o oft a1 o Hear &
% S el & prfuye 3 und o= fern g, a1 99 R & srfemyes 3=
YT HIHT SIE |

An employee who has passed Matriculation or any equivalent or
higher examination with Hindi as a subject or passed Pragya
examination of the Hindi Teaching Scheme or any Other examination
specified by the Central Govt. or declares himself (in the prescribed

form) to have acquired Working knowledge of Hindi shall be deemed
to have Working knowledge Hindi. (T / Rule 10)

(ix) TP ITUA H MFRRIRIT HI1 / Notification in Official Gazette
o1 wraferdl & 80% Haial A fEd &1 eriayes F17 U 1 foran
2, I Srfedl & 8 Io1ee § SHTRgfRid fhu snad | e DR, ™
BRI U g srafadl & fAfAfdy &R wad! § el U saral
g, g Rt & wditorar und g, fewgo, yregur $iR ¥ 3170 I
Tl & g, S iRt ® fafAfdy e ey, e fe<t &1 v fsan
ST |

ISTHTYT HETRIHT & CGST, Visakhapatnam



The names of the Central Government offices, 80% staff whereof have
aquired working knowledge of Hindi, shall be notified in the Official
gazette. The Central Government may, by order specify their notified
offices where Hindi alone shall be used for noting, drafting & for such
other official purposes as may be specified in the order by employees
who possess proficiency in Hindi. (¥ / Rule 10 (4) & 8 (4) )

(x) Ag3rq, Tfgane, wftear ddh erg Ty, da areh anfe

Manuals, Codes, other Procedural Literature, Articles of Stationery, etc.

(a) 51T WBR & praadl & Gaftra gt Agera, fgans ok ufssar deh
g wifgw, fEt ok ofeh & fgurwr wu & guffs, gfsa o
WrEadRErSe foham STE SR YebTiRre febar SeT |
All Manuals, Codes & other procedural Literature relating to Central

Government offices shall be printed or cyclostyled, as the case may
be, & published both in Hindi & in English in Diglot form.

(b) P41 TRPR & [t wrafer T v feu oH et IRERT & TR 3R
e &l 3l s A 81 |

The forms & headings of Registers used in any Central Government
office shall be both in Hindi & English.

(© P19 PR & o4 srafag & vam & fow i anag, gaame, w=iy
IR Tl )R STl g quT e Il 3 oFg Te R SR sieh
feredt Smeeft, gfeca ar Sl g |
All Name-Plates, Sign-Boards, Letter-Heads & Inscriptions on

Envelopes & other items of Stationery written, printed or inscribed
for use in Central Government offices shall be in Hindi & English.

(¥ / Rule 11)
(xi) SrIureT+ 1 IS / Responsibility for Compliance

H0 WHR & YIS BATAT b YRS T BT I8 IR § b
a8 () T8 GRfa 3 i o sifdfam ok IrerTen fom & Sudedt &1
T TU ¥ U 8 8T § 9l (i) 39 YA & o Iuged SR
UHAHR] e & forg Iurd & |
It shall be the responsibility of the Administrative Head of each
Central Government office (i) to ensure that the provisions of the
Official Languages Act & Official Language Rules are properly

complied with & (ii) to devise suitable & effective check-points for
this purpose. (@ / Rule 12)

ISTHTST GETRHT =7 ) CGST, Visakhapatnam



It Y Gadh g0 arg e

Some other orders regarding the O.L. policy

(1) 798 P WY / FTATAT BT R Rubber Stamps / Office Seals

YRd DR & Gt wamerd / fauml aut 3y sraferdl # w7 i1 et
Wit t5s B Hig? SR Hrafag $ gaTe fuiite wu § fEd & g W
TG gU WRT & o |

All the Rubber Stamps & Office Seals used in all the Ministries /
Departments & other offices of the Government of India shall be in
Bilingual form with Hindi letters on the top.

TS DI HIgY TR B JHY ST {3 & 18R T PR & 8 T1eu |

In preparing the Rubber Stamps, the letters of both the languages
should be of the same size.

UGHTH, HTITerd &1 1, U1 31fE & aR § S digy fgumdt = & §41E ot
2, 3 SU TSR 18 oid fob 379 U dfdd iRl &t ol uas dfda sl &t 8
1 Uw &1 ufaa ¥ il oik 3u a1 ofFel A ferar & |

The Rubber Stamps for Designations, Names of Offices, addresses
which are to be prepared in Bilingual form, should have one line in

Hindi followed by one line in English or matter may be written in
Hindi followed by English in the same line.

(2) (i) WaRY mﬁ* ﬁl’E ﬁm‘aw-ua/ Invitation cards of Govt. functions

Tl TRHR THRTE! 3 010 el SR oSl aHt smafi # S faar sy
| TS & T IR T B e oIk gudt oiik Sl | sfravgdar & SR
3 &t iR SOl & ifaRad, wrefie wmmedt &1 +ft SugiT fisan s waan
& | B vz b g wopR U WY, 76 910 Ao RSl &l 75 ¢ |
Invitation Cards of all Government functions may be issued both in
Hindi & English, Hindi being used on one side & English on the other.
Where necessary, regional languages may also be used I them in
addition to Hindi & English. The manner in which the invitation cards
should be prited trilingually has been left to the organizers.

(ii) I 3R ydie ﬁ%‘f w%a"rwrr:ﬁn / Use of Hindi on Badges & Logos

FE0 WHR & AUSRY / FHART U1 AaT g Sty 91 F o,
2t 3R Y W Y OF 91 Udle g @Y iR ok gt Hrel
| ATl W 1§ ared 41| Ht G HIeiel | e o |

ST HETAHT C 8 ) CGST, Visakhapatnam



Officers / Employees of the Central Government should wear their
Service or Office Badges, Emblems to be worn on caps & shoulders
both in Hindi & English languages. The names to be embroided on
Uniforms should also be embroided in both the languages.

(4) HHEIRGT BT a1 yRaerei & wfafdar

Entries in Service-books of employees

T &7 T fyT Fiy WeR & Frafadl & it I arelt Jar-gRasmrelt §
ufafpa gurivd & § &1 9 |

Entries in Service-books maintained in Central Govt. offices located
in Region ‘C’ may, as far as possible, be made in Hindi.

(5) A= Frafadl # IsHTET ARSI &1 THieT

Nomination of Rajbhasha Adhikari in Sub-ordinate offices

et / Qurtt & siefie ude eafay # e S Wi sifterdt &t
ISTHIYT SHfUBRY F =0 H AT B U1 A | 3= 3Fg y=afe Sl &
3dmar 39 AfIPR &) U8 3@ o1 | RpAer gl i 39 srtew A
ISHTST Geeft el BT Sl U A ST 8l IR ISTHINT H1af-ag-
IS $t So Fafa s F o |

A high ranking officer be nominated as Rajbhasha Adhikari in each office
under the Ministries/Departments. In addition to his/her duties, he/she
will also be responsible for the proper implementation of the orders
relating to Official Language in the office & to see that the meetings of
the Official Language Implementation Committee are held regularly.

(6) ISTHTYT ¥ Teifira w14l & e @«

Expenditure for works of official Language

o et & et &1 @ gerar oA O Jaftd s sratadi= el &
& 3 ¢ | sufere o weR Harera / fawmT / wrafaa / Susms onfe gri 3
Praferi= Sl & o1 @9 @) Hawil B &1l § I USR &l & Jerums
F IR IR ITRIR W T Gafdrd Bl & fow ot 3 @ &1 saarr &3 |

Various steps taken to ensure progressive use of Hindi in Official
work are part of the normal official work. Expenditure involves in
various activities for progressive use of Hindi in official work will,
therefore, be managed by the concerned Ministries / Departments /
Offices / Undertakings etc. in the same manner as they do for their
other activities.

STHTHT HeTaHT L9 ) CGST, Visakhapatnam



&t & v & forw af 2019-20 &1 a1ffe Hrdwa

FE. | # fo Fidrd @@ Rk
1. | A 7w mRER LESHION (L FdABO [ LFEA 5%
a7 oRa) LEETH W00 2 WHTA 0% | 2 FETH 55
SMETA 65% |3 MATH S5% | 3T H 5%
4 FTAGET00% |4 FTTHT00% |4 FTF &T100%
FTAME 10 | & UsAiEE U9 F T 15
¥ FdaaRe | F e | & s
2| A g o= & 3w B A e | 100w 100% 100%
m |
R 755 E 0%
4, | R ammm ¥ oReor FeimA 70% | 60% 30%
5. | R T i A AN 80% | 0% 40%
RIfaftn 1 el _
6. | & A REmd A8 w o G | 6% | 55% 30%
(Fa T T @)
7. | Tl wRtregor (amer, S, gmegfafy) | 100% | 100% 100%
8. | gferr g AR A | 100% | 100% 100%
9. | Sie 3R AwTH HeH TR A 50% | 50% 50%
IS Tkl & Tl ke & §
feforea i i R §-gvcm,
AR eET st iR
o i @ R A e W e
#1 7% T ¥l o) e A e
W forar I w1 | _
10. | #F9X #fd T TR & goagrias | 100% 100% 100%
3T 1 gl ¥ & Tl | |
1, | deerse afawm gl 100% | 100% 100%
12, | e A T T Gaw At anfe | 100% 100% 100%
1 e afawnd g _
13, | st st st 25% [FeH) | 25% () 25% (Faem)
TaT fawmr & il
(3. [E.H.) G 9 A
¥ Tt o et a faderor
(prafierait &7 wfewre) ,
e # o e Wl | 25% ) 25% (FR) 25% ()

14, | = e dok
TR A FEwaE ol b 7 3 & Aok (o o o o)

T Fieags gl at # 4 % (v T v o)
15, | s, Ay, W, SRk o wRer | 100%
#1 A 397

ISTHTNT TRIfAHT < CGST, Visakhapatnam



Annual Programme for 2019-20 for use of Hindi

S.NO  DETAILS OF WORK ‘A’ REGION 'B'REGION
1, Originating 1.FromAto A 100% 1.FromBto A
Correspondence inHindi 2. From Ato B 100% 2.From Bto B
(including E-mail) 3. From AtoC 65% 3.From Bto C

4, From RegionA  100% 4.From Region B

‘C’ REGION

90% 1.From Cto A 55%
90% 2.From Cto B 55%
55% 3.From Cto C 55%

90%  4.From RegionC to 55%

to Offices/ Individuals to Offices Individuals Offices/ Individuals
in States / UTs in States / UTs of in States / UTs of
of A & B region A & Bregion A & B region
2. Letters received in Hindi to be 100% 100% 100%
answered in Hindi
3. Noting in Hindi 75% 50% 30%
4. Training Programme through Hindi Medium 70% 60% 30%
5. Recruitment of employees utilized for
Hindi Typing & Stenographers B0% 70% a0%
6. Dictation in Hindi/ Direct Typing on B65% 55% 30%
Key-Board (self and by the Asstt.)
7. Hindi Training (Language, Typing/Stenography) 100% 100% 100%
8. Preparation of Bilingual Training Material 100% 100% 100%
9. Expenditure for the purchase of 50% 50% 50%
Hindi books etc., including digital matters
i.e., Hindi e-books, CD/DVD, Pen Drive including
amount incurred on Translation in Hindi from English
and Regional Languages out of the total Library grant
excluding journals and standard reference books.
10. Purchase of all electronic equipments, 100% 100% 100%
including computers in bilingual form.
11, Website bilingual 100% 100% 100%
12. Citizen Charter and display of Public 100% 100% 100%
interface information Board bilingual
13. {1} Inspection by Ministries/ 25% (minimum) 25% [minimum) 25% (minimum)
Departmentsf Offices of their offices
located outside their Headquarters &
by the officers (DS/Dir/J5) of DOL{% of Offices)
{ll} Inspections of sections at 25% (minimum) 25% (minimum) 25% (minimum)

Headquarters.
14. Meetings regarding Official Language

Town Official Language
Implementation Committee.

Official Language
Implementation Committee.

15. Translation of Codes, Manuals, Forms, Proceduralliterature.

TSTYTY] HETRHT &

02 meetings in a year (One meeting every 6 months)

04 meetings in a year (One meeting every quarter)

100%

CGST, Visakhapatnam



fafir=r srateal & v s |

|ftfaat &1 16 vd fawdl dew! o1 sire

h Formation of Official Language Implementation Committee in
different offices and conducting Quarterly Hindi Meetings

YRA WHR gRT 9Ty Hifd & srafag+ 8q 63 T uay™! & oaR
P B Ud G Yo & driadl § JoH 3 & sraftauE 3 59
3R ARt Hia el e |

In the light of the provisions made by the Official Language Department

some guidelines are given hereunder for Implementation of the Official
Language Policy of Govt. of India in the Offices of Central Tax & Customs.

3Tgad Srafeadl B : Hgad Hrafag T UuH AT / ATgad I e o
ISTHTYT Brafgaa Gfffa &1 e fhar o fSad o ey gurT &
JU/HEdS Hdd adT gad dEfad & HUR/Agd R, SU/TeHd
T, G&A a1 USRI U TATad & ST & et auT y=ie-a
PR G g | AfHa iRl Aiea e dow! &1 e S |

At Commissioner’s Offices : In Commissioner’s office OLIC is to be
formed under the chairmanship of the Pr. Commissioner/ Commissioner
in which Hqrs. ADC, |JC, DC, AC, CAO, Superintendents from all Sections
and AOs will be the members. Nominated Hindi nodal officer may
conduct the meeting.

HTFATTT A e Afd (RTSIHTYT) BT ATHSH :
UR/HYE S Bl GG Wid RISHTEY) & &Y H A1fAd fasar §me S fa
ASTHTYT Srafaa et H1 &1 G@vE Ud U3 & o B |

Nomination of Member Secretary (OL) in Commissionerates

Addl. Commissioner/Joint Commissioner may be nominated as the
Member Secretary (OL), who will supervise the overall implementation
of OL in the Commissionerate.

TURT/AfSd Sried TR W : THF/Abd TR IR IU/A8-E 1gad B e
T YT HRAaeE iAfd 1 T8 fhar STe o wHT S & R
T, Tt M T Ud X9 prfedt / Ol & UNE 9ew 1 9 |
JHAT/ATbd Hratad | A1t R< Ared Afier) 9o o1 SmieH B |

AT Division / Circle office level : In Division/Circle office OLIC is to be
formed under the chairmanship of the Deputy Commissioner/ Asst.
Commissioner in which Superintendents from all Sections & Ranges / Groups
and AO will be the members. Nominated Hindi Nodal Officer in the Division
/ Circle shall conduct the meeting.

I[STHTST TB1RASHT Sili2 CGST, Visakhapatnam



WHTT Ud Afa Sraiadl § o g (RTSTHTET) &7 A1 -
aiess sitfierd / TS ARER! 1 e Uiad RISTHY) & &9 J A1Hd
g e o f&b TeHTST Sraaa Jeeh SR B ' B |

Nomination of Member Secretary (OL) in Division/Circle offices
Senior Superintendent / A.O0. may be nominated as the Member
Secretary (OL), who will supervise the implementation of OL in the
Division/Circle office.

e ot S3F ud® faadt & smaiforg ax sriga fgumd w0 & ot fasan
ST 1R T |

Committee meetings should be organised in every quarter and minutes
shall be issued in bi-lingual form.

AT T WURT Srataal § ) Area et &1 e

TS ATgadarad U THTT SHrafaal 7 fosdt off e SifieTst & rorvmen R &
e o 8 Aed SfteTt (Faud) & T § Aid fhar o o i 39
Frafad & AU FHrarage dee s o witfa @ dow A #RA vd
gt Bt Ruid s deeh o w311 3 g siged srafaa & ISy
U & AFERH Ud Uga @ Tdhd § aYT 39 Ty F I TG SR
™[ |

Nomination of Hindi Nodal Officer at Commissionerate and
Division offices : In every Commissionerate and Division office one
officer may be nominated as Nodal officer (Co-ordinator) to look after
the Hindi work. He/she will look after the Hindi work such as organising
Hindi meeting, preparation of Quarterly Hindi report etc., They can take
the guidance and help from the 0.L. Section of the CCO and make proper
co-ordination with them in this regard.

afg nfta R Srea it wur=iaRd g s g -

3 Ut oy 31 S fob S & ifta sifreRal &1 MR g @
IF W R fedt o iftert & Aifia o four S arfs Irerumen
PG FETY ©U Y R @ & oy ug e fraria @ |

If nominated Hindi nodal officer is transferred -

In order to keep the implementation of the official language
uninterrupted, such arrangement should be made that as soon as the
nominated nodal officer is transferred, immediately any other officer
should be nominated in his/her place.

REH IR DL 13 ) CGST, Visakhapatnam



fomndt Rald Quarterly Reports : 3ad HTATad Bt ASTUTST TITHT T
et geag &1 Ko ud sy gyl afdal & Ruiel & wifed e
g 1 GAfbd RUIE SATAT ST 18T S el Shife & & SRTet
AIE I 20 ARG T G Yo HgTgRerd, 73 faeeh ud Ierum fawmt
F & Frfaud Srfad (Gfan), STE &I auT Su! Ul T& e
FHTATTI P TG Watid TR & RSB B o1 =gy | KOS e doq &
foTT Rajbhasha.gov.in TR USia0T ST ST |

The Commissionerate’s Quarterly Hindi Report on Progressive use
of Official Language should be prepared after consolidating the reports
of subordinate offices and should be submitted to the DGPM, New Delhi,
Regional Implementation Office (South), Bengaluru and a copy of the
same should be sent to the CCO & and also to the TOLIC of their
respective towns. Office may be registered at rajbhasha.gov.in for online
submission of the report.

Td® Had Hrafed Td YHTY/ Gidha Hrafad & IsUTST Safaad & day o
e e @ e siraxas § ) & et safaal & i T
AIed SR (FH-aT®) AT RIYAT 3THRT & U XM 91 91igu|

In each Commissionerate and Divisional Office/ Circle Office, the
following files are required to be maintained in respect of Official
Language Implementation and these are to be kept with the Hindi Nodal
officer (Co-ordinator) or Establishment Section of respective offices.

ISTHTYT HTaT=aa- GiAfd &1 787 vd 9o Tath

Constitution of O.L.I.C. and conducting of meetings — Reg.

IrorHTaT R+t & et war | Helta Raid - acieiiE |

Reports on progressive use of the Official Language Hindi - Reg.
&<t ufreror g WG F HEUH | Nomination for Hindi Training - Reg.
=S} wrizmen & amdivE ¥ ey & TER |

Correspondence regarding organizing of Hindi Workshop — Reg.
ST HTafaa Hedt e - aaEfia |

Inspection regarding Official Language Implementation

ST FTaTag | Hafta fafdy wmar |
Misc. Correspondence regarding O.L. Implementaion.
TUTT Sratadl Td ST & fFrftemr & day # |
Inspection of Division Offices and Sections - Reg.

(To be kept in Commissioner’s office)

TSTHTYT TBIAHT 14 ) CGST, Visakhapatnam



SrgeTerdl Td iR WU / Wihe Praferdl § 4R
RO DI AT i & HRAFIAT §g HM-Tro=T

1) UAS AgFdad H U Y / Hgad B el § ud gumn |
FU/TEAS e B AL B ISTHIN HAaa- QA &1 769 ST |

2) U <1 118 B (fomret 7) Sigadrad & YT SRad / 3gad & e o
Td T B SU/AETIE ATGEd B el § IS wrafaae afifa 3t sad
T S PHIAT U9 BRige & ufa FAfY & Toft gl iR o 3Tl 3=
Praferd &1 Uf¥d HAT|

3) UAd fammel IS5t & g v @ gefid kol emtag gue
(SHTGSRITETTl H YT / GHIT H IU/HeTD ATGe) & §EIER ¥ (1) IU Hews
R, Fsare wdye weieRTery, 78 faweh aur (2) Su FAdwre @rafagm),
& wrage Frafag @R, STaE (3) e TR & TR AU
FHrafaa= GiHfd &1 19 (@) v 3o srged srfad & ifta &1

U / e srafedl ot R 3u/a8me e & sxder o et e
P BT Bl TS faHTe! Bt JHIN & d16 3T HIg & 10 TRRG ad Ut
A1 91T |

rgadrerdl @ RUd a9 & fou Iy faum & dewuige
Rajbhasha.gov.in TR USRI HRMAT 1T |

4) TP AaEaad F gEIad ud 9t numT Frafaal ¥ ue HER oY
oo fEt @ Wefta e 8 Aew et () & wu d iftd frar sy
Tred PRt T e Frafay ¥ TG 9 SIaa- &1 & H |

5) TRl /AHaRal & fou ot & &rf o dadlt wowrslf & R
2 VS faamd! o e =) Srdermen &1 e fasar o =nfu |

6) HHAA & S I ¥ et & I §9M1 wd Fom FHaial &t
HRIIYE T U el 8 I8 TR g A1ford 1 a1 Bsiiy et winegor
TRYT, ISTHTYT FAHTT & H1eqd | UfRIeor Bt sagey] H7 |

7) Tgad & ST GRT ST HTaTer) Ud SR &1 ay & T aR e
BT |

8) HTTerd T ISTHINT AT, 1963 BT URT 3(3) HT UG G BT
qUT TP o Ul Hrafed H e 9§ U BIgd & T |
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9) Ffag & IR vd Beal R vu/ i fgunft o (=< 3reh) &
fora= |

10) U9uT Ul & Frafeg I fe=l/feumdt & 9o 73 =i &1 fafea s aifp fedh
o THER & AE &1 9dl 96 9 |

11) Prafag & B= & ura = &) ige Uit & Rifgd HA1 vd 39 W B s
HIATS BT [Ja0T TG |

12) ot &t & prafau & ey 7 IH-THY IR 309 I I pEiadl o
e fe=m SR &1 srguTe dratad ® gRfdd &

13) gt Fraferal 7 Jrorvrer Seet e & IfRd erfaga & fon faft
ST &q e fig o fb S|

Action plan to be followed in
Commissionerates, Divisions, Circle Offices for
implementation of the Official Language Hindi

1) Official Language Implementation Committee must be formed under
the chairmanship of the head of the office i.e. Commissioner in Hqrs. and
DC/AC in Division office.

2) Official language Implementation Committee meeting should be
organised in every three months under the chairmanship of the
Commissioner in Hqrs and under DC/AC in Division and copy of the
minutes of meeting issued may be forwarded to all members of the
committee, Commissioner office and CCO, Vizag.

3) Quarterly progress report (consolidated with divisions) on the
progressive use of official language (Hindi) duly signed by the
Commissioner may be sent so as to reach by 20th of the following month
after each quarter ending, to the (i) Deputy Director (OL), DGPM, New
Delhi, (2) Deputy Director (Impl.), Regional Implementation Office,
Kendriya Sadan, Kormangala, Banglore, (3) Town Official Language
Implementation Committee of their respective town /city and (4) Copy
to CCO, Vizag Zone, Visakhapatnam.

Division / Circle office report duly signed by DC/AC should be sent to
their respective Commissionerates by 10th of the following month of
each quarter ending & copy of the same may be sent to the O.L. Section,
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CCO. Commissioner’s office may be registered at Rajbhasha.gov.in for
online report submission.

4) One officer may be nominated as Nodal officer (0.L.) to look after the
Hindi work at Commissioner’s office and divisions as well.

5) One Hindi workshop should be organised for the officers/staff in
every three months to overcome their problem in doing work in Hindi.

6) One roaster should be prepared in Commissionerates in respect of
working knowledge of Officers/staff. As per the roaster officials who do
not posses working knowledge of Hindi may be sent for training or
arrange for their training through the Central Hindi Training Institute,
Official Language Department, Ministry of Home Affairs.

7) Inspection of regarding Official Language Implementation of
Subordinate Division / cirlcle office and Hqgrs. Sections may be done by
Commissioner’s office once in a year. (25% Offices & Sections)

8) Compliance of Section 3(3) of the Official Language Act, 1963 and
maintain a separate file for the documents issued under this section.

9) Heading/Subject on all registers and files may be written in Bilingual
(Hindi & English).

10) In despatch register Letters sent in Hindi/bilingual may be marked
(H) besides despatch No. to quantify the correspondence in Hindi.

11) Letters received in Hindi/bilingual may be marked in the Inward
register and maintain the record of action taken on those letter.

12) Compliance may be ensured on the instructions/guidelines
regarding implementation of Official language Hindi, issued by higher
offices from time to time.

13) Check points may be issued for different works in all offices for
proper compliance of the provisions in respect of Official Language
implementation in the office.

O
831 & g1 € R YRA BT IeATa® U Gee 8l ahar g |

Political integration of India
can only be made possible through Hind.i.

- Bhudhdev Mukherji

O
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Sire faig ot g
Specimen of Check Points
AT 3G OFFICE ORDER
F5 WRBR B! ATHTHT i F GaRs HRf-ag 3 forg TorTsT fammacht 1976

@Y1 TN 1987) & a9 12 & Wyl & IR0 # TdegRT Fafafad
o1l g witg fag Feffa R s -

In accordance to the provisions of the Rule 12 of Official Language Rules
1976 (as amended 1987) for the proper implementation of Official
Language policy of the Central Government, hereby the following check
points have been declared for compliance in the office :-

1) Y98 P Yev, ATHUE, WIEA a8 sanis Furdl/Aumndt w0 & gamr .-
FraTad Bt g Igs @ ey, ueRi, A ug, Wi, A, S, S, 9l )
Frataa o1 faazor, faffen w18, ugam uz, aie dfgar sanfe sifard ®a
3 fgumh &0 & € 817 =1fRe aur 3T B g rerHTeT (=) fpv it g
TfeT | Gt Tre S auT SFHET & 1 By § € 89 =R T ud I HH
WY ugal &gyt s et (fB=dfl) Ud 3id | SISt g 918y | 3fd: 39d
fore gy we SIHTT & WEia SFHTT THRY /AR sifteRt & wir
famg Feffea farar Smar 31

Preparation of Rubber Stamps, Name Plates in bilingual & Sign
Boards in Trilingual : It shall be the responsibility of Hqrs. and
Divisions Administrative Officers/ in-charge of Administration Section
of the Commissionerate to ensure that all rubber stamps, name plates,
seal, logo, badges, office description on vehicles, identity cards, visiting
cards, citizens charter etc. are necessarily prepared in bilingual and their
order should be first Official Language (Hindi) and then English. For sign
boards and section plates shall be necessarily prepared in Trilingual only
and order should be First Regional language -then Official Language
(Hindi) - and then English.

2) Tar yiasreit & wfafdar &= & o -

oS et & SrER STl / wranieat o ar gRasrsit & ufafdar
o=l / fouma & e sfard § | 39 e & 1 1A B AR Jar
yfrarall # ufafdat & genfia & ard et 3t gnft | o su P &
fere Far gfkraptelt & vfafddl o ganftd S ara SRt gy geaad &
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3UTERUI Ug HfaaRur et qur Hed srafadl & uuit u=mgH ifieiial &1
Sitg famg Feiia fear ST € | Saa st 7 31 718 wfafdat & iia gam
HTIPTRG! GRT TeIfd g} &1 ol 71 |

Service Books Entries should be in Hindi :

As per the Official Language Rules entries in the service books of officers
& staff should necessarily be done in Hindi/bilingual. And it shall be the
responsibility of the D.D.0. in Hqgrs. Office and 1/C Administrative
Officers in Divisional Offices, who are attesting the entries in Service
book, to ensure that all entries in the service Book are made in Hindi or
in bilingual form. Entries made in English alone shall not be attested by
the said attesting authorities.

3) YT 3(3) & AT BRTSITA Bi fgHTdt U F 1Y A7 :-

RTSTHTNT ST BT YR 3(3) F SFaTd TR) Gt GRarael JUT Heped, AT
STE S RITGT SR 1fE, P, SHgeAT, ymafe aur org Rure, 09
faqfera, wue a1 gudia afiifa & wHel TRgd gxards, dfaan, aRR, st
s, fAfder fagfer (@ex Aifew), samfe sffarda: feumdt &u & (s )
& SRt fb U ST =1feT | i 3 oY gRaTeR e aret iRl &t forieR
BT S |

Documents under Section 3(3) to be issued in Bilingual :

Under Section 3(3) of the Official Language Act, 1963, Resolutions,
General orders (viz. Establishment order etc.), Rules, Notifications,
Administrative and other reports and official papers to be laid before
the Parliament (or Parliamentary committee), Contracts, Agreements,
Licences, Permits shall be issued in bilingually at the same time. Officers
signing such documents will be held responsible for this.

4) &= o v v 1 IR = H o S e Prgemadht 1976 @1 v 5):

fo=t & o wat @7 IR Sifrarda: fe=dt 7 €t fam s ordféa 8 | 3w forw
TR ST & TR ST &1 98 Q1 & fob 3 a8 gifda o s fe=at
# und u=l &1 IR Sifania: = 7 € fgar e |

Letters received in Hindi to be replied in Hindi (Rule 5 of 0.L. Rules 1976):
Itis mandatory that letters received in Hindi to be replied in Hindi only.
It is the responsibility of the Controlling Officers of all Sections to ensure
reply of Hindi letters only in Hindi.

ISHTST G 19 ) CGST, Visakhapatnam



USRI Sh1Sal  ADMINISTRATIVE UNITS

1 Ministry HATTY

2 Department fqumT

3 Secretariat Hfared

4  Zone 3T

5  Directorate e

6 Directorate General TR
7  Commissionerate ST

8  O/o The Commissioner ST HHTed
9 Headquarters qJE0Y

10 Division UHTT / Hed
11 Range kG|

12 Circle BEZS)

13 Office Frafa

14 Section SIJHTT

15 Cell LA

16  Unit TIPS

Uq-TH / DESIGNATION

Ministry of Finance ﬁ?[aﬂa'rau
Dept. of Revenue ST faymT
Revenue Secretary IoRd dfea
Chairman STeE
Member qay

Joint Secretary HYad gfud
Deputy Secretary 30 e
Under Secretary 3R Gl
Chief Commissioner qET AHYdd
Principal Commissioner TYT 3ATad
Commissioner Hgad

Addl. Commissioner SHUR 3ad
Joint Commissioner Y 3HTgad
Deputy Commissioner Jurgad
Assistant Commissioner Heldd gad

Director General 1:|3||'>'|an$

Addl. Director General 3O IIEIIEIaQ G2
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Director ey

Addl. Director 3R fFe®

Joint Director ﬂ'ﬂaﬁﬁ%ﬁm
Deputy Director 37 R

Assistant Director s Fese

CAO TR AT BRI
P&AO YT Td ot SRy
DDO 3{T8RUT U4 Hfdaror
Superintendent e

PRO O YU SMABRY
Sr. PA Ry Jafads Terrs
Sr. PS Ry Jufdas afaa
Admn, Officer PRURIEERIBEAR]

Inspector e

Sr. Translator IRy farcd

Jr. Translator HY 3JdlGH

STA IR IR GeIH

EA HIAUTAS TGS
TA CREIFHEED
Stenographer Gﬂ"@%‘lm

LDC 3faR uft ferftes
Hawaldar gddglR

Appraiser Hel IBESCED
Preventive Officer fAar® sifdert
Commissioner (Appeals) STYad (&I'd:'ﬂ')

Addl. Commissioner (P &V) SR Y ad (P1.d ¥.)
Cadre Control Authority Haii gz uiftieRt

Deputy Commissioner (Prev.) 34 G{I'ﬂaﬁ(ﬁaﬂav_)

Deputy Director (Cost) 37 R [ﬁﬁ-f)
Deputy Director (Systems) 34 FAewd (';I'Uﬂf'ﬂ]

IRS YRGS FaT (HTTH)
Departmental Representative faurtta ufafafy

Senior Departmental Representative aﬁg faurta ufafaf
Gazetted Officer REEIEGEIREIE]
Non-Gazetted Officer SRTURAT SHRIHRY
Marine Engineer 1 Srfdr

Chemical Examiner A e
Record Keeper HfCRATHR
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Investigation officer
Inquiry Officer
Headquarter
Appellate Tribunal
Appropriate Authority
Authorised Representative
Competent Authority
GST

0SD

Vigilance Officer
Verification officer
Examiner

Examining Officer
Welfare Officer

Driver

Contingent staff
Sweeper

SUTT & 9T - NAME OF SECTIONS

Administration Section
Accounts Section
Audit Section
Establishment Section
Budget Section
Appeals Section

Cash Section

G.PFE Section

T.A. Medical Section
Inward Section
Despatch Section

Legal Section
Adjudication Section
Service Tax Section
Technical Section
Arrears Recovery Section

ST HETRST

TR SR
ST SHFT

SR TR SR
RITIAT SFHTT

Fole 3HTT

3(UTe SFHTT

AHS HTHFT

g Yiaw [AfY
BIEIRGHEIETIEG
3Iad SFHRT

0T 3{THTT

fafer srgumT
=gr-FUTG SFHIT
AT DR SHTHAT
APIPT SATHIT
ST et
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Tribunal Section
Statistics Section
Reconciliation Section
Preventive Section
Anti-Evasion Section
Central Intelligence Unit
Vigilance Section
Confidential Section
Review Section

Public Relation Officer
Official Language Cell
P.A. to Commissioner
Recreation Room
Computer Section
Library

Export Claim Section
Welfare Section
Control Room
International Taxation

SHfYBHROT SFHTT
Tifeaa! SHRT

e / e SUET
FaR® SrHmT
31qee A SFHIT
FET I (D
Al SHIT

TG ST
TRI&I0T 3HTT

OF H9 RHRY
TSTHTS U TS

31gad & JAKIP TETTD
TR Bl

PRI STHIT
qRIBTAT
frrata grar srgumT
FHedTol ST
[GRENET]

AP B

TRATCT, T U4 Yo Praterd) & g8 g1 aret dfordy (RFoRe) 31 g
Registers Being Used In Hqrs. Office, Divisions and Range Offices

Attendance Register
IC Register

OC Register/Dispatch Register

C.L. & R.H.Register

Dead Stock Register
Pay Bill Register

Register of Annual Increment

SCN Register

Register of Jurisdiction
Register of Registration
File Opening Register

AU HRTRaRT

JufRyedt oot

31 Uit

g Uit / oT Ot

B RAD TP Ud Ufsfdd /
dp el AT Uslt / el
SHR / Fferg ard deit

da faa IfoRex

AP da- gl IR

HRUT T3] 1/ IR
SHfUBR-&7 Uslt/ &ATIDHR Gofl
TGiiehRUT IR

PN ECINE RIS RS
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Register of Registers
Register of Inspection Notes

& Audit Objections
Bonds Register
Register of Removal under Bond
Register of Receipts under Bond
Register of Revenue Realisation
Register of Offence&Penalties
Station Diary
Register of Exports
Register of Imports
E.R.1 (Excise Return-1)
Register of Assessment
Adjudication Order Register
Confirmed & Unconfirmed

Demands Register

Inventory Register
Issue Register
Books & Publications Register
File Opening Register
CESTAT Final Order Register
Court Cases Register
P.L.A.Register
Annual Increment Register
Personal Hearing Date Register

Uil & Tl

Fteror fewaforal wd ot oien
3{mufral ot doit

T IR

FYTT & fTd el AR

ST P il T IR

TR FMET IR

S{ORTY Td AT Tfl

RYA H®! ) st

[ERIGRU]

ST Uil

3.31R. 1 (3TE Yoo fqavofi - 1)

F-FAyRoT Ui

gy i sew doht

qy Td 31qF grdl/AiT 1 doit

@ / e (axgyE ueft
e / S it
HIEd R™ ot
Jere Hfad 3w ol
“gTfie ATHE! i Uoit

QI @1 T gt

e aa- gia IoRe
Jufdad gAars feid &1 gelt

31T TE & o 31aP] TR P g7 8

ol 3TTT 55T 8 AT BT JHTTBT Ghed
OIGT {TTBT b e BT, QT BT 3ATTHT BH
OIGT 3TTHT HH g, i g1t siraent (gt

- §§¢ SRUGH JUfAug

TSTHTYT HE 1T
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PITAU Yecraeil OFFICIAL TERMINOLOGY

Above cited
Accordingly
Acknowledgement
Act

Action

Actual
Addendum
Additional Bond
Additional Duty
Ad-hoc
Adjustment
Administrative approval
Advance

Advice

Affidavit
Aforesaid
Agenda
Allotment
Allowance
Amendment
Amendment
Analyze
Annexure
Antecedent
Appeal
Applicable
Appraiser
Appropriate
Approval
Approved as proposed
Area

Arrival report
As desired

As proposed

As required

As revised

Ascertain
Aspect

Assent
Assessable value

RTSTHTYT HETRIST

I7Ed, IW ey

L 25

Assessed Value

fruffed 7eg
fyfor

Assessment
Assets S, ufvefot
Assign i, Fgad s
Assumption of charge HRIYR T80l W‘rﬂ
Attestation STIHHETU, HIEdTR
Attested copy JOr W,

Hiegiferd ufd
Authentic Hfryord
Authorise TG Fel
Authorized Agent Toioe
Background of the Case @1 ggyfH
Backlog EEapl
Baggage HHIA/ A
Balance Amount of Duty Y[e a1 GepTal XIRT
Bank Security Eli?lij!a
Barring Hﬁiﬁ'&‘ﬂﬂ & fiyar
Basic pay EE da
Beneficiary Rt
Bill of Entry AT fod
Bill of Export frafa fam
Bill of Loading e fad
Bio-data oiad g
Board of Directions  ¢¥1® Hed
Bonafide CIASICEA AL
Bond Y-TE/a8
Book of Account  TdT gl
Brief Note wfan fewft
Brochure Wﬁﬂﬁaﬂﬂ
Budget ol
Budget estimate ol {THI/ UldH e
By-Law 3ufad
Cadre '\qz:le
Call Book N Jidd
Call for Explanation WECTEWUTﬁTHT
Cancellation of Bond &&-U ¥ AT
Cargo declaration BILL|
Case HIHT
Case HiH
Caste ElG|
Central Civil Service(CCS) Rules Fiita ffaa St et
Certificate THUI A
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Character Certificate Rzl JHT0 U3
Charge sheet 3RTY T

Charge, assumption of PIUR T80

Charge, relinquistment of HIIYR T/ YR T

Charge-sheet 3R T

Circular BIEUES

Circulate TR X

Claim for refund Jeip ATGH BT g
Clarification WP

Clause @Eﬁlﬁ
Collection Hﬁaﬁm@mﬂw
Collection of duty e @1 TR 1/ TYaHt
Commendable T aRTEA
Commission W/ﬂﬁﬁﬂ
Committee gfafa

Commuted Leave Wﬁﬂﬁﬂ@

Compassionate ground, on 30T BRI
Compensation IESIEE
Compensatory Allowance Yl

Compensatory Leave WfdTX® Bat

Competent Authority H&H

Compilation e
Compliance ;m
Compulsory

Concede WHR BT/ A ol
Concerned Officer TR AT
Concurrence Tgdfd

Condone ?ﬁ'&'ﬂ’ﬂ, HG DI
Conference, Convention T
Confiscation st

Consignment W

Consolidated report Hﬁfﬁv_d e
Constitutional obligation Taee sred

Contingencies HIHRD | Pedt g
Contract Hidal, 31
Contravention e /Afdwy
Conveyance Allowance dTg / ARt ol
Co-ordination Yu-ag, qraHa
Correspondence REEEICHIY
Corrigendum LE]
Corrigendum E{@‘Tﬁ'

Cost GING]

Counter-signature  Jfd-gXiI&R
Covering letter CICLURE

TSTHTY] FETRHT

L 26 J

Credit Entry LI IR EE R Gl

Credit for duty P & forg o ity

Custom duty e

Custom House YA Qe Yed

Daily stock account  Sfie %1 Al

Damaged goods PSRRI

Dangerous Drugs TP HIGH G4

Date of receipt CaRIRie|

Dead Stock SER A

Dead Weight PAHR

Dearness allowance HgTTg Hl

Deduction . UCHT

Delegation of powers ifacrat a1 wior Sy
[ P R

Demi-official 3G WA

Departmental faurig

Departmental representative faum iy ufafafy

Deputation ‘Jf?lﬁgﬁﬁ

Deputation Allowance m Hl

Despatch PGEZS]]

Detailed ﬁﬂﬂﬂ

Deteriorated goods &9 311 ATc

Directions mﬂﬁﬁ-‘ﬂ

Disbursement Tfgawr, e

Disciplinary CERIRIEG

Disciplinary action 3T HRATS

Discretionary power feqaiieR, fofa iR

Discussion

Discussion EEl

Dispatch Do, ST

Disposal frgem

Document LCARSIER ]

Documentary Evidence [RSICEiR I

Draft  Uey

Draw back E{],—@GTQEW

Drawback Certificate QI@EWEﬁ ARl RYE)
Duty payable ey ep
Effective Rate of Duty [cd &1 THTd! &3

Eligible RIEN

End product dferd)sifem Iarg
End use it A
Endorsement ggie
Enforcement Directorate WacH

Entitled ghGR
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Entitlement BlEGIRIEI Instruction 3{{{3&[

Ex post facto sanction mﬁﬁ Intelligence iﬁ—'ﬂ
Exemption , | Interdepartmental  3fd[dHI
Expedite % BT HAT Interim order 3R e
Explanation W Interim reply 3FANT TR
Export cess fyafd S Internal iR
Export Duty GRIGRIG Inward 31aF, AT
Export in Band YT b 3fa Fafd  Issues qmd
Extension faaR, sgrm Jurisdiction R &
Facts 33'_3?11 Land Customs 1;[&[ Bt ?F@
Field formation LIGE Legal E?Ffﬂ
Finance Ministry fa dare Letter of credit e o3
Finance Ministry ol HaTerd Level LS

Finished goods GUIREIG] Liasion ud

Fitness certificate 3R ST O Long term & Fifere
Follow up action ;ﬁﬁf&ﬂﬁ Lump sum U Hd
Forward CSll Major Head H@Wﬂﬁt
Forwarding letter 3T 0 Margin note i3y fewuft
Further action 31 @ BRI Maternity leave HIdcd IR
Gazette Extraordinary X0 SFETYRUI Meeting CLEg
Gazetted officer TuiAd siftrmrt Memorandum EILE

General Bond HEH &Y O Mention 3w

General provident fund TTHRT Hfdw fAfe Minor Head H@Qﬂ'@
Goods q¥g, Hid Minutes Eb"lﬁ'tﬁl
Gratuity REME Modus operandi T JoTeit
Grievance Remd Monthly report i faawoft / fard
Head i Mortgage firdl/aue
Headquarter w No demand certificate §&Td! (SFHTUT) T
Hierarchical structure % Tl No objection certificate SFTIF TN O
Hierarchy Tqshd, AIPH Nominate e HEAT
Honorarium ey Nomination HiS
Honorary HITE, Saddfd Norms AHES

lllegal Trade YRS AR Notice e, Ay
Impersonal GGUIENCD Notification Gﬁ'ﬂ?’fﬂ
Implement FFTT ST Notification m
Implementation FraT Notified Area &
Implication LI Oath IqY

Import ST Offence Y
Important TN, 1P, Ts?d“{"f Office expense FrTE o
Improper 3fd Office Memorandum Tafed F1g
In Supersession of & 3fftrepmo Office order Hfay e
Individual GpichED Outstanding gl
Information BIEICZE Outward EIcE
Inspection e Ownership Wiitd
ISTHTYT GRIiAdbT 27 CGST, Visakhapatnam



Paragraph

Part payment of duty e @1 HifI& YT

CEE

Particulars of demand FITT & faawur

Partnership
Pending

Per annum
Performance
Permission
Personal
Policy

Port of arrival

Posting

Practical
Prescribed
Priority
Probation period
Procedure
Procedure
Proceeding

dfed
fa ay affe
fonarea

G

i

g &1 §50Te/

T TR

RIERIG
fafea, Feffa
3T, Wi
ufedient srafy
Tfhar, el
Hrifafd, ufhar
HRiaTg!

Proforma of Invoice  STid &1 HTBTAT
LAEIG]

Promotion

Protection of environment QHTETUT T

Provision
Provisional
Public Notice
Purpose
Qualification
Qualified
Quarterly Report
Quite relevant
Quotation

Rate of duty
Rate of exchange
Raw material
Realization
Recommendation
Recovery of dues
Recruitment
Rectification
Registration
Regulations
Relevant
Reminder
Remuneration

ISTHIST HETRIBT

PICEIE]
eyt

& I, di GEl
PUIEE

argar

ang

Gl
qETa

g, 3
ed Bl ¥
A st
L
Tl / Ry
il

ufemes
PEic|
GIERE
T

S

L 28

Representation
Requisition
Resignation
Restructuring
Returns

Returns

Revenue Collection
Review

Routine note
Running summary
Sales Bill
Sanction
Scrutiny

Scrutiny

Seizure of goods
Selection

Self explanatory
Seminar

Service Provider
Service Tax
Sharing

Short term
Shortfall of Revenue
Significant issues
Smuggling
Sponsored
Standing order
Status quo
Status Quo
Statutory

Stock taking
Structure
Sub-head
Substitute
Suggestion
Suitable action
Supplementary
Suspension

Tax arrears
Taxation
Technical

Top secret

Trade Notice
Transfer
Travelling allowance

yfdffirey sifiae
HIT

e
mﬁuﬂﬁmm
fafawoft
bk
&7, THIET
At fewgoft
Hil® IR
facpa faa
TN
A BT AT
TR0
d: Wy
RSl

a1 werdr
EGIGR

T DT

U IGAINED
b e
e

Spsail
yraiford

RIS AW

guifRifa

%i@nﬁ
Wi fiam
G, T3

30 i
gt/ it

qgrd

Iqgad/3fad HRaTS
& Ak EAIRUE]
HUYFH/FIRIT
GGGl

fy Mot

TR Y1
RFR

T 4T
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Trend ?I@ﬁ"l

Type UbR

Unanimous A / HHAT 0 S0
Under consideration fq=Rid=

Uniformity U &Yl

Up-to-date SFEIC, 3Tl dch T
Verification HAYA, Wild

Verified BRING]

Violation I

Waiting List Trcitet

Waived i /are & wit
Waiving of duty ~ S[¢ &I BIS &l
Warehouse HIVSRITR
Withdrawal et

Workshop BRI

Write Off ¢ @I SIaT

Zone &3, 3f9q, S

AET UI&T Yrs2Tdeil AUDIT TERMINOLOGY

Acknowledgement—tﬂﬁ?ﬁ
Adjustment—ﬂﬂ@ﬁ:f
Annexure—3fJaY
Anomaly—mﬁffﬁw
Appendix—QﬁﬁTE

Appropriation—

Aquittance Roll—deH fig1
Assets—URuf

Audit—SraTadie

Audit Area—GI@TIIET &

Audit Circle—CRaTgRIEN Hea /A

Audit Cirtificate—craTaxI&fT FHTOTTA

Audit Code—eraTadiaf wfzar

Audit Comments —ar@Taien St feuft
Audit Completion—daTaI& GHII

Audit Coordination —CRaTIRI&T G534
Audit Department—ﬁ@ﬁ'\ﬁ&ﬂ favm

Audit Expenditure—mmm

Audit interpretation-CRaTaRIeN FdeH/aamedt
Audit jurisdiction—eraTaRIe iR &
Audit Lapses—m&ﬂ GIRIGG|

Audit Objection—araTaier 3afe

Audit observation—aRaTaRI& Jeur

Audit of Stores Account-HER T8 @1 craTadien
Audit Office—SRaTaRI HTafeTa

Audit Officer—araraien et

Audit Para—CraTaRI& ORT

Audit Period—eraTaRIf 3rafdy

Audit Procedure—araTasief wifsha

Audit Programme—ﬁﬁﬂﬂm LauG

Audit purview—TRTHRIET &5 /FRIET

RERINEHIEA

L 29

Audit Repc:rt—f_%'{?lm'\’:h‘ﬁTﬁ'fn'cF

Audit Review—CRaTaR1em Gefter

Audit Rules—eraradien fram

Audit Ruling—eraradter fafofa

Audit Section—RETARI&N M

Audit Visit—araraen gRT

Audited & observed—eRaTARfEr 9 Ufgrd
Audited & passed—a@II{IfEd @ T
Audited Account—RaTaRITE T / e
Auditing—eIaTaRI&o

Auditing Controller —cIaTaR1&0T gz
Auditor—CRaTRIeE

Bad debt—3fR11ed HU/Zdl 3HH

Balance Sheet—qei U

Bearer Cheque—YR& %wamas Eca
Blank Cheque—ﬁﬂ ¥/E B

Book Adjustment—ag1/&Tdl FHRIG
Borrow—3 YR &l

Brought forward (B/F)—3HId
Budget—asic

Budget provisions—gulc UTdHUT
Capital—Ust /@4 R

Carried forward (C/F )—a@'—ﬂa

Cash in hand—gT4 AHSRIHS T
Certificate of Completion ‘{UTT-IT CaR IR |
Certificate of Issues—f=1H HHI0I G
Certificate of Utilisation —3UgfiTeT SHT 0
Cess—3Uhi

Cha rg&ﬂ‘-ﬂ'{/@ﬁfﬂmﬂ
Charged—ﬂiﬁhﬁ

Cheque—%ﬁ
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Class of voucher—argeR @ Uit
Classification code—?z'Tﬁ‘fﬁ'UT@:’
Classified—fﬂm

Classified Documents—ﬂ"ﬂ‘?ﬁm
Closing Balance—3fd Y¥

Closing the year—aW & 3fd |
Code Head—d¢c T
Compiled—Saferd .
Condemmed Stock—G-IﬂEIIi JiESICT
Consolidated—¥Hfdd
Contingency—ﬂm
Contingent Bill—pca g4 fad
Contract—ﬁﬂﬂ:fﬁa
Cost—aNTd

Credit—GTHI/shTgT

Crossed Cheque—i’@ﬁ 9/ oB
Custom—HTaT Yep

Debit—AT

Debt—311

Deficit Budget—9Ic &1 &olc
Deposite—uofHI
Depriciation—Hcdgl4/3(da&d
Direct—Ud

Director of Audit—aRaTaie g
Discrepency—Idd
Dividend—GTHTST
Doubtful—dfery

Enclosure— 3 /Hadd
Estimate—WTadh e, SITHIT
Excise—J g Yo

Fee - Yo

Financial Audit—fawia aaasten
Forfeiture—gisci] B1/AHUEIU!
Fu nd—ﬁﬁﬁﬁ/ﬂ@n

Grand Total—d

Head—it§
Inflation—?ﬂﬁﬁf[ﬁ?ﬁq&ﬁf
Input—

Interim Audit—3faRa aamdten
Internal Audit—3Tdfd TRETaRIEn
Investment—|

Ledger—Te1/aTdT §81
Lend—3YR &1
Liability—gTTired)/caaT

ST FETRIHT

Loan—vi/BU/3UR

Major Head—H¥] it

Minor Head—ﬂﬁﬂﬂﬁf ]

Minus Rt/ch—B0T STFRTGT/AHR
Mis Appropriation—

Muster Roll—3ufufa et
Net—uiTel/[G/Mad

Nominal Roll—AmTae
Obligation — T/ STHR/STEIdl/EY
Octroi—?i"'ﬁ

Opening Balance—3f/311fe 2
Output—3dTe/3dTg

Over payment/Excess payment—a{m Hid
Paid Cheque—uﬁ%
Payments—meﬁﬁ
Plus Rt/ch— ¥ WITRIT/IHR
Post Audit—T% TRETIRIaT

Pre Audit—q,'cf AT

Price—

Punching Medium—feT m1erm
Rate—&XXC

Re Appropriation—ﬁﬂﬁﬁ?ﬂﬁq
Real ization—aﬁfﬂ
Receipts— &/ mafeal
Receipts— I

Regional Audit Officer-&Td TRETURI&T SUdRY

Schedule—\?ﬂﬁfﬂ
Scheduling—3fIEHIl

Sub Head - 39 i
Supplementary—JX®

Surplus Budget—sidd 1 g9c
Suspense Head—3ad STy
Tender—fAfagT

Terms—aY

Terms & Cond_itions—ﬁ?ﬂ‘l IR
Test Audit—diTd SRETIRIEN

Toll— ATy

TotaI—?iT*'T/G_{’ITbr

Transfer Entry—3fcR0l vfafp

Turn over, Arrear, Outstanding, pending,
Balance, Remaining, Left over—eIdmdl
Value—cd

Voucher Number—ard@R §&41

Write off—ag @Td STa1
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fae=h =rsql &1 gt List of Foreign Words

Ab initio TR Y/RRET  Intoto

Above par Sﬂtﬂﬂqu?, Ipso facto
ga § Far Ipso jure

Ad hoc gy In camera

Ad interim AP Locum Locus

Ad valorem HATUR Modus operandi

Ante g Modus Vivendi

At par YA HA U Mutatis Mutandis

Bona fide TG / Nexus
qRafd®/aad ®  Otherwise

Carte bianche PRIT, W@WW Per capita

Contra & faes Per cent

Data SHIYR I Per annum

De facto qd: Per diem

De jure fafera: Per mensem

De novo By R Proximo

En masse Tfes E U Prima facie

En route I H Pro rata

Ex gratia (Payment) GFI"]E"W (&Wﬂ) Pros and cons

Ex officio e Pro bono public

Ex parte U U&la/3H BT Sine die

Ex post facto FRIER Status quo

Fait accompli O BT Sin qua non

lbid (bidim) @@/

Inter alia 3 T & WY1y Sub judice

In limine AHRPY H g Suo moto

In memorium wfcr ¥, e | Ultra Vires

i.e. (id est) 3t Via media

Inter se IR /S{To!

Intravires wfdd & Gﬁﬂ?, Via-a-vis
TRIGR & e Viva-voce

Tuid;, g R
Hd:

W fafy gry, fafraa
TEHEMA

G O BT PR
SRy

STt TaRIT
gifyd uitad=l gfgd
Ty

3T

CHEREIR

yfawra

PIRCL

ufafes

i, ufawmy
S{ITTHT 11 &7

T 2fY H/mym TR
ST
ue-fauer/smm-diet
SHfed #, drefed &
i3y ®ra & forg

3ffyarf =rd,
3rafverd =i
e
TR0

ey Anf/
EIEEaRESI
-G /g1 o
ias ue

1 g ot Ta uTrel Y T SRl § AR AR A
&<t 3t 3w 1 81 T8 & 716l e wHar |

| respect all the languages of this World
but | cannot tolerate insult of Hindi in my country.

— Acharya Vinoba Bhave

31
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A wratay frwforar
COMMONLY USED PHRASES IN NOTINGS

For perusal / approval / information / consideration / sanction / necessary orders

SraaiY / srEEA / I / ﬁﬂmz%f{/ HO / SMTaRas SR & forg

Submitted Uxdd

Draft letter put up for approval R IARSE Hﬁﬂﬁmﬂﬂ%

For necessary action WW@% ]%111

May be approved fudr a@ﬂﬁa B

Put up for financial sanction please ﬁ?ﬂﬂﬂ\_{ﬂéﬂmﬁﬂé

Put up for perusal & approval please e 0d WW%
May please be seen mé@%mawmé@
Draft reply is put up for approval IR BT H4IaT W%%QW%
For early order =i 3reR & forg

Draft minutes of the meeting submitted o %fﬂﬁqa WH@ETEI?@H%
The matter is still under consideration T 3t off faarrdt= %

for Immediate action T BRATS

With immediate effect <4 §HY Y / dbIel 81 (AebTel UHTE )
Approved Sﬂl:ﬁﬁﬂﬁﬁﬂ

As proposed T TIfad

Sanctioned Wigd fear / doR fvan

Put up a proposal W19 U

Please put up a note m:ﬁf U Gy

Please discuss/speak maﬁﬁ/aﬁ?ﬁ{

Issue as amended YT G IR B

Administrative approval may be obtained PRURIEED 3I§Fﬁ3_ff forar g
Leave granted S EEaRY @@T‘H

Expedite action. e FRATS B

Take action immediately qHIA PHraara! Piforg

Issue reminder urgently o &Wﬁlﬁﬁ

All concerned should note. Tt Yafdg safaq e &Y
Appropriate action may be taken. SUYad ?Fl'&ﬂ'ap A

Orders may be complied with. TR BT SEUIGE] far & |
Seen and returned thanks. WP AU ﬁ'ﬁﬂ, Ydiq |

Reply should be sent in Hindi. IR fe=l & Yo o 7R |
Pending cases be disposed off early fAfofa wmTet 2w froerg =g |
Please circulate among all the officers. @udr gt sftreTieal &t ufarfad &3 |
With regards HlaX

With compliments W&Tﬂ%ﬂ

Yours faithfully Ya4Ig / Hagran

Yours sincerely HUSHT / AUt YHRID

TSTHTST HETRIT

CGST, Visakhapatnam



A brief note is placed below
Action may be taken as proposed.
As per details below.

Call for an explanation.

Call upon to show cause.
Consolidated report may be furnished.
Issue as amended.

Issue reminder urgently.

Issue today.

| agree

Leakage of the revenue should be checked
May be informed accordingly.
No further action is required.
Please see the preceding notes.
Please speak / discuss

This may please be treated as urgent.

Leave applied for may be granted
Comments may be called for from
Concurrence of .... may be obtained
Dead-line should be adhered to
Delay may be condoned
Delay may be explained

TEIOR gfrd &R fear sy
31T IS BIeaTS SHUfdd e B
Fuar e fewfont 3a o
FUgT a1d / T4 B
FUA1 3Y SHigaia-g T |

nwﬂnﬁ’fg@mﬁw

.9 foar wim Wy
.‘..aﬁmmﬁm
Faa fafd &1 rem fear s et
faerar o fory & fasan Simg
faea &1 SR g S

(Please) ensure that orders/ instructions are strictly observed

(PN SATCRM/SGRN BT G 08§ Ure foar ST GRfEd <

(Please) expedite action
(Please) examine in the light of...
(Please) examine and putup
Facts of the case may be given

(@Ud) LY HRATS DY

1 I B T gU i /s Hiforg
tmmwm@ﬁ
e & a9 fou o

Report is prepared and put up for perusal please.

--------- R st et @ e sraeie & U §

....bill for the month of ...

B |1 — mﬁa

... for Rs. .

.......... F@WW%@H@H%|

. is put up for sanction please.

...advance may please be sanctioned. @ULI..... Gﬁﬂﬁqﬁjﬁmaﬁl

LTC Advance may be sanctioned @?T?JIHT ﬁTITCIH &@ﬂ?ﬁﬁ foar sy
Action may be taken as proposed in the note..... ... & Aic ¥ yxdIfdd sraarg B S|

Attention is invited to....
Facts given at page no. .....

.. @1 3R & effa farar s B
may be seen. U3 ¥. ... TR faU 7T 9 3@ WQ|

Facts of the case may be put up / intimated. T & 7 Wdd fa sy / Hﬁiﬁ fd g

File may be put up on receipt of reply from...

... Y IR AT R ISd TR Bt Wi

| have been directed to inform you / request you/ ask you.

T3 e gar 8 b & aiue! gfed B / s Fae e / 3o g |

TSTHTYT HETRIHT

©
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Heiy ) uldraor Seum/ RS e giemn 3t whamd I« 33 | Fh Wer
& il e e ficli viee (@ufdre 309, 99 ROR, tHaRd

R 317S)

1. Jufdae Aaa- &<t o, &<t wrsg Tamem/ Rl <opur ud R simgfay ot
e Il A IR 5% PR &b SHBTRA/pranial &1 12 Al i 3rafy
& o e A afQ & SRR 1 Jufckie Ia o ST 81

(P) VY UieTT- Jufdass Aa- Had Il SRISURT SHARG! &I & Sirar
g oo o uey ursassH Sifaw ursgsa & wu # Aufia fem mn g ik s
3 TeT B 55 UfITa a1 3 3ith Ahx Il ped & | ISTufd et
& yay Tle Iaiivf R R Jufekae da 81 fdar S g1

[BI0F0 F0-12014/2/76-I10HT0 (S1) f&ATH 2.9.1976 - WT 1(3)]

(@) WdoT THief- qafdas da- ad It ATUSIRGl/HanRal Bl fear ST
2 o foru udtor ursaeH sifew ureasH & wu A Ruffa frar mar 8-
(1) SRTSTUET HHATRE! BT 55 Hi=re T 3 3 A= FdTor TRiem il s ||

(2) IoTad SiftreTiRal St 60 ufawra a1 3if¥e i AR udior uier Il
FEW|  [([@BIOFN0H012014/2/76-N0HT0EY.)/ AT 2.9.1976—IRT 1(2)]

@T) WY Tden- dufdae dad dad Il WERI MBIl HHaraf
RIS /3RTSTUE) B e giem Il 3a R far wrar 81 e o ag
UrSUshH 3ifaH uTeTshH & ®u H Rufia fea mar g
(1) SRTSUET HHATNG! B I B W ULIe Il A TR |
(2) It HRETRE! B 60 i ar 3ifties 3ich AebR TRt URI& JT0f A W
[(@PTOTO™O- 12014/2/76-T0HI0(EY)/feTe 2.9.1976—IRT 1(1)
TUTHIOFO[O- 12014/1/78-ToHTo(SY) farias 14.2.1979)]

) &t wreg warem/fES) dou- &l weg durem / &l S &t wdan
Iiiof FRA a1l Fg WBR & SRIAURNT HHANRG! BT T I gl & IR
12 HEH @1 3afy & forw Jufdaes a1 3 v 31 39 sifafkead Teme,
3ae®, TR it fafde qur yar dar wew, fomd fow & coor @
ufRreror fard 78T 8 W Iuaitt 8, & 3rar Aokt faftet ot wife €t I facia
Ve T 3 Rt 59 ey & o) @1 7 fafi= wdf & e o ot B
[(@TOFTOFHO 12014/2/76-N0HTOSY.)/f&TH 2.9.1976—TRT 1(4)]
qUT (BTOFM0HO-12016/2/78-T0HI0(ST.) feAi® 10.1.1979 HHI@-92)
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@) f&dt amgfafa- (i) srreufa Rt wmht srgfermtent @1 fedt sgyfer ot
TRI&T Ih 0l v IR 12 HelH & o8 U d gfe, S St aa= gfeg & firam
& ot B, & SRR Jafeaep Ao foar S 1

(i) YreTOTAT SMYfertest @t 90 Tfard AT Sifies sic A fdal STy oten
Icltl FA R Jafdds doq fear omar g1 oM syfafiet Remafa wa
SRTSIUMAT Q) P HIGHIY ) 761 8, 3 et SmRyferft &1 udiar Siof st
R gl 3 gfSal & SRR Jufdass Aa faan Sar 81 3 3a- gigar urdt da=
gfgal & frars st U8 et usd 9y & dcH gfadl & SRISR SR g
Y Ugeht da- gfs &1 fiyar for oM R Fad T dd ofg & IR dafaae
0 U B Thd
[(BTOF0TO0-12014/2/76/0HT0(S1.) fe-id 2.09.1976 -
R 1(5)(@) T (@) TUTTRT 2)]

feuuft; e ARt &1 Yo B uiiermn & ge el g5 81 39 FHart
P! Gefdrd uten Il A R 5 uaR & faxiia ey dicare =t faei

2 TP RER- Ed yaty, wdion, v, Bt wres S/ o oiR fel
TIfaft ot udtemt orey Sfd! ¥ Il B W URdl & SR FAmfafad
e REBR USH U A 8, et adam ¥ FmeR §-

(1) warYy

1. 70 ufc=rd a1 S99 Sifid 3 U HA | 1600/-
2. 60 WcIRId I1 389 3P Ty 70 Mo Y FH G WA PA TR~ 800/-
3. 55 TIfrRId a1 S 31 TR 60 Wik T HH G WA IRATR  400/-

(2) wdtor

1. 70 Uf=Td 1 $HY 3HfS 3fe U A W 1800/-
2. 60 U= a1 399 Sfie U 70 UFId ¥ HY 36 T A W 1200/-
3. 55 Ufad a1 399 $fie W 60 TA=Id ¥ HH 3fd UTd HA W 600/-

(3) "y

1. 70 Tfa=d a1 5O 3@ 3 U HA | 2400/-
2. 60 UfId a1 39¥ e T 70 UfAd W HT 3 U S W 1600/-
3. 55 U=Td a1 399 31f8% TR 60 U= ¥ $HH 3 Uid AW 800/-
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(4) & =rez Tmem/ R Eor

1. 97 TRId I1 399 SH{UP 3 U B R 2400/-
2. 95 Ufc=Td a1 399 iU Ui 97 UiARId ¥ &H 3% UId B+ R 1600/-
3. 90 Wfar=rd a1 36 St U 95 Uiwd § W S M HA | 800/-

(5) fedt argferfy

1. 95 UfoRTd a1 $U% Sfd 3ieh U e | 2400/-
2. 92 TIf=Td 1 399 Sife W 95 WA A PH G WA FATR  1600/-
3. 88 HfcIId a1 389 3t TRg 92 WfoRId Y HH AF WA HAR ~ 800/-

(6) Frsht o) @ RS Raror diern Y Rfurar, B wrez dwe=/FdH
@1 Td &Y argrfery afient Iwivf #33 w veywd R

1. T8} Rueror aer ot vaty e 1600/-
2. &Y Rreqor Qe &t wdtor oien 1500/-
3. &<} Rueror derr ot urer adten 2400/-
4. RS Rugon g 1 fdt wreg Sy Bl dvor adan 1600/-
5. fget Rueor g ot <t sryfarft adten 3000/-

(PIOMOHO- 21034/66/10-0HT0 (M) feAF 29.7.2011)
feuquft:
1. o1 erfarial o &) & Yarerel= ufenm | ge e § 3= Sefiid ©R Bl
et oten Il P IR Tha Ud UHHRd REWR od 781 8|

2. THRd REBR FaTa HHATE! & AfaRkad Fad I sHandl oI fear
TG S U R UR T € OTeT e fRieror g & wikveror g 81 € arar
Tl Weifiid UreushH % HRTE @ e e B

3. ot et Bl vaelt @ R Rgor giemn &t Y wmw, B =g
are/fRd) dhur wd it gl aftemd Seief #xa € S Ue gEd
REBR & Al T6H¢ TRER UM Hd g Fuffva farg mu ufesma & ofa
UIRId 3ith HH U i+ R I Fbe YRBR AR UaH Hi e |
(@TOFTO™0- 21034/66/2010/T0HT0IRI0). faTe 29.07.2011)

fageft umer @1 et of Xada Ay F Ao 3R e B T g

BIES AT ERAR G
It is a cultural slavery for an independent nation to have education and
official work in some foreign language. Walter Channing
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N PRIZESCHEMES _g

Personal pay, Cash Awards & Incentives for Central Government
Employees on Passing the Examinations of Central Hindi Training
Institute /Hindi Teaching Scheme

1. Personal Pay- Personal pay equal to one increment for a period of 12
months is granted to the Central Govt. officers/employees on passing
the Hindi language, Hindi typewriting and stenography examinations.

(a) Prabodh Examination- The personal pay shall be granted only to
those non-gazetted Govt. employees for whom the Prabodh course has
been prescribed as final course of study and who pass this examination
with 55% or more marks (conditions applies):. [0.M.N0.12014/2/76-
OL(D) Dated 02.09.1976—Para 1(3)]

(b) Praveen Examination- The personal pay shall be granted only to

those officers/employees for whom the Praveen course has been

prescribed as final course of study (conditions applies):

(i) To the Non-gazetted employees on passing the Praveen examination
with 55% or more marks.

(ii) To the gazetted officers on passing the Praveen examination with
60% or more marks. [0.M.No.12014/2/76-0.L(D), Dated 2.9.76—Para 1(2)]

(c) Pragya Examination- The personal pay shall be granted only to those
officers/employees for whom the Pragya course has been prescribed as
final course of study(conditions applies):
(i) To the non-gazetted employees on obtaining passing marks in the
Pragya examination.
(ii) To the gazetted officers on passing the Pragya Examination
with 60% or more marks.
[0.M. No. 12014/2/76-0.L (D), Dated 2.9.76—Para 1(2)
and O.M. No. 12014/1/78-0.L (D), Dated 14.2.79]

(d) Hindi Word Processing/Hindi typing- Personal pay equal to the amount
of one increment for a period of 12 months is granted to non-gazetted
employees of the Central Govt. on passing the Hindi Word Processing/Hindi
typing examination. Besides this, under the various conditions issued in
this regard, the above financial incentives and other benefits given to LDCs
will also be admissible to the employees working on the posts such as
Assistants, Translators, UDCs and Selection Grade Auditors, for whom
training in Hindi typing is not compulsory, but useful.
0.M. No. 12014/2/76-0.L (D), Dated 2.9.76—Para 1(4)
and and O.M. No. 12016/2/78-0.L. (D) dated January 10, 1979 Sr. No.-92)
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(e) Hindi Stenography- (1) Personal pay equal to the amount of one
increment for a period of 12 months is granted to the non-gazetted Hindi
speaking stenographers on passing the Hindi stenography examination
and that increment is absorbed in future increments.

2. Personal pay is granted to gazetted stenographers on passing the
Hindi stenography examination with 90% or more marks. The
stenographers (gazetted & non-gazetted both) whose mother tongue is
not Hindi are granted personal pay, equal to amount of two increments
on passing the Hindi stenography examination. These increments will
be absorbed in future increments of the employees concerned, who will
get personal pay equal to the amount of two increments in first year and
after absorption of one increment in the second year.
[[0.M.No.12014/2/76-0.L (D), Dated 2.9.76 - Para 1(5)(a)(b) and Para-2]

Note: An employee who has been exempted from in-service Hindi training will not get
personal pay on passing the concerned examination.

2. Cash Awards- The following cash awards are granted according to
eligibility for securing good marks in Hindi Prabodh, Praveen, Pragya,
Hindi Word Processing/Hindi typing and Hindi stenography
examination, for which present rates are as under:

(1) Prabodh

1. Onsecuring 70% or more marks 1600/-
2. Onsecuring 60% or more but less than 70% marks 800/-
3. Onsecuring 55% or more but less than 60% marks 400/-
(2) Praveen

1. Onsecuring 70% or more marks 1800/-
2. Onsecuring 60% or more but less than 70% marks 1200/-
3. Onsecuring 55% or more but less than 60% marks 600/-
(3) Pragya

1. Onsecuring 70% or more marks 2400/-
2. Onsecuring 60% or more but less than 70% marks 1600/-
3. Onsecuring 55% or more but less than 70% marks 800/-
(4) Hindi Word Processing/ Hindi Typing

1. Onsecuring 97% or more marks 2400/-

2. Onsecuring 95% or more marks but less than 97% marks 1600/-
3. Onsecuring 90% or more marks but less than 95% marks 800/-

(5) Hindi Stenography
1. Onsecuring 95% or more marks 2400/-

2. Onsecuring 92% or more marks but less than 95% marks 1600/-
3. Onsecuring 88% or more marks but less than 92% marks 800/-
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(6) Lump-sum award on passing the examination of Hindi
Teaching Scheme through personal efforts.

1. Prabodh examination 1600/-
2. Praveen examination 1500/-
3. Pragya examination 2400/-
4. Hindi typing examination 1600/-
5. Hindi stenography examination. 3000/-

(0.M. N0.21034/66/2010-0.L.(Trg) dated 29 July 2011)
Note:

1. Anemployee who has been exempted from in-service Hindi training will
not get cash and lump sum award on passing the concerned examination.

2. In addition to the operational staff, Lump sum award will also be given
to those employees only who are posted at such places where no training
centre of Hindi Teaching Scheme is in existence or where there is no
arrangement of training for relevant courses are available.

3. In addition to the lump sum award, cash award will also be granted to
those employees who passes Hindi language, Hindi word
processing/Hindi typing and Hindi stenography examination of H.T.S.
through their own efforts even if they obtain 05% less marks then the
prescribed marks for granting cash award.

((0.M. No. 21034/66/2010-0.L.(Trg) dated 29.07.2011)

rfeial g f&d |
yperd (e 3 & forg shicames

SifpTRAT gRT el # yade (fSadwm) a7 & forw wfaa s000/- Fuw
FIIRPR AU TR FT U@ E |

g% foTY ISTUTST U SHrafer 9 9.11/12013/18/93-1HL(A.2), TG 16
fydaR 1998, HIFTH. 11/12013/01/2011-0.HL.HI), fEHiw 30 o/ TaR 2012

qYT BTFLH.11/12013/01/2011-1.41. (e, i 14 RidaR, 2016 &7 s@die-
a1 & gl B

Incentive for the Officers for giving dictation in Hindi

There is a provision of giving incentive of Rs. 5000/- per year to the
officers for giving dictation in Hindi.

For details see the OM No.lI/12013/18/93-31.41(-11.2), dt. 16th Sept. 1998,
OM No. 11/12013/01/201 1141, dt. 30th October 2012 and
OM No.l1/12013/01/2011-a41(if) dt. 14th Sept. 2016.
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WHR HHGTS (Rgur/mae) ga U 3
=3 ¥ B & fore wicaTes ISR AT

INCENTIVE AWARD SCHEME FOR DOING THE
OFFICIAL WORK (NOTING / DRAFTING) IN HINDI

Ot Fa WER & SrEfadl § WEHR! SHEGT (feoy/siera) Td
0 ¥ -t 4 o1 & fag, o foum & erfag g9 4
11/12013/01/2011-T.HT.(A1fdY), f&Hiep 30 SrageR, 2012 YT @i 14 RydeR,
2016 (9 ER) & SFER, THE UIaTe GREHR 1ol A g |

As per Department of Official Language OM No. 11/12013/01/2011-
OL.(Policy), dated 30th October, 2012 and dated 14th September, 2016

(copies enclosed) Incentive Award Scheme for doing official work
(Noting/Drafting) in Hindi has been started for all Central Govt. offices.

RIBR: TH AT & Sfaifd T SR Srfad & il - @SR & Ui
o g SRl BT ufdad 376 gRI < H U T BM & UR W
iR e RepR fou S divr @t 3afd e af § --

Award :The officers / employees of each subordinate offices
participating in this scheme will be awarded following cash awards
under this scheme on the basis of work done in Hindi by them in a year.
Scheme time period is Financial Year.

(@) B+5 TWHR & YD HATe/faHT/deg Frafad & fog Waa wu 3 -

For Central Govt. each Ministry/Department/Attached office independently :-

1. WUHREBR  FirstPrize (02 R¥PR) TP 5000/- $UY
2. g gRPBR  Second Prize (03 YTHR) YA 3000/- TUU|
3. AR QREPR  Third Prize (05 TRER) A 2000/- TAT|

@) 5 RBR P BT U & Ude e HrTay & o Waa U d -

For Central Govt. each sub-ordinate office of any department independently :-

1. YA GEHR  First Prize (02 TPR) Tdd 5000/- FUTI
2. G YR™SR  Second Prize (03 TIPR) Tdd 3000/- AU
3. Q@R Third Prize (05 J0&R) U 2000/- FIT
urdr : (@) W Aot & eifteRy/eiEnt 39 O ® um & 9d § o
WHRI B Ui T PO ge db qa U A Rl APa ¢ |
(W) Had J51 AP / FHIRI REPR F U g1 ol I8 § & 4
%W 10 BOIR eg (77 &1 H) B A o | 3o vy fwaur @ yey
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& 3T fewal # e T ofg SR e I fohan o 9 o
e & ufafy, Tt SR B, oRat 1 3nfe off wfire fpg st

Eligibility : (a) Officers of all cadres are eligible to participate in this
scheme who does the work fully or upto some extent in
Hindi in original.
(b) Only those officers / employees are eligible for the
incentive who writes at least 10,000 (Ten thousand) words
(for “C” region) in a year. In this apart from noting and
drafting in original, all other work which are done in Hindi
and are certifiable viz.. entries made in registers, preparation
of lists, accounting work etc. can be included.

o1 & JAToH & [T Ud® oA Hiifas fRufd ard srafag & @
T AT QT | JEeony orert & § RUd S 9% Td Ja1aR
RIS & A TS AT Hrafad b 59 o &I IaH & folg Th

W T HIHT SIE |

For the purpose of the scheme each geographically separately
situated office will be treated as single unit. For example each
Assistant Commissioner’s office under Central GST Commissionerate
will be treated as a single unit for implementing this scheme.

gfdas wU ¥ B & 58 1 ord &1 faavor 3@+ g uud

Proforma for keeping records of the work done in Hindi by the individual

st / gt/ SART ... O 5 B P YU §F arat
mmﬁ%ﬁﬁwmﬁmﬁﬁaﬁﬂﬁ
The weekly particular of work done originally in Hindi by Mr. / Mrs. /
Msisanmannresas of the week ending on .....cccvevvenncenn.
|| pawmd; | RO | R A RuT [ @ 3@ sifverd
Name|Date | ol &iffe @1 | mufewn ok | srgem® | dom | & gwier
e ARt smed | st | No.of | @@E A
H o o T |l A | Brief words Einy
Total No. of Files |No, of words of | particular of Sign of higher
/ R.eg|sters in noting other work officer (once
which work in & drafting done in Hindi in a week)
Hindiis done |written in Hindi
1 2 3 4 5 6 7
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TSTUTYT MR RIEPR FIoT

1. AAUTYT TTRT [RBR 5 IWHR & HiA®! (Fariga afeq) & o
Mfoe Rae ae & for:
F% WPR # FRka a1 Jarfga sife! o { § wae aw & o
TTed R & foTT ISTUIST RS RIFR o1 faedia af 2015-16 A =
31778 ¢ o sfafa RepR IR g g gi-
TYH QIBR  1,00,000/- B0 (Tdh ARG Fo) THIU U 4l Wfd fag
fadia WBR 75,000/ Fo (UHBTR IR Fo) FHIUT U3 quT Wfd frg
TGRSR 60,000/- o (TS TR Fo) YA U 7T Wfd g
TITE TREPR 30,000/ To (414 TSR To) THIY U3 quT W frg
JERY : IO HT Ie-T $% WBR & S| (Yai-9d Giea) & et &
Hifers R AE P o ISTHTST 7TRT TRPR
UHdl: JW$ & a9 dg WER & G/ QURT/SHs Tae/ e
FHETad, AdeE & & IuDHl, PG dbl/fadiia IRIFE aUT
WHR & Wiftred A a1 FHeonfia wara gwusil/a-a fyfaera / ufkieor
YR & HRiRd/Aargd SifteRy/aHar g |
2. ASHTHT TRE FH-RAyE Aifte Ras d@ [RaR g @@
et & frg)
gg JioHT Snyfs IH-fax @t [afts f[(ursf w & & Aifte aaw &1
TR d B & o T &1 7% 8 | 39 Ao J 3% 1 1g off Amiies |
A IS T | PRI & O Geaie1 Tftra, I faumT & 3HeT 9
e T affa gr faran s g o faum & sl & efafkad R
WHRI gew/fagr o wnfie f5a o § | de & sfafa Fafafaa afkwt
& 13 TG PR AT I T IaUH
RPR:
UYH REPR (TH)  2,00,000/- Fo (G ARG Fo) . THIUN UF 7T 9fat ferg
feela PR (UH)  1,25,000/- o (T ARG U §OIR o) THIU U Ul Hfdl g
i PR (TH) 75,000/~ Fo (TR GAR To) . WHIUT T3 7T Wfdf farg
TicTe Q¥R (&) 10,000/~ Fo (GY FUIR To) . JHT U3 a1 ¥qfd forg Udiss &t
IERY : H% WPR & (AN HTAT)/SUHHI/GP! 3T B TRBRI BB
H el fawdl R W SR B o 7 | IE-0TE & a7 § W

STHTYT FETRIDT 43 3 CGST, Visakhapatnam




BB | f8dl & TaT B g § B 3irdl € waife de-ie! faval )
D! B B 2| T vl R WeR! S # el wegrach § sFfim
BId € | SUDT I SR FH-faw & fawadt & Qaw! &1 7 Iuded g1 8
| 39 &7 ¥ ffdl ¥ 1o e &) 9grdl ¢ & 3539 § STHINT faurT 98
ST TA @IS |

TSl : 1. AGD YR BT ARG 81 IRy |
2. QKI® STy dam-iany/fasm & fafts faemsit o forelt 81 waeht 81

Sergvond : 1. o, saacie srgeR fagm, ifaw, e fage, Sof
3Fafer | g, Smyfda, Tamae fawm, gEaT Wit vae,
A ST |

2. qHaHiRe fowy fvg-oY Seiiexu, iyHsdidRu, IuHiadare,
AHAIHR, UGyl 3N |

THFT o

1. TRAY ITdad PR dorel § ¥ Faat T Ao ¥ g o deh S
Tl ¢ | JRaIP & U 9 P a8 g &1 (U § TP 98-8 gRI
SET- T WHTHT WRT O |

2. TS & Sfaid PR & U 3 qRas & Wierd § o des i et o
Tiferes T & | srgfed qRas Wderf T § |

3. $% WMOR & PP (FaN-ga Aigd) D Fd 7 PP 9@ & g
AAYTYT TRT ISR : ISUT et 1 ggar 4 & 32T W F5
WEHR & ISRl /HHaRal gR1 g3-ufesislt § yaiiRia i ael &
TEHI 7g qY 2013-14 H T[F BT T8 REPR Aol BT JI0A. 6.
11014/12/2013-1.M1.(@) {31 2.5.2013 7 3fAHHO Hd Y 2015-16
Y TS PR o1 IR B SI1ell 2 | et A &) # Sy e & forg
"SI TR REBR” 2

TiorT & Sfia Fafafed IR/ & 6 (eR fGu sm-

&t undt fEdr wndt

UYH 20,000/-%0 @MEAR TW)  25,000/-F0 (T §IR TTY)
T3 18,000/-Fo (3ERE IR YY) 22,000/-Fo (TI5H TR FY)
AT 15,000/-F0 (UG8 GIR ®TY)  20,000/-Fo (A1 TR ©UI)
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LIEGIH

(@) % RBR & HRRA 3YaT FaTgd HIHD 8 |

(@) I3 G i sryan ot off uzr-ufersit  faxiia oy & weifii g =yl

@) FAET A ¥R W H AR FETag & HiiHd! gRI UHILD
yFEral & o foha af & enuR R Wit R T |

@ R i cae 39 st Ral/aHaal &1 91 S foFET giivd
e =M & a1 @ HeE a3 W fRyd |l |

@) fRdfaR urd e 37 siftraial el &1 = S e 9t
o =m T A A fREE |

IWIFT IAUTYT TG RIPR AT & 4R & T Qe &1 ddeq

(¥.11034/48/2014-31.41. (e f&=i® 25/03/2015) & |

Rajbhasha Gaurav Puraskar Yojana'

A new award scheme named ‘Rajbhasha Gaurav Puraskar Yojana' from
the financial year 2015-16 has been introduced by the Department, with
an objective to encourage writing books originally in Hindi in various
streams of modern knowledge/science and to promote official language,
in supersession of earlier Resolution No.11/12013/2/85-0L(A 2), dated
the 30th July, 1986; No.

11/12013/1/2000-0OL(Policy 2), dated the 8th August, 2005 and Office
Memorandum no. 11014/12/2013-0L(P), dated the 2nd May, 2013 (for
excellent articles). The award schemes are as follows: -

(A) Rajbhasha Gaurav Puraskar Scheme for Citizens of India for writing
original book in Hindi on knowledge and science based subjects.

Name : The name of this regulation shall be Rajbhasha Gaurav Puraskar
Scheme for writing original book in Hindi on knowledge and science
based subjects.

Objectives : Various Offices/Undertakings/Banks etc. of Central
Government also deal with technical subjects in their official work.
Difficulty is being faced to increase the use of Hindi in the field of
knowledge/science based subjects in the official work due to scarcity of
books in Hindi on technical subjects. Employees also do face difficulties
in doing their official work in Hindi in these subjects as they are not
acquainted with Hindi terminologies of knowledge/science based
subjects. The main reason behind this is that there is scarcity of books
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on the subjects relating to knowledge/science. The Department of
Official Language is undertaking this scheme with the sole objective to
encourage writing book in Hindi in this field.

Awards :
First Prize (One) - Rs. 2,00,000/- (Two lakh rupees) A certificate and a
Memento

Second Prize (One) - Rs. 1,25,000/- (One lakh twenty five thousand
rupees) A certificate and a Memento

Third Prize (One) - Rs. 75,000/- (Seventy five thousand rupees) A
certificate and a Memento Consolation Prize (Ten) - Rs. 10,000/- (Ten
Thousand Rupees) A certificate and a Memento to each.

5. ELIGIBILITY:

(1) The author should be a citizen of India.

(2) The book may be on various streams of modern technology /Science,
For example-

L. Engineering, Electronics, Computer Science, Physics, Biology, Energy,
Space Science, Medicine, Chemistry, Information Technology Management,
Psychology etc.

II. Contemporary subjects such as Liberalisation, Globalisation,
Consumerism, Human Rights, and Pollution etc.

(B) Rajbhasha Gaurav Puraskar for Central Government Employees
(including retired
one) for writing original book in Hindi.

Rajbhasha Gaurav Puraskar is introduced from the financial year 2015-
16 to encourage Central Government employees or retired employees
for writing original book in Hindi under which following prizes will be
awarded

First Prize-Rs. 1,00,000/- (One lakh rupees) A certificate and a Memento

Second Prize - Rs. 75,000/- (Seventy five thousand rupees) A certificate and a Memento
Third Prize-Rs. 60,000/- (Sixty thousand rupees) A certificate and a Memento
Consolation Prize - Rs.30,000/- (Thirty thousand rupees) A certificate and a Memento

2. Objectives: The objective of this scheme is to encourage Central
Government Employees (including retired) for writing original book in
Hindi.

3. Eligibility: (i) The author must be a working/retired officer/employee

of the Ministries/ Departments/ Attached /Subordinate offices, Public
Sector Undertakings, Nationalised Banks/Financial Institutions and
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Autonomous Bodies, Central Universities/Training Institutes owned or
controlled by the central government.

(ii) Author should send his/her entry with the attestation and
recommendations of the Head of Department/previous department.

(C) Rajbhasha Gaurav Puraskar for Central Government Employees
(including retired) for writing excellent article in Hindi.

A new award scheme named 'Rajbhasha Gaurav Puraskar Yojana' has
been introduced for Central Government Officers/Employees for their
excellent Hindi articles published in journals and magazines for financial
year 2015-16 in supersession of earlier award scheme started in 2013-
14 vide Office Memorandum No. 11014/12/2013-0L(A), dated the 2nd
May 2013. The following six prizes will be awarded under the Scheme:-

Hindi Speaking Non-Hindi Speaking

First- Rs. 20,000/- Rs. 25,000/-

(Twenty thousand rupees) (Twenty five thousand rupees)
Second-Rs. 18,000/- Rs. 22,000/-

(Eighteen thousand rupees) (Twenty two thousand rupees)
Third- Rs. 15,000/- Rs. 20,000/-

(Fifteen thousand rupees) (Twenty thousand rupees)
Eligibility :

(A) All employed or retired employees of the Central Government.

(B) The article should be published in Departmental or any other
journals-magazines during the financial year.

(C) Ministry on its own level can add any articles published in Journal
by employees of its subordinate office for the financial year.

(D) Hindi speaking writer are those officials/employees whose declared
residence is located in ‘A’ or 'B' Region.

(E) Non-Hindi speaking writer are those officials/employees whose
declared residence is located in 'C' Region.

(For detailed information on Rajbasha Gaurav Puraskar Yojana please see
the resolution No. 11034 /48/2014-0L (Policy) : Date: 25 March, 2015)

R & forg et & 31m 3reHt &t T 2 % Ted Iuga ¢ |
Hindi is the most suitable language for the common man in india
- Shardacharan Mishra
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AR & e gaafasaT ufas

T fixar & 6 gaR 3w 1 anfdfep, Torifae aur i wifa # yermR
T TSI TR | BT fI%ar € o WermR &1 SgeH e & forg et wefera
Ueff S WER, ARS] a1 Folt &7 B e Ty d R F w Bt
S ¢ |
IR A1 % gl AR &1 Iad 8191 fet auT 38 ed SHMGRT auT
TAMSST & Iegad AFS & Uid da9d% 611 dIied adl YER & faFg
T & |y AT 91 |

3 A ufam e § 9 -
. Sitge & Tt & A SHMER) auT B & FaE! &1 uTeH e
. Arar Regd o SR 7 8 femaa g
« ot o1 SAFER Ut URERIA ¥ HeT
. GHfed ® B B
. 30 ol SireRr B $HFERY faraTa IETeRur URgd He
- YR &t Bt off g 3t Rurd I woRi B g |

Integrity Pledge for Citizens

[ believe that corruption has been one of the major obstacles to
economic, political and social progress of our country. I believe that all
stakeholders such as Government, citizens and private sector need to
work together to eradicate corruption.

I realise that every citizen should be vigilant and commit to highest
standards of honesty and integrity at all times and support the fight
against corruption.

I therefore, pledge:

+ To follow probity and rule of law in all walks of life;

+ To neither take nor offer bribe;

¢ To perform all tasks in an honest and transparent manner;

* Toactin public interest;

* Tolead by example exhibiting integrity in personal behavior;

¢ Toreport any incident of corruption to the appropriate agency;
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( woaruy )

AT el 3 o YR 19U 3T o1, 39 Ryt Ieafae el € A o,
Tfcth TP W90 Ud fadiyg ox1 & dege1 Hf At TeTear el F et &1 SiofiRf
BT deHR A YR BT SIS BT 3(d AR Hucd ¢ [ el B R Bp
YR ATl Bt Tal B |

T 2oy e g o Yoy Waesdr & uia onT g 3R 39 fore gHy & |

Y aY 100 He T 8 TG 2 ©e YHSH B Widdl b 39 Habed oI gRarnd
F&I| H 7 Tieft e 7 B ok & FA Gl 9ed Ugd # w9 ¥, W
RAR ¥, TR ol ¥, TR 71 ¥ U9 TR HRARd 9 YA H& |

% gg qFdr € f g & o +ft 23 e fRwd € Sue eRU ug § b 9l &
TR Tt el BRa IR T B 2§

39 fauR & 9y A Ti9-717g 3R Tefl-TTeh W YR R &1 TR S|

H 311 Sl 19y T TETE, I8 37 100 Sfaadl & Hi dvard | 3 Hf 71 Re wesdn
& fore 100 92 € 39S foTT U B | G A1 & {5 W@ewdl Bt % Sgrn
IRT TF HEH R YR G B WD 91 & Heg HOT|

(' SWACHHTA PLEDGE )

Mahatma Gandhi dreamt of an India which was not only free but also
clean and developed. Mahatma Gandhi secured freedom for Mother
India.

Now it is our duty to serve Mother India by keeping the country neat
and clean. | take this pledge that I will remain committed towards
cleanliness and devote time for this.

I will devote 100 hours per year, that is two hours per week, to
voluntarily work for cleanliness. I will neither litter not let others litter.
[ will initiate the quest for cleanliness with myself, my family, my locality,
my village and my work place. I believe that the countries of the world
that appear clean are so because their citizens don't indulge in littering
nor do they allow it to happen.

With this firm belief, [ will propagate the message of Swachh Bharat
Mission in villages and towns. I will encourage 100 other persons to
take this pledge which [ am taking today. | will endeavour to make them
devote their 100 hours for cleanliness. I am confident that every step |
take towards cleanliness will help in making my country clean.
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IS TohdlT fEad 9y

B IAfseT I YUY A1 § b H U BT U, 3RESAT 3R YR&T B §91C @ &
o Tad o1 gafta S 3R o SRIETRE! & g U8 Yox1 har & o wRas
WIS HE | H g AUY U SN B THAT B UG & & 8T § ford WRER
TEAYYTE Ueq P gRGIRIAN Td Bl gRT YT T S 6T | H 30 &= bl
Siafve FReM YARET S & o 3u=1 de w7 &1 4t gafeT § e
FRATE |

RASHTRIYA EKTA DIWAS PLEDGE

I solemnly pledge that I dedicate myself to preserve the unity, integrity
and security of the nation and also strive hard to spread this message
among my fellow countrymen. I take this pledge in the spirit of unification
of my country which was made possible by the vision and actions of
Sardar Vallabhbhai Patel. [ also solemnly resolve to make my own
contribution to ensure internal security of my country.

for=dt orft TRt wmwT gt 71el B e |
fe=dt 1 7Ra & 1Y ST |
R~ THHT T, THT SR §
f&=<t & T AT 95 € IEH R |

3TY g B Hha &
EIREIGARER:S
30 gaeR fgdt o,
St fedt dra 38 & ST WIE,
P TR SrHE H <) &1 v
S &t o 1 Y 3T WicTed

HRa T goTe,
ol ¥ fide,
R a9,

I § Afdd HeH S9a1 § |

-8l TR . g pam
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How to install Unicode Hindi Software
fag srurfya sl A gfeis aftea w39 & forg

For enabling Unicode in Windows Operating systems

Windows 7 - Go to Start-> Control Panel>>Region and Languages> >Keyboard and
Languages>>Change Keyboard>>Language bar>>Add Devnagari Inscript keyboard > >
Click Apply & OK OR

1.After Keyboard and Languages Tab> Select the General Tab and click on the Add button >Select
the required languages>Click OK to save the changes and close Regional Options panel.

YRe Hnat § S0l & fog e #1-91E 9-amse

Inscript Keyboard Layout for Typing in Indian Languages

8Py I U1 W g S9H § | SEPY 9318 YR TR $T HHS &1 B aig § T4
it R # fywee ® anf ugd A dieg wwar ¢ | o € et oft v v & fepp o
drem W, geft yRefg wrwrelt & s @ deu e ged g |

It is easy to learn typing in inscript. Because the In-Script layout is standard of
Government of India, by default it is available in all the operating systems, i.e. already
exists. In addition, when learning the Inscript Key-board in any one Bhartiya language,
they can easily typed in all Indian languages.

SI3aIS B & 7T httpy//ildcin

Inscript Typing Tutor can be downloaded from http://ildc.in

fedl ou Q sAfF afterl 1t wiRRee F1-aS & Aw By &1 Iudi &d gy, Bt &
ST @ S0 R A &

Officers unaware of the Hindi typing can easily type In the Phonetic keyboard in Hindi
using Roman script.

EEIE] a{mrﬁﬁwcgﬁ % fou greTae & Download link for windows based computers

http://bhashaindia.com/Downloads/Pages/newpage.aspx - Microsoft Indic input tool
Setting for Windows 8.1 and Windows 10

HER T AT A Hdl & HTIR Bifes, e g1 fepe & 918 s~ HY |
Install Phonetic or Remington or Inscript Keyboard layout as per your requirement.
Different Indic input tools are available for different OS.

Download specific Indic input tool from the http://bhashaindia.com/Downloads and
install for the OS available in your computer.

Windows 7 - After Installation follow the method given given above - and then go to -
language bar >> Check box Doket in the taskbar &

Check Show the additional Language bar icons in the taskbar.

Then click on OK.

Windows 8 and above

Control Panel >> Language >> Advance Setting

Tick the Check Boxes

- Let me set a different input method for each app windows
- Use the desktop Language bar when it is available and Save

&t ug ofdht & ergu HA 8 F 1S Y Alt+Shift GarHR I RReH 2 J U T SR IBA R |

For toggle between languages press Alt+Shift from Keyboard or select from system trey.
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HIRI TS 7T Our National Anthem

fae @1 7 24 SHEd, 1950 &1 gAY SR ARG SH-T101-H &l WK &
T R o T afeen 9g gesif & 98 AT & T |
The constituent Assembly adopted on 24th January, 1950, Rabindranath

Tagore’s song Jana-gana-mana as the National Anthem of India and Bankim
Chandra Chatterjee’s Bande Mataram as National song.

S 7707 7 SifeAEE Sia § |
R | fagmar 1)
EEICACCRIE G Rl
gifae kel a7 | |
faeg féAmere agAT T
IeTe STl aaT | |

GEREE Eic
Ta YA SR JRT |
Mg a9 S T | |

S 01 AT G S g |
YR 917 fasmar |
Sag IS9g 1998 |
SASESESEE ||

Jana-gana-mana-adhinayak, jaya he
Bharat-bhagya-vidhata,
Punjaba Sindhu Gujarata Maratha
Dravida Utkala Banga
Vindhya Himachala Yamuna Ganga
Uchhala Jaladhi Taranga.

Tava subha name jage,

Tava subha ashish mange
Gahe tava jaya gatha
Jana-gana-mana-adhinayak, jaya he
Bharat-bhagya-vidhata,

Jaya he, jaya he, jaya he,

Jaya jaya jaya jaya he.

FUTT 39 YFETEHT & IR H 19 / I olecovizag@gmail.com TR T |

Please send suggessions / openion on this booklet to olccovizag@gmail.com
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150th
Birth Anniversary of
Mahatma Gandhi

o) ok 1505
230008 a:vql?é‘a&’)o

UF FAH WA A AW

~ S SO Y ~- 39T g9 ¢ g quE 4

~SAVE WATER g SAVE ENERGY ~ SAVE EARTH &'

A 7o # 1000 a9 @ IRNEw wrEag AT e |
Al wifes & g Wi UF Sreai—e ggre & a=it
S e T @9 & el w1 s @ |
PLASTIC TAKES OVER 1000 YEARS TO DECOMPOSE

INSTEAD OF PLASTIC BAGS USE NATURAL AND
BIODEGRADABLE PRODUCTS LIKE JUTE OR CLOTH BAGS.






