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IR/ Circular
R 3rsrare ity & srafeaas & fag fFraffRea Sra-Rigsit o1 srgure, af 2026-27

Subject: Compliance of the prescribed check-points for the implementation of the Official Language
Policy, 2026-27.

U A UR I AT e, dI NS Ud IHD ARAT prafierd! o AT ST /s ania & el
H STRIT ST & T e TR ST ISTHINT 11T b AT PrA=aT Tl ASTHINT ] BT 3FUTer G113 B
& T T8 HATCRI, ¥R TROR P IASTAINT [IHFT GRT TR a1fes PRIGH P TR R 59 Ud AR FATHT,
AR GLDR FRT {1 03.03.2026 P15 feig Faife by 10 € 37k s w=ae SFulei IR SR o @

2l

On the subject cited above, it is brought to the kind notice of all the officers/employees of the Sub
Regional Office, Kozhikode and it's Branch offices that check points dated 03.03.2026, on the basis of
the annual programme issued by the Department of official Language of the Ministry of Home affairs,
Govt. of India, have been set by the Ministry of Labour and Employment, Govt. of India to ensure the
implementation of the Official Language Policy of the Union Government and compliance of the Official
Language Rules and due emphasis has been laid on their strict compliance.

1. G&AeR, PHANT o ST T SR O AT T-49/18/2/2024 JLAT.(SE f4g) AT
09.04.2026 & HTEgH I Ieh Siia 4G At e sl & arquer & forg SRt fhy o &)
The Headquarters, Employees’ State Insurance Corporation has issued the said check
points vide letter no. A-49/18/2/2024.0L(Check points) dated 09.04.2026 for the
compliance of all the Corporation units.

2. AR ST AT ST T ST (Prafer/seadren) o FRiewr oel &, dF Sirg figatl &
FIUTCT I FEHTET BT 2l

The Parliamentary Committee on Official Language reviews the compliance of check

points whenever it inspects any office.
3. Ay URAD PrIfeRT 3rede BT IR & [ a8 S o fdgail o Srurer g2 o

Therefore, it is the responsibility of every Head of the Office to ensure compliance of these

checkpoints.

4. 3O [N 5 SIa g3l & F9g-a9g ) T rRreTRal/pHarRar & dte aRererd faar S e &l
For this, these check points are being circulated among all the officers/employees from time to
time.

5. fararfier aroraTeT BrRi=aR AfHfcr b Somi F ff g Wiy figai uv fawga oot Hf oI & 3R
DIITCRI SR/ fARTT STediel GIRT G SARIDTRANASR & STDT BSTS A IUTer DL & fe1g
DET AT &l
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.

6. TCUUTT I Y YD 1T {65 & TR 3Ter B qRIdT & FrRrT ¥t St & qer faedt gar
BT IeAET UTY ST IR IH DRI W P & H SARIT ST &l
Thereafter, proper compliance of each check point is closely monitored throughout the

year and in case of violation of compliance, the same is brought to the notice of the Head
of the Office of the concerned unit.

173911587 /2026



72.A.49.13(3).2023 .HT. 173911587 /2026

7. TTATCRT P UA AT U-49/18/2/2024 J1.491. (W4 f§g) fe=id 09.04.2026 & 3R01 F 5 ST
figatt @ 5 arRig & ey At it/ eaTRar oF 57 e & wrer gRarferd fa i
V8T & fdb geiepT 9rar-Sifcrerd argarer At far s
In pursuance of Headquarters letter no. A-49/18/2/2024.0L(Check points) dated
09.04.2026, the checkpoints are being re-circulated with the request that 100%
compliance of these may be ensured.

iR S fig/PRESCRIBED CHECK POINTS

1 WM TSRS AT 3T PRSI oI Jfaria: i v ¥ IRt | svarerear siftersste
DPIAT QTI@TIGF‘-I:.“TFTM'JTI"T
Issuance of General orders/Circulars and other papers Signatory Officer/Concerned
mandatorily in bilingual form Branch/Section/Division
oTTST TR, 1963 6 &Rt 3(3) W SIfeciad Tt S, JerT-

Hepcal, ATERUT 3T, RN, JATeGa-Tail, TeTfiep AT 3 ufcrae,
U fasifea, W?ﬁﬁﬂﬂw?ﬁw&r@aﬁmﬁmﬂﬂﬁfﬁ@m
e 7R STy SIS T, WIGET3T 3R SRR, Seiftal,
SFITIAT, GETAT 3R MGt Tl T Jff-arRid: oy e afdft <Y
TSI 5 STRY T ST 37eT: ST SFaTer G o &7
TR 6 SRATASI IR FHATER B aTel SIRIPRY BT BRI

All documents mentioned in Section 3(3) of the Official Languages
Act, 1963, such as Resolutions, General Orders, Rules,
Notifications, Administrative or Other Reports, Press
communiques, Administrative and Other Reports and Official
Papers to be laid before either House of the Parliament, Contracts
and Agreements, Licences, Permits, Notices and Tender Forms
shall mandatorily be issued both in Hindi and English languages.
Therefore, it will be the responsibility of the officer signing the said
documents to ensure its compliance.

2 ) % v u=t 31 o T 5 femr s BEATERPAT JRIPrE T
Letters received in Hindi are to be replied to in Hindi QTIETIGTTPTFTM'ITFT

Signatory Officer/
SIS FRETEE! 1976 %ﬁﬂq5$aﬂﬂﬁﬁﬁﬁmﬁwﬂﬁﬂ Concerned Branch/
IR el F o ST e 81 oo IR ETER R dTet iRt Section/Division
3D Y STRerIT 811
According to Rule 5 of the Official Language Rules, 1976, letters
received in Hindi are to be replied to in Hindi mandatorily.
The officer signing the letter will be responsible for this.

3 formal o= g f& A foree g ga-ofid ot fpurft o A AR axar | it siftrerendt e/
Writing addresses on envelopes in Hindi and preparing Letter- &jﬂ“Tl‘TfFN‘I"THﬂTHTﬁTWﬁﬂ'UT
heads bilingually STTET (HATIIRITTE)

All Officers/All Branches/
' TRAT & & P DRI BT ol ST dTet TAT & fofthThl = aa Sections/Divisions and
3rfeam U ¥ fgal (SaarRT forfd) 5 21 forRg SY G=IT T 8 $T 99T 9 | Receipt and Dispatch
greT foTthhl OR Oer T forfdr + fore Sl dvsker orfey vd U or ear vl | Branch (CRI)
I N7 o T THPR v, 19 fThrnt oR o féet 7 arerar femet w5
Y o Bl SrIfer SRT HaRT 5 g o Ze Aef &<t aflv offist 3 e
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T et T T <l 8¢ S¥ UBel/FUY 3@ SiTYl I8 A e faar
ST fap fect & arer fonedt off <ot + offt & ereRT S B AT 2l
Addresses on Envelopes of letters to be sent to offices of Regions
‘A" and 'B' must be written in Hindi (Devanagari script) and
Addresses on Envelopes of letters to be sent to offices of Region
'C' must be written in Roman script. Central Receipt and Dispatch
branch should accept the letters for dispatch only if the envelopes
are addressed in Hindi or bilingually. Letter-heads used by the
office shall be both in Hindi and English, giving priority to Hindi,
placing it at first place/above. It must also be ensured that the Hindi
letters are not shorter than English letters in any case.

4 IRt e T gt sifterat & o oiik wffimr THRT TR/

Heads and Entries of Registers & Service Books/Service cards QTI@TII%IT-TQET T QTRET
Officer incharge/

RTSTTST fTaett, 1976 & 71 11 & 3iqfa Iex & Ued Ud Administration Branch/
Qﬁﬂfﬁ%“ﬁﬁﬁﬂﬁqwsﬂﬁﬂﬁf@ﬂﬁﬁ%fﬁﬁﬁﬁﬁFﬁﬂﬁmsﬁ Finance and Accounts
TR HaT-GRAPT3I/RT Jfiyerar & ofitfa aerr ofif 77T fommeft 2 Branch
=R TR 574 ARt off f&ah 4 aFl a1y 39 wae 7 vt i
Har gRTeTiRAaT sifirerat & TRt srftrert At 7 et gkt
T & g rguTer A B
Under Rule 11 of the Official Language Rules, 1976, the formats
and headings of registers should be bilingual and entries in these
must be made in Hindi. Similarly, the Titles and Headings of
Service Books/Service Cards should be bilingual and entries in
these should be in Hindi. In this regard, it will be the
responsibility of the officer in charge of the Registers and
Service Books/Service Cards to ensure the compliance.

5 IS Pl e, AU, AISH-AIS e fEuTdl B H a1 Y SRR R
Preparing Rubber Stamps, Name-plates, Sign-boards etc. in oTrET Afga Wit STTETY/
bilingual form Gl'fla‘lTFTfH'lTFT

RISTATST fRrTaett, 1976 & e 11 7 SfearRad Al (g,
e, Hfchar et 317 Aife, e, s df JaY, AHUE,
GoIg, A5 drs, TA-¢fiy 3iR formmnl ar Ichivf ora, wtet, faffer
IS, i/ feet, <, AR ) fowmdt wu ¥ e ar Il féy
SITG SRt AT W WE T ST e, faehy v
TLITHARITHI STTET, 3 TR it Y a8 e grit fe
Sugh Wqut wrt frmd (fE€h-3iEem) wu # R o ol

(g TR>AT T &7 & DRITerll & Arsars, uA-9fi¥ qor g
HTTLAHITER P (8T orATT-fE<i-3iistt) ®u 7 (R fdhy S
Materials specified in Rule 11 of the Official Language Rules, 1976

(Manuals, Codes, other Procedural Literature, Rules, Rubber
stamps, Name-plates, Notice boards, Sign-boards, Inscriptions on
Letter-heads and Envelopes, Seals, Visiting Cards,
Badges/Insignias, Logos, Monograms etc.) shall be printed or
engraved bilingually (Hindi-English). It shall be the responsibility of
the officer incharge of the sections/branches concerned with the
above material, especially the Administration/General branch,

All Officers/All Branches/
Sections/Divisions including
Administration/General
branch
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to ensure that all the above material is prepared in bilingual
form.

(Signboards, Letter-heads and Nameplates of '‘B' and 'C’
region offices should be prepared in trilingual (Regional
Official Language-Hindi-English) form as per requirement.)

(=]

o TAT T &1 DY o AP RI Bl WA 9 aTel TAIfe

Communications to the State Governments of Regions ‘A’ and
IBI

P AT AT DY AT ARDRI DY T S dTel FAS Tfaria: ora-
Afererd el A SR & 1Y 11d 59 Hafer + aTfiics PRI A e
& 100% &l T e § ST AT Dt Y et 951 0
TEATER PR et AferapriRat Bt gFi

Communications to the State Governments of Region ‘A" and 'B'
shall be 100% in Hindi, as the target set in the Annual Programme
in this regard is 100%. The responsibility to ensure compliance
in this regard shall lie with the officer signing the letters.

FEATEIRDT STTIPRITT
TR/ THRI/STHRT

Signatory Officer/all
Branches/Sections/Divisions

I~

it reyeRl/ getecifte Ul Ht eawen

Provision of bilinqual Computers/Electronic Equipments

af 2026-27 o fe1q S a1 BRIHH & STAR Dey] Aled aHt
Seige -y IUaRUN DT feumdt w9 ¥ @i o & g aq-ufcrerd oe
@1 IRIT 8] 3T AT H Feh SUDRUN T WIS B 9T 5 &I BT
49 & AT ST {3 o weft SuaRr et U § BRf oo F T all
gget ¥ [qeMT Wl SRIgeRI/SUeRUN BT foHTdT ST STy

According to the Annual Programme issued for the year 2026-27, a

target of 100% has been set for the bilingual procurement of all
electronic equipments including computers. Therefore, while
purchasing the said equipments in future, special care should be
taken that all those equipments should be capable of working in
bilingual form. All existing computers/equipments should be made
bilingual.

AT 9TTET & JARIBRY

Officer of General Branch

(=]

TS, 3TYTeT AT 3NATIST

Application, Appeal or Representation

TG PIS SHARI/IIRIBRT 31rde, ardier a7 anade By d aear s ar
I I BT H B¥qTeR IRaT & AT ST fARE1Eet 1976 & e 7 &
IFaTeTTe ISP I JAfHaria: fe<l 7 & foar Sy sad forg
EETEeRGAT RGN STRaRIT 81

When an employee/officer makes an application, appeal, or

representation in Hindi or signs the same in Hindi, the reply must
be given in Hindi in compliance with Rule 7 of the Official Language
Rules, 1976. The signatory officers will be responsible for this.

FEATEIRDT STTIPRITT
TR/ THRI/STHRT

Signatory Officer/all
Branches/Sections/Divisions

|©

R dawi St PRI

Proceedings of Departmental Meetings

Fit fariieT Soep! U 3 Aecaqul oo, Fe /ATl JTfe
DRIYIIT T DRI 3+ari W I fGamdt v 3 SR iy S dern

it arftreriRl s
TR/ THRI/STHRT

All Officers/all organizing
Branches/Sections/Divisions
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SO Il PRIGTRAT fe<T HINT + FTfeld bl S| 9 Hee 7 3FarerT
Qﬂoiaﬂgﬂ(—‘l DY PT ITNGIRICT JTRITSID QTR EWESFTH
The agendas and minutes of all departmental meetings and other

important meetings, conferences/seminars etc. should be
mandatorily issued in bilingual form and the proceedings of the
meetings should be conducted in Hindi language. The
responsibility to ensure compliance in this regard shall lie with the
organizing branch.

TN PRIIGT AT & STeTeT UG AexAl gRT & § drf
frreuTes

Execution of work in Hindi by the Chairman and Members of

the Official Lanquage Implementation Committee

RISTTT Sraf=rae Aff & arerer v aoft e arffe drise
efRa et & AR 3o DR fect F @3 féct # wdftorar sre
SABRT FRT 31YT BRI QT-UfTerd ToIT feal § PRI|rad S U
IRIBRT GRT 7UAT 75% A 31fere drf et § o1 ufard &l W
ISTHTST AR & FRYET0T & SR srearet a=ar oY wewal gt it /
forg g et it ifrererar A Wl ot afra s A

The Chairman and all the members of the Official Language
Implementation Committee should do their work in Hindi as per the
targets set in the Annual Programme. An officer having proficiency
in Hindi is required to do 100% of his/her work in Hindi and an
officer having working knowledge of Hindi is required to do more
than 75% of his/her work in Hindi. During the inspection of the
Parliamentary Committee on Official Language, the
percentage of work done in Hindi by the Chairman and all the
members has to be reported to the Honourable Committee.

ISTTNT Prafaa afyfy &
areger ug Wit aewr
Chairman and all Members
of the Official Language
Implementation Committee

-9 BT T

Use of E-mail

ST TATIR T 31 37T &, 37 ST BT TRIRT Bl T S a1l &l
T3 & T ST o wAreR o FeniRa aeat & orgaR A oft fidt
AT H Y S| 59 SRITSTTe] rITerT & T ejexl H feal av Suh
HIFCIIR IYcTed DRI-T S

E-mail is an integral part of correspondence, so while using e-mail,

special care should be taken that e-mails are sent in Hindi
language in accordance with the targets set for correspondence.
For this purpose, appropriate Hindi software should be provided in
all the computers of the office.

it arfereeRiAT e/
STTHTI/HTT

All Officers/all Branches/
Sections/Divisions

BRIt g1 e 3 g 9= aret gfedragaderge v
L R e a3

Printed/Cyclostyle Forms and Standard Drafts
prescribed/used by the Office

g YA fohar ST anfey o drafer gRr FafRa/siT ¥ @ S
aTel Jd/ATgFAReISe Wi Ud A1 J4le [GHTT w0 4 (IR v
THIRIT farg ST anfewl T anfe & fech ofive user fay wiTd e fést
aTeR SRS & TeRI A BIC T8l

Y srfree Ry weT= et
AT AT STTEATY/STHRT THRT
All Officers/All Branches/
Sections/Divisions including
Administration Branch
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It should be ensured that printed/cyclostyle forms and standard
drafts prescribed/used by the office should be prepared and
published in bilingual form. Hindi titles of the forms etc. should be
given first and Hindi letters should not be shorter than the English
letters.

R IR P d wEg o

Regarding the issuance of Advertisements

ST8T T a8 3rferapier fasma &t 3 € oY farw o) qenfay,
PrIferr aRT S ot s SRIsiamETr el # &y o €, 9w faat
et off et wu 9 ez ST fE<t e  fas=t b wver aifart
T I &R ATT/3ESt F U v =T df e & arftia s Ay
TASITOT R T T ST dTeft et Wi I =T 50% Hicrerd Aifer fect
¥ fasm W ary &t 911 &<t & THrar v 7 B 7 8 fasme s
TIT SRS TR T3 3 3RSl 7 fagioe 3y 5 S it SR wEr
¥ fasToe U S & oY s & oid § T8 Sooid 3197 o T Sie
Juersy &1 5T quf fei i fear S

As far as possible, most of the advertisements should be issued in

Hindi. However, any advertisements issued by the office in
English/regional languages must invariably be issued in Hindi
language as well. The number of advertisements in Hindi language
must be more than the number of advertisements given in the
regional language/English. A minimum of 50% of the total amount
spent on advertising should be spent on advertisement in Hindi.
Advertisements in Hindi newspapers should be given in Hindi and
advertisements in English newspapers should be given in English.
When advertisements are placed in English newspapers, it must be
mentioned at the end of the advertisement that the Hindi version of
"Notification/ Advertisement/Vacancy Circular” is available on the
website. A full link to this should also be given.

i s RIS TS
ST Al |t ey
sryl;ammw

All Officers/all Branches/
Sections/Divisions including
General/Public Relations
Branch

& gxami Bt wRie

Purchase of Hindi books

SivieT U A e JE] Pl BISHR Yeddlerd & et a3 4
1SfoTeer aegal, srifd fedt §-geae!, HSrSIdrs!, U g5d W o o
S e e fech gede! Hf Téie uv =g 50% R1 & 6 ST
3Ufer 2l

A minimum of 50% of the total grant of the Library, except Journals

and Standard Reference Books, is required to be spent on
purchase of Hindi books including the amount spent on digital
items, i.e., Hindi e-books, CDs/DVDs, pen drives.

ATAT TRAT STRIBRIRTSTHTET
IRy Hafra
AMTET/ITATFT/TIRT

General Branch
Officer/Official language
Officer/ Concerned Branch/
Section/Division

qaITgE BT fgumdiesor

Bilingualization of the website

JIHTSE DT YUTT: AT BT A TRITHT3H T Iuctee BRI BT Aed Bl
T U ARIT TE GIAT P [ JaTST W AYATS &l ST ared!
AT foreiT w9 H Sucted HRRIT S0 TS I/deaqIse Al Uaed
et I8l SEdVl| Pl JIATSE W IAUHTS PR 8 T IDR DX, il

JTATSS AT TGP T=gT

T AT SNt e
Website Content Manager
and Information &
Communication Technology
Branch
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foTel U H €l 58 TR ae it G2 febar Sg Ty prarfery b
JevTse f$thice ©U 3 fe<t 9 & Werl

The goal is to make the website fully bilingual for users. Therefore,
each branch should ensure that all content to be uploaded on the
website is made available in bilingual form. NIC/Website content
manager should accept only bilingual documents for uploading on
website. Apart from this, it should also be ensured that the office
website opens in Hindi by default.

A RS I 2 B 2 1 3 e 1 RS KA | 2 (5

Responsibility of Administrative Head regarding Compliance

RISTHINT f*RMTEe, 1976 & FRIE 12 & U & AR DRI &
YT T T A8 1R & o & g ¥ oy e srferfermer
Tq T & SUGHT TRIT % TRDR GRT 5 Gae H -9 TR SN
U 1Y el apr T Y & SFUTer &1 38T 8l

In accordance with the provision of Rule 12 of the Official

Languages Rules, 1976, it is the responsibility of the Administrative
Head of the office to ensure that the provisions of the Official
Languages Act and Rules, as well as the directions issued by the
Central Government in this regard from time to time, are being duly
complied with.

PTATAITET T
Head of the Office

P 5% At G & HsT H < 3R aruTer GRfT ol

Please bring this to the notice of all concerned and ensure compliance.

Digitally signed by

Girish C

Date: 20-05-2026

09:10:16

Wg fcer® (FRY)Joint Director (1/C)

Hfd/Copy :-

1.

HEII-eed (ISTHTNT), HEATerd, P a1, 75 fet! ot gamredl
Director General (OL), Headquarters, ESIC, New Delhi for information please.
IU Sere (), AT PraferT, & Er AR, A=

Deputy Director (OL), Regional Office, ESIC, Chennai.

I AT BRI, DINDIS Ud Hole IRaT drfer! & T Brfid |
All officials of Sub Regional Office, Kozhikode and attached Branch Offices.
deaTSC AT HEEdD Pl 5 AIRIE o Href b I Y JavTST WY U |

Website Content Manager with a request to upload it on the website.




