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DOCUMENT CONTROL PAGE
1) REVTSION HtsToRY

3) CONF|DENT|ALIW

The Process Document ('PD') contains confidential and proprietary information. Thematerials, ideas and concepts contained herein are the property of NCDC (,the corporation,)
and neither these, nor any other contents of NCDC may be copied, distributed or disclosedto any third party, by any means in any form, without the express written permission of
NCDC.

o The procedures listed here are a facititator to smooth functioning and a means of spreadingcommon process knowledge and understanding across the corporation.
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1) DIVISION STRUCTURE

Annexure -l may be referred.

2) RESPONSTBTLTTTES & AUTHORTTTES

Annexure -ll may be referred.

ABBREVIATIONS3)

ifiTTF[' {ftkqi qot sq
1. 3rR. fr (RO) twrq dfriq
2. qft.rA.fr. qft. \'ft--ffr s{+.rtf frt.rff qF*qqr

3. w.qr{.w. as
4. qq. fr. (Ho) {sqftu(
5. s. ft. sq fttarfi
6. g. q. ft. wxier F?qr+

7. fr. q{ (ol-) qtftflqr{q {r+q

8. *. wt. q. fr*ftdr"inqrFffi
9. :['. qEr. +ftsv{rrd
10. :fi,T. gE Tfi. ,n.rffi+, qrzt xmrt
11. +T. ft. frrffifrtqr+
12. S;. 

rn.3.Fq. ffiIerrm{, }t q,zi q{ffiT

13. rr. rr. fr. qTftur $sFqur frr{T
14. ct. tt. T. siffiT$TFT
15. ff. q. frq'squ. s*g Eqrttc qfs \'ftr'ffi , ffiqrq \rs sdf ffiTr
16. ft. v. ft. mtr.rfrffiE
17. ;T. {T. EfiT.tr ilrr <ttrqrvr t,rqtqfi qfrft
18. fi?. fttqr+
19. ft. s. ffiqffi
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20. ft.t. ft. ftqffifrftd
21. 5R. swfirilq
22. r. fr. xia Rtqrd

23. Y. S. rdw xfl{rt

24. trrt. TtrF[lTr

25. r.(.T. xiq qrtrrnunft

26. fr. erE. (po) frfirqqffi
27. q. qr. q,=i q.qr. ft rr€rqrFr\,ztwf,drfr fr+'rs

28. {o fto IIqftterfi
29. fr.wvq. tr{r\,=ivqqq
30. <r.q.fr.fr <r$+F6+,rerft+,rffftq-q

31. tt. $tt. ?Fr. rT. {srqrqr trqf-qfi {frfr
32. <r. qr. ft. rretrnnflft
33. {t. $It. qT. u['T. rrrr$rrqT {rfif+, t,rdfiq

34. q. fr. u. qRsfrfrqF{E

35. q.rcr. qR$vqrTfi

36. q. t. q. ERsffi{gq1{d
37. *. u. ffigq1{d
38. fr.qd'fr. frqum\,=ift?qr

39. IzI. q. ffiqvqr{+,r<
40. r. fr. v6r{dRtqrfi
41. ITT.gfi. ITrrTrRr s{Trtlit

42. {.8. rT. rT. {TnSftvcrew<qfrft
43. qft. q. w trsr. qftf, t'BT<urg+ Ssrwr

44. R.q.r8. q. ffivwr{&*qq{rsr
45. *. <r. stt.;fi'I. EfiT. dffq {rtr$rrg trqf-qfi firqf{q
46. eifr{ (roPrc) iftrrmq,qtrtqfifrieffi
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4) PURPOSE

o To promote and implement official Language policy in the corporation and assistprogramme divisions of H.o and R.os including ToPlc institute, Gurugram in doing their: dayto day work in Hindi.

s) scoPE
o To oversee usage of Hindi in the corporation and to assist other divisions including Toplclnstitute, Gurugram of the corporation in translation of tetters/agenda notes/ documentsetc' from English to Hindi as per official Language policy of oept. of official Language,Ministry of Home Affairs, Government of lndia.

5) PROCESSES

6.1

Meetings.

6.1.1 Preparing Agenda notes fo, tfre rneeti,
received from various Divisions/ R.o/ Toplc lnstitute of the corporation.

6't'2 Put up Draft Agenda notes to Managing Director for approval and fixing the date and timefor the meeting.

6'1'3 After getting approval of Managing Director for the meeting circulate the Agenda notes to allthe members of the committee.

6'l'4 convening quarterty official Language implementation committee meeting under thechairmanship of the Managing Director as per approved schedure.

6'1'5 Preparing minutes of the meeting and submit to Managing Director for approval.

Process !nput

Hindi quarterly progress Reports. Divisions/Sections & R.Os

Process output Minutes of meeting, review of tfrerv'lruLG) (rr lneeung, revlgw of the usage of Official
Language (Hindi) in the organization.
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6.2 lnspection of the Divisions and Sections regarding progress in implementation of
Official Lansuage.

Process lnput Source

o Checklist for inspection &
guidelines of Dept. of Official

Language, Ministry of Home
Affairs, Government of lndia.

www. Raibhasha.sov.in website

6.2.L Preparing lnspection Programmes for the year.

6.2.2 Submission of lnspection Programmes to the Managing Director for approval.

6.2.3 Conducting lnspections as per approved Programmes.

Process output I lnspection Report & Compliance of Hindi implementation.

6.3 Preparation of consolidated Hindi Quarterlv Progress Report.

Process lnput Source

Hindi Quarterly Progress Reports. Different Divisions/Sections & R.Os

6.3.1 tssue circulars to various divisions and regional offices to send their Hindi Quarterly Progress

Report in the prescribed Proforma.

6.3.2 Compiling Quarterly Progress Reports received from various Divisions and Regional

Di rectorates i ncl ud in g Topic i nstitute, G u ru gra m.

6.3.3 Submitting compiled reports for approvalto Managing Director.
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6.4 Preparation of Annual Evaluation Reports on implementation of Official Language.

Process Input Source

Receipt of letter from Dept. of Official
Language.

Dept. of Official Language, Ministry of Home
Affairs, Government of lndia.

6.4.L Preparing Annual Evaluation Report on the basis of euarterly progress Reports received
from various Divisions/ Regional Directorates including TOPIC institute, Gurgram.

submission of Annual Evaluation Report to Managing Director for approval.

Process output Annual Evaluation Report

6.5 lnspections bv Committee of Parliament on Official Language. (whenever
applicable)

Process lnput Source

lnspection letter & Questionnaire . Secretariat of Parliamentary Committee.

6.5.1 Filling up the inspection questionnaire received from committee of Parliament on Official
Language.

6.5.2 Submitting duly filled in inspection questionnaire to Managing Director for approval.

6.4.2

Status of Official Language implementation in the
Corporation assessed.

The status report of every quarter compiled..

Preoared Bv: Reviewed Bv:
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6.5.3 Sending the duly filled in and approved inspection questionnaire to the office of Committee
of Parliament on Official Language.

Process output Assessment of
implementation in
committee.

status of Official Language
the Corporation by the said

6.6 lmplementation of lncentive Schemes of Dept. of Official Language. Ministrv of
Home Affairs, Government of lndia.

Process lnput Source

Receipt of entries from employees/officers Corporation's own schemes, DAC, Ministry
of Agriculture & Farmer Welfare and
Dept. of Official Language, Ministry of
Home Affairs, Government of lndia.

6.6.1 Circulate the Hindi Noting/Drafting and Hindi Dictation lncentive Schemes every year among
the Officers/Staff of the Corporation.

Submit the proposal to Constitute a Committee with approval of Managing Director for
finalizing the incentives to the employees.

Submit the finalized list received from the Committee to Managing Director for approval.

To arrange distribution of certificates and cash awards to the awardees.

6.6.2

Process output I Distribution of certificates/ cash prizes for propagation
of Hindi in Officialworking.

Celebrating Hindi Dav/Hindi Week/Hindi pakhwara.

Process lnput Source

Standing order / Message/ circular. Dept. of Officia! Language, Ministry of Home
Affairs, Government of lndia.

5.5.3

6.6.4

6.7
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6.7.1 Planning programmes/competitions for celebrating Hindi Day/Hindi Week/Hindi Pakhwara

and obtaining approval of the Managing Director for the programmes.

6.7.2 Organizing approved programmes/competitions such as Hindi noting/drafting, Hindi

Typing, Hindi Essay & Hindi Debate/ Hindi Poem, HindiWorkshop etc.

6.7.3 Finalizing the list of prize winners as recommended by the Committees constituted for the
purpose .

6.7,4 Arranging distribution of certificates and cash awards to the winners.

Process output I Execution of approved Hindi week/Pakhwara
programme for propagation of Use of Hindi in Official
WO

5.8

6.8.1

5.8.2

Translation of the material from English to Hindi received from various Divisions and

Regional Directorates of the Corporation and type the same in Hindi.

Translation of Annual Report from English to Hindi.

5.8.3 Translation of Annual Accounts from English to Hindi.

6.8.4 Translation of office orders, circulars, notifications, press releases, sanctions & release

letters etc. from English to Hindi.

Process output The material received in English Translated into Hindi.

Process lnput

Translation and typing material Different Divisions/Sections/R.Os/TOPIC
lnstitute
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7) PROCESS MEASUREMENTS

Sl. No.
Processes

Measurable indicators
(in working days)

Monitoring
frequency

Frequency
Monitored by

1.

Convening Corporation's
Quarterly Official Language
!mplementation
Committee Meetings

Within 60 working days
from close of the

quarter
Quarterly

cD (oL)

2.

Inspection of the Divisions
and Sections regarding
progress in implementation
of Official Language.

Per month two
Divisions/Sections monthly

Do

3.
Preparation of Quarterly
Hindi progress Report.

Within 30 working days
from close of the

quarter Quarterly

Do

4.

Preparation of Annual
Evaluation Reports on
implementation of Official
Language.

within 30 working days
from the date of reciept
of the letter from Dept.

of Official Language.

Annually

Do

5.

lnspection by Committee of
Parliament on Official
Language.

As per lnspection
programme of
parliamentary
Committee.

Whenever
the

committee
visits to the

Corp.

Do

6.1

lmplementation of
lncentive Schemes of Dept.
of Official Language,
Government of lndia.

lssue of circular inviting
entries & finalizing

award of prizes within 6
months from close of the

last financial year.

Annually

Do

Prepared Bv: Reviewed Bv:
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6.2

lmplementation of Hindi
Typing incentive scheme.

lssue of circular inviting
entries & finalizing

award of prizes within 60
working days from close

of the last half year.

Half Yearly

Do

7.

Celebrating Hindi Day/Hindi
Week/Hindi Pakhwara.

Ensuring timely
organizing of the event

in the month of
Sqptember every year.

Annually

Do

8.

Hindi Translation and typing
work.

8.1
Translation of Annual
Report from English to
Hindi.

within 90 working days
from the date of reciept
of annual report in the

Division.

Annually
Do

8.2
Translation of Annual
Accounts from English to
Hindi.

within 35 working days
from the date of reciept
of annual Accounts in

the Division.

Annually
Do

8.3

Translation of office order,
circular, notifi cation, press
release, sanction & release
letters etc. from English to
Hindi.

within 5 working days
from the date of reciept. Quarterly

Do
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8)

e)

RISK AND OPPORTUNITIES TDENTIFTED

Ref.# Risk Register

S. No. Process Process step Controls established
1. Convening Corporation's

Quarterly Official Language
lmplementation Com mittee

Meetings.

Receipt of quarterly reports
from Divisions/R.Os to review

the status of Hindi.

Guidelines of Dept. of
Official Language,
Ministry of Home

Affairs, Government
of lndia.

2. lnspection of
Divisions/Sections regardi n g

Hindi implementaion.

lnforming concern division/
section for inspection.

Compliance of Official
Language guidelines.

3. Preparation of Quarterly
Hindi progress Report.

Collection of Quarterly Hindi
reports & analysis.

Ensuring receipt of
Quarterly progress

reports from all
division/ sections/

R.O.
4. Preparation of Annual

Evaluation Reports.
Compilation of Quarterly reports

& analysis.
Guidelines of DAC &

Ministry of Agriculture
& Farmer Welfare and

Dept. of Official
Language.

5.1 Hindi
Noting/Draft ing/Dictaion

incentive scheme.

Timely Receipt of entries from
participant & assessment of

their output in Hindi.

Compliance of Official
Language guidelines.

5.2 lmplementation of Hindi
Typing incentive scheme.

Timely Receipt of entries from
participant & assessment of

their output in Hindi.

Compliance of Official
Language guidelines.

6. Organizing Hindi Day/ Hindi
Week/ Hindi Fortnight.

Obtaining approval for the
programme form MD & circulate

it among the employees.

Dept. of Official
Language, Ministry of

Home Affairs,
Government of lndia.
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7.
Translate the material from English
to Hindi received from various
Divisions and Regional Directorates
of the Corporation and type the
same in Hindi.

Receipt of English material
for translation & typing in
Hindi.

Timely completion of
translation work

10)DETAILS OF DOCUMENTEp TNFORMATTON RETATNED

sl.
No.

Documented
lnformation

ldentification tocation Maintained
by

Retention
Period in

Years

Disposition

1.
Official Language
lmplementation
Committee
meetings.

File No. L-

3/2008-Hindi
Rack -1

P.O -r 5 Years
Digitization &
Weeding out

2.
Official Language
lmplementation
lnspection.

No. L-

1/2010-Hindi
Rack-1

P.O -l 5 Years
Digitization &
Weeding out

3.
Quarterly Hindi
Progress Report.

No. 7-
1/2013-Hindi

Rack-1
Sr. Assistant 5 Years

Digitization &
Weeding out

4.
Annual Hindi
Progress

Evaluation Report.

No. 6-

U99-Hindi
Rack-1

Sr. Assistant 5 Years
Digitization &
Weeding out
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5.
Head Office
lnspection by

Committee of
Parliament on
Official Language.

No. 6-
1/2003-Hindi

Almirah-1
DD (oL) 5 Years

Digitization &
Weeding out

6.
Regional

Directorates
Inspection by
Committee of
Parliament on
Officia! Lansuase.

No. 6-

2/2008-Hindi
Almirah-1

DD (OL) 5 Years
Digitization &
Weeding out

7.
Grant of Hindi
lncentive
allowances to
stenographers and

typists for doing
office work in

Hindi addition to
Enelish.

No. 4-
1/2010-Hindi

Rack-1
P.O. -ll 5 Years

Digitization &
Weeding out

8.
To organize Hindi
Week/Hindi
Fortnight.

No. L-

4/2008-Hindi Rack-1 P.O -l 5 Years
Digitization &
Weeding out

9.
Correspondence
with Topic
lnstitute

No. 7-

7/2008-Hindi
Rack-1 P.O -ll 5 Years

Digitization &
Weeding out

10.
Correspondence
with Regional

office, Shimla

No. L-

8/2007-Hindi
Rack-L P.O -il 5 Years

Digitization &
Weeding out

11.
Correspondence
with Regional

office, Ranchi

No. 1-

8/2011-Hindi
Rack-1 P.O -t! 5 Years

Digitization &
Weeding out

t2.
Correspondence
with Regional

office, Guwahati

No. 7-

6/2008-Hindi
Rack-1 P.O -il 5 Years

Digitization &
Weeding out
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13.
Correspondence
with Regional

office, Chennai

No. L-

4/2007-Hindi
Rack-1 P.O -il 5 Years

Digitization &
Weeding out

!4.
Correspondence
with Regional

office, Chandiearh

No. 1-

1912009-Hindi
Rack-1 P.O -il 5 Years

Digitization &
Weeding out

15.
Correspondence
with Regional

office, Gandhi
Nagar

No. 7-
4/2008-Hindi

Rack-1 P.O -il 5 Years
Digitization &
Weeding out

L6.
Correspondence
with Regional
office, Lucknow

No. 7-
212o}8-Hindi

Rack-1 P.O -il 5 Years
Digitization &
Weeding out

17.
Correspondence
with Regional

office, Jaipur

File No. 7-
1/2008-Hindi

Rack-1 P.O -il 5 Years
Digitization &
Weeding out

18.
Correspondence
with Regional

office, Bangalore

No. L-

15/99-Hindi
Rack-1 P.O -il 5 Years

Digitization &
Weeding out

19.
Correspondence
with Regional

office, Dehradoon

No. L-

5/2004-Hindi
Rack-1 P.O -il 5 Years

Digitization &
Weeding out

20.
Correspondence
with Regional
office, Pune

No. 1:
2/2007-Hindi

Rack-L P.O -il 5 Years
Digitization &
Weeding out

21.
Correspondence
with Regional

office, Kolkata

No. 1-

7l2OO7-Hindi
Rack-1 P.O -lt 5 Years

Digitization &
Weeding out

22.
Correspondence
with Regional

office, Patna

No. 7-

3/2008-Hindi
Rack-1 P.O -il 5 Years

Digitization &
Weeding out

23.
Correspondence
with Regional

office, Hyderabad

No. 7-

5/2008-Hindi
Rack-1 P.O -il 5 Years

Digitization &
Weeding out
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24.
Correspondence
with Regional

office,
Thriuvananthapura
m

No. 1-

5/2007-Hindi
Rack-1 P.O -il 5 Years

Digitization &
Weeding out

25.
Correspondence
with Regiona!

office,
Bhubaneswar

No. L-

18/2008-Hindi
Rack-1 P.O -il 5 Years

Digitization &
Weeding out

26.
Correspondence
with Regional

office, Bhopal

No. L-

3/2007-Hindi
Rack-1 P.O -il 5 Years

Digitization &
Weeding out

27.
Correspondence
with Regional

office, Raipur

No. 7-

9/201.1-Hindi
Rack-1 P.O -il 5 Years

Digitization &
Weeding out

28.
Hindi Typing,/Hindi
Stenography
Training.

No. 3-

U2000-Hindi
Rack-1 P.O.-ll 5 Years

Digitization &
Weeding out

29. HindiTraining. No. 3-
1/2009-Hindi

Rack-1 P.O.-il 5 Years
Digitization &
Weeding out

30.
Ministry's Hindi
Advisory
Committee.

No. 5-
3/2002-Hindi

Almirah-1 DD (oL) 5 Years
Digitization &
Weeding out

31.
!ncentives to 43
officers for giving

dictation in Hindi
&
ii)officials for
noting/drafting in
Hindi.

No. 4-
L/20A7-Hindi

Rack-1 P.O.il 5 Years
Digitization &
Weeding out

32.
lndira Gandhi
Official Languase 5-No. Almirah-1 P.O -rr 5 Years

Digitization &
Weedine out
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Awards Scheme

for central
government public
sector
undertakings/Boar
ds, Autonomous
bodies, Trusts and
Societies etc.

2/2070-Hindi

33.
lndira Gandhi
Official Language
Awards Scheme
for writing original
books in Hindiand
Rajiv Gandhi
NationalAwards
Scheme for writing
on Gvan-Visvan.

No. 4-
L/2011-Hindi

Almirah-1 P.O-il 5 Years
Digitization &
Weeding out

34.
lmplementation of
ISO 900L:2008 in
OL section of
NCDC.

No. 5-
1/2013-Hindi Almirah-1 DD (OL) 5 Years

Digitization &
Weeding out

35. Annua!
Programme

No.

1-212008-Hlndi Rack -1 P.O-l 5 Years
Digitization &
Weeding out

36.
Remarks &
suggestions
regarding
recommendation
by parliamentary
committee in part
B of clause no. 6

No.
6-21ZOO4-Htndi Rack -1 P.O-l 5 Years

Digitization &
Weeding out

37.
Purchase of Hindi
Software.

No.

L-3/2008(Ll-
Hlndi

Rack -1 P.O-t 5 Years
Digitization &
Weeding out

38.
To notify RDs

under Rule 10(4)
No.

1-312009-Hlndi Rack -1 P.O-il 5 Years
Digitization &
Weedine out
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39.
lnspection by
research officer of
regionaloffice of
OL dept.

No.
5-2/2O}9-Hlndt Rack -1 P.O-l 5 Years

Digitization &
Weeding out

40.
Miscellaneous
corresponded

No.

5-U2010-Hlndi Rack -1 P.O-l 5 Years
Digitization &
Weedine out

4t.
Annual Report No.

2-L/20t0-Htndi Rack -1 P.O-! 5 Years
Digitization &
Weeding out

42.
Translation
material obtained
from different
Division/Section.

No.

5-4/2ot}-Hlndi Rack -1 P.O-l 5 Years
Digitization &
Weeding out

43.
corresponce with
Agriculture
Ministry/ Dept. of
oL.

No.

9-1l2016-Hlndi Rack -1 P.O-l 5 Years
Digitization &
Weeding out

44.
Diary Register.

Heading as

Named
Rack-1 Sr. Assistant 5 Years

Digitization &
Weeding out

45.
Diary Register.

(for translation
material)

Heading as

Named
Rack -1 Sr. Assistant 5 Years

Digitization &
Weeding out

46.
Dispatch Register.

Heading as

Named
Rack -1 Sr. Assistant 5 Years

Digitization &
Weeding out

47.
File Register

Heading as

Named
Rack -1. Sr. Assistant 5 Years

Digitization &
Weeding out

48.
Process

Measurements
Register

Heading as

Named
Rack -1 Sr. Assistant 5 Years

Digitization &
Weeding out

49.
lnspection Register

Heading as

Named
Rack -1 P.O-l 5 Years

Digitization &
Weeding out
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st.

No

Title ldentification Location Prepared by Approved by Revision by

L. Quarterly
Progressive

Report -
(Form)

By Title Rack No. -1

FN. 7.
tl2oL4-
fffi

Department of
Official
Language,

Ministry of
Home Affairs,
Govt. of lndia

Department of
Official
Language,

Ministry of
Home Affairs,
Govt. of lndia

01

2. HindiNoting-
Drafting cash

Prize scheme-
(Guidelines)

By Title Rack No. -1

FN.4-
1/2007-

refi

OL Section MD 01

3. Hindi Dictation
cash Prize

scheme for
Officers-
(Guidelines)

By Title Rack No.-L

FN.4-
tl2007-

ffi

OL Section MD 01

4. Annual
Programme-
(Guidelines/
Policy)

By Title Rack No. -1

1-2/2008-

ffiI

Department of
Official
Language,

Ministry of
Home Affairs,
Govt. of lndia

Department of
Official
Language,

Ministry of
Home Affairs,
Govt. of lndia

01
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1) Constitutional provisions - part 17
2) official Language Act - 1963 as amended in 1967 (Act No. 19 of 1963)
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4) official Language Rules - 1976 (as amended in !9g7, zoot & zoltl
5) Official Language Policy of Union
6) Annual Programme issued by Dept. of Official Language, Ministry of Home Affairs,

Government of lndia.
7l NCDC Act, Rules & Regulations;
8) NCDC's latest circular on delegation of financial and administrative powers.
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Responsibilities & Authorities

Qua rterly Progressive Report proformi.

Hindi Noting-Drafting & Hindi DiAat
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Annexure -l

DIVISION STRUCTURE
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Annexure -ll

Responsibilities

Chief Director (OL) HOD. Overall management of th"
functions of Hindi section.

Allocation of work
amongst officers and
staff of the section.

Sanction of leave to
the officers and staff of
the section.Deputy Director(OL)

Will be responsible for work related to
following functions:
o Supervision & coordination of

functioning of the Hindi Section.o Convening quarterly meetings of OL
implementation Comm ittee.

o lssue of quarterty progress report to
DAC & Dept. of OL.

o Matters regarding joint Hindi
Advisory Committee of Ministry of
Agriculture.

o lnspections by the Committee of
Parliament on Official Language.o Supervision of Hindi Day/Hindi
Week/Hindi Fortnight.

o Translation Work & Vetting.
. Any other work assigned from time

to time.

To examine the issues
pertaining to the work
assigned and
recommend the course
of action to the
reporting authority.

Senior Private Secretary Will be responsible tor-wo* EtrteUE
following functions :

o Taking dictation in Hindi & typing
work of the Hindi Section.

. Any other work as assigned by DD
(OL) from time to time.

Powers as delegated
by the reporting
authority



ANNEXURES TO NCDC/PD(HIN.)-O6

Programme Officer -l Will be responsible for work related to
following functions:

Translation of document in English

to Hindi as requested by various
Divisions of the Corporation.
Preparing agenda notes & Minutes
of the meetings of Official Language

implementation committee.
lnspection of various Divisions &
Sections of the Corporation about
usage of Hindi in officialwork.
Organizing functions for promoting
usage of Hindi such as Hindi Day /
Hindi Week/ Hindi fortnight & Hindi
Workshops.
Any other work as assigned by DD
(OL) from time to time.

To examine the issues

pertaining to the work
assigned and
recommended the
course of action to the
reporting authority.

Programme Officer-ll Will be responsible for work related to
following functions:

o Review of Quarterly progress

Reports received from Regional
Offices of the corporation.

o lncentive schemes for promotion
of Hindi

o Hindityping.
o Any other work as assigned by DD

(OL)from time to time.

o To examine the issues

pertaining to the work
assigned and
recommend the course
of action to the
reporting authority.

Senior Assistant Will be responsible for work related to
following functions :

. Diary and dispatch work of the
section.

o Preparing Hindi Quarterly
Progress Reports and Annual
Evaluation Report.

o Typing in Hindi.
. Any other work as assigned by

DD (OL) from time to time.

Powers as delegated by
the reporting authority
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MTS (Peon) Will be responsible for work
related to following functions:

To carry files and records from
one official to the other as per
directions.
Distribution of circulars/orders
etc.
Supply of water, teal coffee,
light refreshments from staff
canteen to the staff and officers
in the division.
Any other work as assigned by
DD (OL) from time to time.

Need based access to
files and records.
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Annexure -lll

<ISq Tr{Ert frfirv ftrrq h xqr.itl.rtqr.n fr 11_qrnqr e€ + 5;{nft r+{r + rid.Bil ffi
T{rfrRfrE

sr.os.zore *TrnTilm
qm-t(y*rffifrwrqrqt

Ftrr{r/Er{Trrr/tftq fttqrruq fi.r TTrr :

1. {ltrTrsT BrfAft+q rgas ft aru 3 1s1h niar|6ql,ftilrgrfr* fiffi:
(fi) qrt frq.Iq6rq-qFfr ff ge {q.,

(q) Fri t h{q siffi t qrft frfr T} sr{rqTd-* 
1 
gqlgrqrq qr+fl, Tis-q, qfM, frqq, srR, {ifr{r, tw frEg, TiF+q

Yqq 3IrR flrfrqt)

z. Q€ t rrs qa) ft RrR ( <rqrilsr ft-qq_51
t+t ertqnfrZffit+.rqfdqreftfuw*,eraqq+,tqr rz (tl * rgtrR freriftililqttFsR * erWR E.fr t yrrr gM Trr

1u) srtfrft-nfrhsm3iffifrRqrq
1u1 frmils'rs(T(F*tfrqrqar

3. *ifr +rrcmrqT*s.mffi tfr{rqr+r t}e-d,s, *r1.Rrd-uorq6} ftqt
siffifiTrTil
rt'rftW
Tiqr

E{frtfrtrq}+
s.r<Q*frRq

rqt+fr-dfr+
se<eiffifrfu

ETt+fuilfr+vffi(
fttqriqtkilTS

+. ti qt $q rfr +r aqt<r:-

8+r Grrfrn
sqi

t,Tq
BiAfrfr

q+rr+Tt'i
ftwtqr E+lame*FTt

itrrlq*t+Tz
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s. srtqT r( Qfr t +rS :

ffi++rr+ffiGteqFFilfttqr E.+t st+stfr iFtTwl

o. ffiil$qrmrq

rferftil
(<rqvrqr ffiF ilTr v{8,,s" h rffi{it ft1

7.

8.

Tqrrsr arqfqril q,Rft fi d-6s h en4qa 6 6p

qffdr*r qqrrqftfiffi

fl ftrr& h Et<r{ BTrmfril qftfu1 yqnqftd ffi fi iiqqr

q W ffif ffi t +rtterqlerr{qr{qi fft ccq gft t ft G

TiTfrq mrrrET Hfrft m fu rrg wrrrmtft RrR :

\:

{'vftq<reqrqr
Hfrftil{rfu
rrqftOqrurft
frft

ffi+
EkrrRfrq
q-g sn{-{ffiit
ff*ten
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TdqmffitRqrr,E

Wry fttqrnl*fu fttqrd t 6wnr<
mE{HRil

r. ca ftfrt^Eq ft?ers/Tqr{r'rqr/*+q fttern ff.' EilrTftil r S} r< qtdr * qrwft 
rz. pqqr sH fr sfd{ qrft r dB *q qrtr qe tv t fr qrq 

r
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Annexure -lV

<r*{u6+,,rfrfttrrnftrq
(wrwrw Br{r1r{D

frr+r- t

1. qtr+r+T*q

+qqr +1 fr{rq * q-c+rft ryI ry R;ft Ecrur/qtq{_(frEqrAfuD m ag1q6ilG h aq {r$q ililrrft ft-nrv frrrq h qgft1-d; 6ffiT h ftq -a. frffi.q qs h rrG,Tt \-s Es + ftq vr{ F y* { r rtwr t ft* T*r*, zifr-n to#, u"* qk qfi *frqfr?erm+ h Brffsrftrfrffi rrr.rt sst t I 
\5 - "

2. qFrilr

s) ft-{rq h vfr +Frq} h } qfl*+rftl+ffi, fr{ + Frmrfr firq:Fg il no e.6 ftuqql3Trilq{fi Brtwr fi qkft {, rm +qqr il sir.t-t ufit t i

q) * qrtlftft+ffi'e, fr uc+rft sTllzfitsr t tr+ + rfr.r fr ror-+r ti {idfsr ffi er;q
+qqr * fthiil BTr+ t, s6 frqq t rrr.r tt h q,, ilS At r

rT) w ft?qrfi (<rw+rrEq BnT *.Jrq' eflffirft (11_wr1-Eg, fr vrqr.Til: BrqqT srq"F,q q_€ t O+;G t, gq frqa; t rrr{r +il h qia rf, dt r

o. qiE-iT ifTGfiIT

sw *wrr il qdrto yfr q,f ffiqfu {$ffR g16.. rtr{ Gfr qrrtii:_

4.

s) +ffiiar<r trqrft+qtft$r€ +.r{ari+q +-ri h frq Sq roo iriq td qtt r qr}t zo
3i6 f'ft + Eq lI( +rq ft qa1+ frq +i qlE SO ilis tr* fr Ecqq ottr BTrnq-{ fi gq-qvr + ftqtnt r

2 gGR kts 26967- 5q|
3 gffir< TeA-fi 12997-5q{

s g{ffir< r+fi 6997_ 6T}
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q) * sffi q+,q$fr wtwzo,ooo (ftqEqR) ere<ffi tffi t, Agrsrtihfrqvffifr-ar t rrr.r F5 Ir t I {tqisr 
"frFi 

*" frg .rq d h uTrerR q( nq fr ypr t*rrq +tsTTtrrt TsFr <tT qftdi fr g<urr< rErq ftt wt t I

+sr_rq f<mrc

rr) 'm'g4'q *T t frIftd q] Brflffi/ +.ffi frs{r Br+ts h fttq m* t mq so00 qraq rfrqS arr rT" *r t Rril +fq s-rqMr t, firf{il fr 3Trffi/ 6ffi +qqr ild} h ft--
Q* t +q t +q 2ooo qr< qfr a.f ffit sQ sool-dqt h +€rfl srwri r-,o Gil.wqt r

q) rfrfi.ft ffi t ffi .rq qrdt +r frflor qr* rft.e< fr rdt, firS + q.€rt6{ + frqqfg-drftiffi frq ,rq rtTS fi qfrfu rRfrfr. fur+ fi E'Trq fril_.ngqq., *ftq F?qr+
arcr 6wrwfta rf,rF,. rfr +trT +< xeqtsil vftfr arcr qiq frq qrn + ftq rnt fi s_srRqi-TFSil +iti r

s') sq{ 4(o + s€tq frfr T} srrrrrc 30 i}im ffi t fru1q qk BTraq.r fi nq-q-{r * Rq wTt(rRfrft arcr ffi s) frn mA t r€gr +-G, qr<T fr1 qqq ftTt 3r}q ffi fr ftfr h ftq
frqtftil elit qq + ftq rfrq}fi {€ri+-{ sfrnt +} BNft qwE fi s ftsrrFrqt qk s Tqtt
Tre-il +tt drfr'sq+ srq ft frqtq-m sr Bil"fiFt"r ftrr qr q+ 

r

5. qrTtr-figffiR

s) s{ sqntlergyFilrciftd +term*flq ft?qrrqqt fr, q{i F.fr fi erfr+rf-*+ rfrr fr-Trvmr {, +q qRn +c+r iln fr A frs{r t vr{trd ; $ *o_* *m.o w t rrrrr t e t r rs+qir il ert*+r=ftmffi qfrrrn w + or ffi * + * w.n ; *t't,
q) qT{tr{ w t rmr it +rt wgryqTsrrr.rl*flq fr?qrrdrqT + ftq E€ t frq qq +.rf +.r

T€Ti+.{ stt * Aq qrqtrfi g-(wn +qir fr *( qflfd s{R FrrqT rr{n t +( ,H, ,E,, 
6rtr1

'T' *fr + ftq irqar: 75,000, 5o,O0O dET 30,000 er6E yft {S ft qmr fraik fi G t I

S(m.r< <rfq} t,r frqt€r fts yt,R t fr.n : _
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2. Bf,rq 39s97- 6q+ 39997- 6q+ 3ggg7- 6q+
3. trfiq 2ggg7- qq{ 29997- sqt 2ggg7- s','Tt

sra <rflqI fr ftTrrrgqw Brqi frafrrgqrr erqi Brfeqrng}/ 6ffifi t ftrRd w q6t t rEq+ BTftfu{T{R-+, w t frq,rq fif + srrar( * * $Ern spu6 6} qrt yrrr{rler(vr.rl
zifr'6 termlfrfrq firqr{q m sq+ Er(rFfr t G+.rt firf * *r* * o*rm Tqrur-Tr ft rErqfrqrqr\'.n r

6. Tpqi+,{ffifr

{€ri6.{ qfrfr fr e v<q dt r qfrfr },Breqry h w t f.fr rnET fi.r rm wt rrt arr
GnItTtT fft + vflt t q+ q$, gw ft?qrfi * em,*. tri.u,r, uq ft?er+ Frwrlgr) flrffS qg xwr, *rrq BTtsnff ( nhnir) r..dr + + t at, { .* # * fr *t*- q{ frEqft qg ffft +ffii t qo-qa {i{r vft wrq e.n fr1iq6** + E*r*; gl ft gfrRrdft qrq rrfr Wqi+q * TTq frft +6r-ffi sr qrrnT r +r+r q} 

r

fra: qffii {iT.-{ ++r ffiifr t + +Tq qnffiq t t qr.r ffi k q.* dt r
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rm(ffi1
ffiftrfrrwrft ........+ .............+Et<rq BrqixqFr

ftqroito ........+frxr+r<t fuurentqq6,{ffidfrqr:-

qlfrrRqrur

rrq ftFqrr BflT

qr+qq fi
ITI=TT

rITTlt q?r

ssrRr rft'frft'
Ti{.r 6t

6ffirnry
T$rnrTs?raT* fenr<

5[tqRd
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{S'qff6t.rfrfrnrsfrqq
(<rqrrrsr w{Tr{r)

frqrr-n

frqq:

trqqr + {*{ T{6rfr fr6rs frrrq + qB*rfu} + ftq r.ts ffi.q{sh qr*ertq+Esfi
srqf* + frA qr{ fr.{r qmr t I qsil ftqq gqrwr, -ift* Tieil?r, usriq *( *+q fttqrrefr tt+m qfr Breflrft rrr.r t FFt t r frw.n fi gw qril ftH rrr< t t ,-

1- QS vrm ffi w{RR-+, ft u6rcrar sw6er { er++r * vrqr.{il. ffiqm tt t,+qirt+rr.rturiltr

2. vro frw+r * BiT{( Q:fr t Hqm ti qrt erfffifi t + 6g t q{t Brffd Bqtqm ?t
Tril ffi wrfi erfffizil fr iT-RIfr rrrfi erfh+1Rg} fr err.r_err.r t 2OO0/-, lsoot_*< roool- wt h vqq, kftq ft ilffq gv 6 r5q s.*ri r++ ftt qrtt 

r

3. +fi< gG]T h ftq 3rfffit'r fir qim xfer G?qr+ h q-g+ff t rrfuil q-s vfrfr ilTrfrqr qrcTT 
I

n 3Iffrrfr, fr qqs T{w,R 6 ftfr er;q ftr+r t vrq + e Aii, s66 frqa1t w.r n+ *qrt qS Eli r

Bfr t Bq+qm + ftq F{*ilq qr6ET sT frerf{ur +m qfrfr ar<r frqr qrqr{n 
r

+qrr t rrq ai Tr+ Brf'ilsrft uq+ Era fft t *.r$ Hem * flt fr Tiqr yq{ t p5.,g
<rlt r 16 forr:t wh qkElfrfi vFfi * re eHi r qq rr<1* veqrr{ 6, rr E'R.=Tilff}aoTfrsffiw$tn r \

*a: srfffi Tiil.{ ffi #f t t hw qrs ffiq t S qr.r ti k q1-1 At r

4.
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nfrF{+,rfrftrffifr-rm
(<rqqrqr r{rn{r)

Tq E*ftcqurlqr+{il{ \'{ trfi t R*eyq ?t d..dftn;rF,Eg{Fnrt +s{rit
t qrrr tt tg xr*

1. qffir+lfffftEr,;TTrr

2. Tfirq

3. Trr{strqr

4. ffi+rqftm fir;rFr

s. frvgrwr'c+sart
sn{ril{r qrEnt
(ffifrr{Fili qr.rtt
+ ftt qrr{r-sTnr{r rra qt)

ftqia: ERrl?fr

*a: Twrvr[QagffiRfrqr.rtitg frtqrmrcrrtqknst r


