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IRY9A/Circular

v yreramer Aifa & Frievaa & fav fuiRa Sie-fagat #1 swearee

Subject: Compliance of the prescribed check-points for the implementation of the Official Language Policy.

39gFd faw w30 ey s, qor ue sreiieey arar sl & @l sReREl/adeiat & dee # oran S @ aen
&1 T N & gare FEadd aUr T AT 1 seaes gRRed e & for feaey, &R o @ e ganr Jw g
fAeiRa fhe arv &1 dud Tsrsmr afafa s o frdr wrferg 1 @deror ot & ar s figai & reqareret 1 Fafher et 81 g1 Sira faigait
N FHI-GHT R G IR/ FARAT & e aRenford AT Siar @ @1 faemeiy I Sreade afAfa f dont 7 o gof S figsi
R faEqga =t f Sreh & iR Fiey vaE/ AR sreger qart @ 3Rt/ Hewdl @ s HIE F IHeule e & AT FwEr SAer g
ATI & U9 AT T-49/18/2/2024-1.8.(S7r 1g), fetion 21.04.2025 & 3gERoT 7 S f6g3il i 6 30 & Ay Gof: qiationd fohar
ST Y@T & o T geTehl ATc-giderd 3efarelel AT fohar sol

On the subject cited above, it is brought to the kind notice of all the officers/employees of the Sub Regional Office, Pune and subordinate
Branch offices that check points have been set by the Headquarters, ESIC to ensure the implementation of the Official Language Policy of the
Union Government and compliance of the Official Language Rules. The Parliamentary Committee on Official Language reviews the compliance of
check points whenever it inspects any office. These check points are being circulated among all the officers/employees from time to time. These
check points are also discussed in the meetings of the Departmental Official Language Implementation Committee in detail and all
officers/members are asked by the Head of the Office to comply with these strictly. In pursuance of Headquarters letter no., A-49/18/2/2024-OL
(Check points), dated 21.04.2025, the check points are being re-circulated with the request that 100% compliance of these may be ensured.

it St ffg/PRESCRIBED CHECK POINTS

TSI AT &7 aRT 3(3) & AT 37T aTel STdTdsl, Si8- IRUT, S | §EATERepdT TTERRY/ET
1 | 3 HfEd w9 & gfawmd v A SRy e Signatory Officer/Branch
Issuance of documents prescribed under Section 3(3) of Official Language Act
such as general orders, memoranda, circulars etc. in bilingual form
5 & & grcg vAt &1 39X RBE #F & sen EEdERedT fry/mEr
Letters received in Hindi to be replied in Hindi Signatory Officer/Branch
fawm W g & & forgar gl emErRER/aear 3SR gur wifta g 9wor erar
3 | Writing addresses on envelopes in Hindi F 31fSRI/All Branch officers/issuing officers and officer
of the Diary and Dispatch Branch
. ot gl gfaemdy &9 & JaR/wEeT HRr ol emETfRSRY/grareReRdT iR
To prepare/use all letter heads in bilingual form All Branch Officers/Signatory Officers
Ioreedt we Far R /Aar fdeat & o fasmt gar aur 3ad yfafSedr | yerws amar & syt
5 | & #F fFar SwBilingual Headings on Registers and Service Books/Service | Officer of Administration branch/Account’s Officer
Cards and making entries in them in Hindi
5 s & AR, AFUCE, WS A5 MG AT §F F T AT/ amar & 3y
Preparing Rubber Stamps, Name Plates, Signboards etc. in bilingual form Officer of General/Concerned Branch
F JU @ & B AT WER B A S a9 N sfFad: Bl A | gEaanwa sftmdastte o
7 | SR FAT/Issuance of letters etc. to the State Governments of 'A' and 'B' regions | Signatory Officer /Concerned Branch
mandatorily in Hindi
o gfanm Frgigeai-ad H ade/eaaear AT @ & FfER/ade ifeRr
Purchase/Arrangement of bilingual computers/electronics Officer of General Branch/Purchase Officer
& & ured 3Tdea, Ao IT IAAEA T 3R JHfoada: ey amr 71 € fgar | geansRedar sifRewrkyemar
9 | ST=Reply mandatorily in Hindi only to the applications, appeals or | Signatory Officer/Branch
representations received in Hindi
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Tl faemmaler doehi Y FRGN qUr FrIgT AfAarda: afau w7 & TR
JUT ok A FaRE B a9 & Funford #A1/To issue the agenda points

and minutes of all the departmental meetings mandatorily in bilingual form and
to conduct the proceedings of the meetings in Hindi

IoF & CIET/EEARRGAT IFTSPRy/AST amaEr
3THRY/TET

Chairman of the meeting/Signatory Officer/Concerned
Branch Officer/Branches
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TSTHYT FTads AT & 37ET8T Td Feed! qann {ar & & forsaree
Work execution in Hindi by the Chairman and members of the Official
Language Implementation Committee

STV FRITTaTsT AT F 3eTeT, TeTg TR Tar Tefr

JeEI/Chairman, member secretary and all members of
the Official Language Implementation Committee
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it Frgedt 7 gfows a@ftd a1 3uged Airediy 3uesy FeT aur
A B & fRar S=/To provide appropriate Hindi software including
Unicode in all the computers and to send the e-mails in Hindi

TS QET & AR Tar Feff $-Ae Tidr
37TISRI/M@TY/Officer of system Branch and all e-mail
issuing officers/Branches

13

SIS (FTATerT) G@NT FAT H oT ot Tl AR/ AISFATCIS A TS Aol
Frlel @1 gfaemd w7 & & gRa vd yhRid e S

Printing and publishing of printed/cyclostyle forms and standard drafts used
by the unit (Office) in bilingual form

AT ATET & TAFRI/GETT Taeehdr 3ifry/emEr
3TRY

Officer of General Branch/Concerned User Officer/Branch
Officer
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e W @ B S Aol el A F § 7w 50 gfaea R #r =7 7
ifAada: BEr A=t © AT S/To spend minimum 50 percent amount

on Hindi advertisements out of the total amount spent on advertisements

A /S0 AT 3TTERRY

General/Public Relations Branch Officer

15

AIATST T GIIATNARIOT TAT JIASE W AN (TF-cTGgR 3MMME) Efasmsr §
F & 39elis fRar S=/Bilingualization of the website and uploading material
(correspondence etc.) on the website in bilingual form only

JeETSe FIHAT YaUh TUAT 9T 37 ST
TISRI/AET ar@r/Website Content Manager and Letter
etc. issuing Officer/concerned Branch

16

SITE & WA F TRAIEAE T T SR (ST R e et
& IYSHT U Feg WHR EIRT FHI-HHAT W SR e 70 et 1 wgrd
T F 3Tl GlATRET HA1/HEm)

Responsibility of the Administrative Head in relation to compliance (to ensure

proper compliance of the provisions of the Official Language Act and Rules
and directives issued by the Central Government from time to time)

SHS (FrATT) 3TETeT
Unit (Office) Head

17

T R RE A e & v e st # segeres

Compliance in Branches Specified for carrying out the entire work in Hindi

IfAfese aramsit & fteRyRAEse amaEe
Officers of Specified Branches/Specified Branches

18

3URAfY 95t & FIfFe & A1 Jor geaer Bér & ger

Names and signatures of the officials in the attendance register in Hindi

Foft e fRwERyTe FiHs
All Branch Officers/All employees

Digitally signed by

Sukanta Chandra Das

Da t%ﬁzﬂ )/Jom:cjrlgjs(l/c)
17:50

gfa/Copy :-
1. merfacers, Heaey, s, 78 e wr gaand|

Das)

Director General, Headquarters, ESIC, New Delhi for information please.
2. fAsh |fea, d@gad e (%), 37 & wrdierd, @, qor
Personal Secretary, Joint Director (I/C), Sub Regional Office, ESIC, Pune.

3. Hgre fAcere (TSN, 39 &I rdierd, & E9a, qor|
Assistant Director (OL), Sub Regional Office, ESIC, Pune.

4. st MUl wa eman srehersh, 30 &Y Frferg, &8, qon)
All Officers and Office Superintendent, Sub Regional Office, ESIC, Pune.
5. Fefl o vetreh, HNEY AMET HrRACH/SAEN, 37 67 wted, IO, qor|
All Branch Manager, Subordinate Branch Offices/DCBO, Sub Regional Office, ESIC, Pune.
6. 39 &I FrAffery, qoT vd el y Arar Srierdi/ Sz, 39 &y wted, . FeH, qor & @l wifdw|
All officials of Sub Regional Office, Pune and Subordinate Branch Offices/DCBO.
7. ASHSE YaUF, 39 & FrAerd, FAALAAH, qOr Y deEET W HIAE A g
Website Manager, Sub Regional Office, ESIC, Pune to upload it on website.
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