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Concerned Secticn Heads should ensure that the l instructio~s ue oei0g com_e1:~d with. 
I ·----·-- 

All printed forms of the office are available 10 
Bilingual/Hindi. Make sure to use them. 
Section Hetlds 

Officers responsible for preparing Sign Board, Banner 
Name Plates & Rubber Stamp should ensure that all 
such items are prepared and used in bilingual form. 
Officers responsible for preparing Stationery i.e. 
Guard files, Registers, Govt. Envelops etc. should 
ensure that all such items are prepared and used in 
bilingual only. 
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b) All rubber stamps, letter. heads, headi?gs of 
registers, forms and ~ther. items of stationary 
written, printed or inscribed should be m 
bilingual pattern i.e. in Hindi and in English. 
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ls1muncc of document. under eccion 3(3) of 
thc O.L. Acl, 1963 in bilingual form 

All Resolution . General Orders Rules 
Notifications. Administrative and othe~ reports'. 
Press Communiques, Contracts, Agreements, 
Licences. Permits, Tender Notices, Forms of 
Tender. Reports and documents to be laid before 
the Houses of Parliament should be issued both 
in Hindi and in English. 
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a) All sign Boards, name plates, name plate in 
official vehicle etc. displayed for the public 
information, should be prepared in bilingual 
form. While preparing such items Hindi should 
be on the top and English in the bottom and all 
the letters should be equal in size. 
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Dealing Officers/ Assistants should ensure that reply 
sent to all the letters, applications, appeals or 
representations received in Hindi and signed in Hindi 
should be in Hindi compulsorily. 
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Officers should ensure to prepare and send letters in 
Hindi/bilingual to Region 'A' & 'B'. Standard drafts of 
forwarding letter, reminders etc. can be got prepared in 
Hindi/ Bilingual as far as possible with the assistance 
of Official Language Section. 

Section Heads I Admn. Officers should ensure that the 
above instructions are being complied with. 

Officers who are performing secretarial work in their 
Sections should write the addresses in Hindi for 
communications meant for Region 'A' & 'B' (Offices 
situated in northern and central India). Concerned 
Section Heads should ensure that the instructions are 
being complied with. 
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All letters, applications, appeals or representations 
received in Hindi and also signed in Hindi should 
essentially be replied in Hindi only. 

Region 'B' (Gujarat, Maharashtra, Punjab & U.T. 
of Chandigarh) should be issued in Hindi/ 
bilingual. 
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Letters. reminders etc. meant for region 'A' (Bihar, 
Jharkhand, Rajasthan, Haryana, U.P, Uttarakhand, 
M.P, Chattisgadh, Himachal Pradesh, Delhi and 
Andaman & Nicobar Islands) and; 
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Address in envelops meant for despatch to officers 
and individuals in Region 'A'& 'B' should be 
written in Hindi. 
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The office website is to be prepared in bilingual lnsurlnc preparation and updation of the website of the 
form compulsorily office In bilingual form. 

All badges and logos used by the Government ~ 1 

Offices should be prepared in bilingual form. Officers/Section responsible for giving instructions 
regarding badges to officers in uni form and logos 
should ensure that all such items are in bilingual and 
should be prepared in bilingual form. 
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facility should be available on all the computers of the 
office. Make sure to use this facility for Hindi typing . 
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Affairs, Deplt. of O.L all registers avai ~ e m 
Om f R . "A"& "B" and Heading of the ices O egion . 
Service Books in respect of all the officer~ working 
therein should be in bilingual form and entnes should 
only be made therein in Hindi. This fact should _be 
examined at the time of making entry in the Service 
Books/signing the Service-Books. 
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