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OFFICE ORDER

In view of the Annual Program 2025-26 issued by the Department of Official Language,
Ministry of Home Affairs, Government of India, to meet the targets set for various items
through increased usage of Hindi in noting, drafting, writing reports, correspondence etc, all
Divisional Heads /Regional Directors and all Officers/Employees of NCTE are required to
comply with the instructions as under without fail: -

1. Letters/e-mails may be sent in Hindi/bilingual form to the Central and State Government
offices situated in Region 'A" & 'B', so that the prescribed target of 100% in original
correspondence may be achieved as per Annual Program.

2. Each Division/Regional Committee may ensure that office orders, notifications and all
documents under Section 3(3) are issued in bilingual form and letters/e-mails received in
Hindi are replied to in Hindi only.

3. Letters/e-mails received in English from Region 'A' and 'B' should be replied to in
Hindi/bilingual form. If the reply is to be given urgently, then the forwarding letter should
be sent in Hindi.

4. Officers/employees should forward noting in Hindi through e-office. Instructions/noting
should be given in Hindi on letters received in English or noting written in English. These
small steps can give impetus to usage of Hindi in day-to-day official work.

5. All the Officers/employees must do their work in Hindi through Unicode installed on their
computers and use Quick Notes and Translation tool (Kanthasth) available in e-Office.

6. The Divisional Heads/Regional Directors must ensure that ‘the sections specified to do their
complete work in Hindi" under their control are following the same. Entries should be made
in Hindi in Registers and Service Books.

7. IT Division may ensure that the content on the website is uploaded and updated in
bilingual form.

8. Divisional Heads/Regional Directors should nominate as many officers/employees as
possible to participate in Hindi workshops and should also participate in Hindi workshops
themselves too.

9. Record of work done in Hindi and Hindi guard file must be maintained properly in all the
Divisions/Regional Committees.

10. All rules related to Official Language should be followed and systematic and organised
efforts should be made to achieve the targets set in the Annual Program.

All the Divisional Heads/ Regional Directors may please bring the contents of this order to the
notice of their subordinate officers/staff and ensure strict compliance of the above
A

(Abhilasha Jha bllsra)
Member Secretary, NCTE

Distribution: -
1. All Regional Directors (ERC/WRC/NRC/SRC), NCTE, New Delhi.
2. All Deputy Secretaries/Under Secretaries/Section Officers, NCTE, New Delhi.
3. SO to the Chairperson, NCTE-For information.
4. Under Secretary (IT)-For uploading on e-office/Notice Board.



