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Ref.No. E-11 011/2/2024-0/0 NSTI Ludhiana(68194)1S"6's> ~: - T 'f AUG 2026 

Subject: Regarding fixation and compliance of check points for effective implementation 
of the Official Language Policy of the Union. 

In order to ensure effective compliance with the Annual Programme, 2025-26 issued by the 
Department of Official Language, Ministry of Home Affairs, Government of India, and the 
instructions issued from time to time, and to ensure cent per cent implementation of the 
Official Language Act, 1963, the Official Language Rules, 1976, and the Official Language Policy 
of the Union in NSTI Ludhiana/RDSDE Punjab, the following Check Points are hereby 

'b d prescrl e -
SI. 

Subject Action Required for Compliance 
Responsible 

No. Section / Officer 
1 Ensure that all documents covered 

Compliance with 
under Section 3(3) of the Official 
Languages Act, 1963, such as orders, 

Section 3(3) of the Concerned 
Official Languages Act, 

notifications, rules, resolutions, 
Officer 

tender notices, agreements, 
1963 

contracts, etc., are invariably issued in 
bilingual form (Hindi and English). 

2 
Replies to 

Ensure that replies to all 
communications received in Hindi are Concerned 

Communications 
invariably issued in Hindi, as far as Officer 

Received in Hindi 
practicable. 

3 Ensure that official noting is recorded 
in Hindi in accordance with the 

All 
Noting in Hindi targets prescribed under the Annual 

Officers/Officials 
Programme for the implementation 
of the Official Language Policy. 

4 Conduct periodic reviews of Office Official 
Review of Documents documents issued under Section 3(3) Language 
under Section 3(3) to ensure compliance and rectify any Implementation 

deficiencies noticed. Committee 

5 Maintain the official website, portals 
Bilingual Website and and all digital content in bilingual 

Nodal Officer(IT) 
Digital Content form and ensure their regular 

updation. 



6 
Bilingual Name Plates, 

Ensure that all office name plates, 

Sign Boards and 
sign boards, notice boards, seals, Stationary 

Display Boards 
rubber stamps and similar items are Section 
displayed in bilingual form. 

7 Convene meetings of the Official 
Official Language Language Implementation 
Implementation Committee regularly and ensure Hindi Officer 
Committee (OLlC) timely follow-up action on its 

decisions. 

8 
Notification under Rule 

Examine the eligibility of offices and 

10(4) of the Official 
submit proposals for notification 

Hindi Officer 
Language Rules, 1976 

under Rule 10(4) in a time-bound 
manner. 

9 
Hindi Prabodh / 

Identify eligible officers/officials who 

Praveen / Pragya / 
have not undergone the prescribed 

Hindi Officer 
Parangat Training 

Hindi training and nominate them for 
training in a time-bound manner. 

10 Nominate officials who have not 
Hindi Typing Training received Hindi Typing Training for the Hindi Officer 

prescribed course. 
11 Give priority to nominating 

Hindi Stenography stenographers who have not 
Hindi Officer 

Training undergone Hindi Stenography 
Training. 

12 Ensure that officials trained in Hindi 
Use of Hindi by Trained Typing/Hindi Stenography are Concerned 
Personnel assigned official work In Hindi, Officers/officials 

wherever required . 

13 Ensure that the Chairman and 
Use of Hindi by Members of the Official Language 

Concerned 
Chairman and Implementation Committee perform 

Officers/officials 
Members of OLiC the maximum possible official work in 

Hindi. 

14 
Use of Hindi by Officials 

Ensure that officers/officials who have 
undergone Hindi workshops make Concerned 

Trained through Hindi 
maximum use of Hindi in their day- Officers/Officials 

Workshops 
to-day official work. 

15 Ensure that officials who have 

Use of Hindi by Award-
received awards under Hindi 

Concerned 
promotion schemes perform the 

winning Officials 
maximum possible official work in 

Officers/Officials 

Hindi. 



All Officers/Officials are directed to strictly follow the above instructions. 

(Lt Col 
Regional Director 

Copy for information to: 

1. PPS to DG, DGT 
2. PS to DDG, DGT 
3. Shri Manish Jha, Deputy Director (OL), DGT, New Delhi for information. 
4. Shri Rahul Kumar, Training Officer/Nodal Officer (IT) is requested to upload the office 

order on Website of NSTI Ludhiana/RDSDE Punjab. 




