AN GI0I{, GOVI OF INDIA
GCIS AT e 3T HATE/MINISTRY OF COMMERCE AND INDUSTRY,
BN AT fAHET/DEPARTMENT OF COMMERCE
e e GO ST Ud Fifead! e UTerd/DTE.GEN.OF COMM. INTELL. & STATS
aifeady PRSI 565 YrefraTy/ ANANDAPUR, dT$ H./WARD NO. 108, ware H./PLOT NO.
22. BFeX/SECTOR- |, SheeIdl/KOLKATA 700107

o fu21/2022/81.10(4) & ded fafaer ameey feeTeR-22.01.2026
ﬂ!gQTZ ORDER
IEAC IR IT‘T‘UT Frf Bd # & w3 %a-; afafése 3]?TaﬂTﬁTchsignatcd Sections for doing entire work
in Hindi
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the Rule 12 of O.L. Rule 1976 it is the responsibility of the Administrative Head of each office to
ensure the due compliance of O.L. Act and the Rules made thercunder.

TGTHTST AT, ¢ FArerd & cany o) alfiien srdsar 2025-26 T IRTTER Hrfierr 7 Al
Pl HFFTT F FeAGH 25 HidAd ﬂmﬁmm%ﬁﬁﬁm%@ﬁﬁﬁwm
ST 3T ®1/As required by the Annual Programme for the year 2025-26 issued by the Department of

OL., Ministry of Home and Affairs 2 minimum of 25% Sections are mandatorily be designated for
doing entire work in Hindi.

AETHR, ,mﬁmmwmmﬁamﬁmm@mﬁaﬁﬁmﬁmu
R @1 sriaTaE e e At RAl-wdaREr gan A feour wd eEe F YOl F
a7 §1 fFT A= ?»Tj Tdd ¢anl AEfese Far Sar 8/Accordingly, following sections are
hereby designated for doing entire original noting and drafting work in Hindi by the Officers-
staffs who have working knowledge of Hindi in the Directorate General of Commetcial Intelligence

and Statistics:-

HAHTPT/SECTIONS ste  fgfowder  sfEwdy Check |
Points/Responsible Officer
1. FYT9T/Establishment - 1 Hdaftrg emar fagEer Aftsy
2. EYTYAT/Establishment - 2 Concerned Branch Controlling Officer(s)

3. TUTYT/Establishment - 3
L4' qradl Td WWUT/Receipt & Issue
deeTaR, TE 3Ger T St & o6 3uderd e o1 Ssy @ el faT ST/ Accordingly,

it is hereby ordered that the above order may be strictly adhered to.

e
(31, &. @At RAE/Dr. K. Manao Singh)
ﬂ'&"lﬁ’lﬁ’?m/ Ditrector General
{1 uq w fa0T/For information and compliance:
1, Seifere ST ST, ST . FY. IeahIelT-107/ Concerned divisional head, DGCI&S, Kolkata-107
2. gaftrg amar s, arsm.ar. 7., ®Yeesrar-107/Concerned branch head, DGCI&S, Kolkata-107
3. FHeE A, arsrara. A #eear-107/H.0.0, DGCI&S, Kolkata-107

4. gafad AT T, ar. 5.9 7.3, Freterar-107 /Concerned sections-in-charge, DGCI&S, Kolkata-
107

5. $AUT. GHET I ALSTEAM. Wewr F e WIS FA 8ef/To E.DP. Division for
uploading the same on the portal of DGCI&S Kolkata

7. =1 9e</Notice Board




AUy Ud 3T AATSY, aivley fa#Hm/MINISTRY OF COMMERCE AND INDUSTRY
B .m"*h Fifofeaes S Td AifETsh! ARTReme™/DTE. GEN. OF COMM. INTELL, & STATS
e 565 HTATEGIR/ANANDAPUR, @8 H./WARD NO.-108,
TATS H./PLOT NO. 22, HFeUSECTOR-|
IR/ KOLKATA-700107

Il HRT H{HI GOV OF INDIA

wr.9.78.0.03/2022/317 R/ feaien:-22.01.2026

sgfader: ITEA/INDIVIDUAL ORDER

g FATed [T 9 10(4) & dgd ToaT # ifogfaa srfey § 3a: Ude, qany dadd gt & ded
ARl Al eTdT TE M Gar Srar ¢ fob @ e d@qot awey wrfedl s fadvd: sefaf@d sy
Hel &9 T BEr 7 & I/ This office is a Gazette notified office in terms of O.L. Rule 10(4), in pursuance of
which this is hereby ordered to the officers and officials as per the attached list to do all official work in

particular the following work originally in Hindi -
1. feeuur U 3el@aA/Noting and drafting.
2. fafeAfdse gEadsl &1 fgear 3R AT Gl A3 & ¥R FEAVPrepare designated documents in bilingual

form.

3. a:tq\ar quITell H %F:ﬁ' A ufdfera Fearar SdRT %'-ﬂ\é{ OT &IH &HLEAT/Doing office work in Hindi on

Computers by the Officials trained in Computer System.

fItRIRl 9X ATH T 9T ﬁ'@?{ﬂwﬂdmg name and address on the envelopes.

oreetl 9 fawg ua qeffentor gcarfe for@sin/Subject and details on the registers.

dar 9feat 9v f[aver 3R 9fafedi/Details on the Service Books and entries thereto.

HIHTEASR/ATA T HTRT HTAEGeT/ Casual/Restricted Leave application

é’-m #H e uat &r A HLA Ud UshfAT &lel %T:‘; W/Pumng up and processing of letters received

in Hindi in E-office.

9, S-3TRE & el 9 H f8el fEquT/Original noting in the E-Office in Hindi.

10. 33 & Ry & 3mw & 8 Rwfort & 3fRa rmr Hofg ey Rogor o B &7 &
%@FIT/menrding ot taking decision in Hindi on the Notings initiated in Hindi in the B-Office.

11. Tg&r # wicd $-AdT & 3/Reply of E-mails received in Hindi.

B N BF B e

el gHET yHE! @ Ude, qarT e far Sndr & & 39 qarr gRAfRed fhar s % g safEawn smeer
& I Haftid FoTreT 7 GeFAfie 3¢ HIfHRT GanT H38 @ Iequreled fHAT S/ All Divisional Heads are hereby

ordered to ensure strict compliance of this “Individual Order
” by all eligible officials posted in the Divisions.

| oG~
(31. &. AT PE/DR. K. MANAO SINGH)

HETAET&H/Director General
Freqareard gfafafd/corPy FOR COMPLIANCE TO
"ol Fal & AR HAANT/Officials as per the list attached.
THT AR 9@/ All Divisional Heads
TSR Y3®/Head of the Office
AT AT@r HTAHNT/All Branch Officers
g 3 /DDO
W—W/Noticc Board

FE-FfE o7 & fframr REY & sewrer & #, #9 ¥ 5EFT §H HUATT ITI SHHT AT ded



R FIHR/GOVT OF INDIA
FIfoTeT U SeeT HATEr/MINISTRY OF COMMERCE AND INDUSTRY,
afoIsT T/ DEPARTMENT OF COMMERCE
o Sl v ATTONSEE SIeThRY Ud WIFCHeh! FAgIeGRIe™/DTE.GEN.OF COMM. INTELL. & STATS
A TR 565 TeArEI(/ANANDAPUR, T8 H./WARD NO. 108, =alc ¥./PLOT NO.
22, AFEL/SECTOR-|, BlelhIdl/KOLKATA-700107
Ay 7. Rr21/2022/61.10(4) & ded fafaer smeer

DGCIS

fesTeR:-22.01.2026

FATT TG/ OFFICE MEMORANDUM
m:-mmﬁuﬁmﬁqmgﬁﬁwma?mﬁaﬁﬁ;ﬁﬂwﬁqMW
1T/ 'To make Check Points strong and effective for compliance of the O. L. Rules.

TS f9A, 1976 & fTs 12%3@@@@%@@%@@%%%%@%%&
S el ST AT BREAT T @A Ie9reRT Geredd U/ As per the Rule 12 of OL. Rule 1976 itis the responsibility
of the Administrative Head of each office to ensure the due compliance of O.L. Act and the Rules made thereunder.

mmﬁm,mggﬁamé:Wﬁmﬁé@r%@m%ﬁ?wwﬁmﬁwmgﬁfﬁmmmmﬁm
Wﬁ%ﬁﬁamﬁﬁwmﬁﬁaﬁﬁ&gxmﬁaﬁwaﬁawmﬁﬁwmqaqﬁraammlsiﬂaﬂ#
ﬁnm?ﬁtrmwmaﬁ%aymrSﬁsymama%ﬁmrfécm%ﬁammﬁmﬂ,wm%ﬁmn12%?31?{3‘13
HraRyw g ﬁ?j FTT STE AT IR THTE ST S/ 1L s also directed by the O.L. Department, Ministry of Home and

Affairs that to ensure proper compliance of the O.L. Rules and to achieve the targets st in the Annual programme, the Check
Points may be set up and made strong and effective. In this regard only, directions have also been given by the Hon’ble Committee
of Parliament on Official Language that check points may be set up as per the Rule 12 of OL. Rule, 1976 and the same may be
made effective.

W,mmwmmamﬁmmﬁmmwwmmmmm
 fraifta weal &1 wred et %Ej frrafataa st ﬁg rfg 6T S &/ Accordingly, following check points are being

set up for ensuring proper compliance of the O.L. Rules and to achieve the targets set in the Annual programme, in the

Directorate General of Commercial Intelligence and Statistics:-

%./ fawa/Subject e fag/feFAeR

sl TR Check
Points /Responsible
Officer

I [ rarsmer TR 1963 Y 4RT 3(3) & Hadta ST U SE AT AR AW W I | W GEEES W
FITeTal & sifrard v ¥ fagaamd & & S A/ To issue General Orders and other FEERE AT TOHRY
documents issued under See 3(3) of the OL Act. 1963 essentially in bilingual form. vg wiftq wa 9w
CSTETST 3T, 1963 (T EeNfha, 1967) & ury 3(3) # 3feeiaa wll 14 G | AT/ Signing
yEErd w9 @ R aur el ot st F S R se) zad fAT g’ & | Authority on these
o 3R TE YR SO B Tl W ae e FERR 7 B ST S a9 difed R e
T SRy T 7 AT S @ W &, T I ag G P g e & '
mmaﬁmﬂmﬁamﬁﬁﬁﬁam%ﬁwmma?$m/mwm
¥/ All the 14 documents mentioned in the O.L. Act. 1963 (As amended in 1967) may invariably
be issued in Hindi and English. To ensure this, the signing authority shall make sure that the
draft may not be signed until the desired documents are prepared in bilingual form. Also, the
Despatch section may ensure that these documents are only despatched when issued in bilingual
form and the Hindi version is placed first/above English version.

2 R & wreg Wl e & I & F &A1/ Letters received in Hindi may be replied in | ¥ gEdrdsr @
Hindi. granaEar  FfRERy
wwm&waﬂﬁmﬁaﬁwﬁ@raﬁwgﬁ%aﬁ%ﬁﬁmﬁﬁw%ﬁ Signing Authority on
7 graer T T AdeH, e a1 37T T 36 o Ty A & faar S m—a these documents.

#/ The Signing Authority may be responsible to ensure that the replies of the letters,
applications, appeals or representations received in Hindi are given in Hindi only. s ) ]




. .

fowre w Rl # 9 e Writing addresses on the envelopes in Hindi

YNUT IETHET GERT " TUT "G & A A o A uE & et W oud wEert ey
H fodl 7 (Goamrly fAfy #) o Sdl o3 duR e A WafOe Ao gEnr dwor
e HTT H 9T ¥ Hafd 9 R{EY 7 3ueey T A Addresses on the envelopes of the

letters meant to be despatched in the regions A’ and ‘B’ mandatorily be inscribed in Hindi
(Devanagati Script) by the Despatch Section. The addtesses in Hindi may be made available to
the Despatch Section by the issuing Divisions/Branches/Sections.

|t wafla g ud
IR, TF TS, IegTET/
All Concerned

Divisions and R & I
Section.

Wareedt ik wrger FaXi W ofids afasmdt v & forgar sk sfafear R & #3a1 Writing
bilingual headings on registers and file covers and making entries in Hindi

T H U gl arel Wl ISt vd wige wadt & oM efdemdr v o vt Ry
3R IS et it A o e s R wuioR @ 3 SURR & FU/aEe @
SITeaT ot f§éY & AW &1 AR HIST F Hew @ wA A1 gom Ak wRReat B
COl GiT&‘/Heading of all the registers and file covers used in the office will be written in bilingual

form i.e. In Hindi and English both languages. In which Hindi form will be placed above English
form and the size of the Hindi letters will not be less than English letters and entties may be
made in Hindji.

st T, arEne
va WHET/AIl Sections,

Branches and

Divisions

Tt A9, 1976 & 9w 8(4) @ HITAT GRS FAT/To ensure compliance of
the Rule 8(4) of O.L. Rule 1976.

TS {37, 1976 9w 8/4) & et vy wfafal/edariat o) =afFaer: smer s
o arer &, 37% qan cafFasn: smewr #F AT 3w Wl swwsr qo & F R
# far ool @it v wgw o gefRad #t f sas geer F a3 woa
Hiowf/FAa) cafeasrn: e | fafdfese aven Wy weer 7a w9 o R A
&/ The officers/officials to whom Individual Order has been issued in accordance with the

Rule 8(4) of O.L. Rule 1976, the office work specified in Individual Order should be done
originally in Hindi by them. Concerned divisional head should ensure that officer/official
recetving Individual Order under their control, do the office work specified in Individual Order
originally in Hindi.

asft gafda warmer
gH{@/ All Concerned
Divisional Heads.

q\ﬁfﬁ?{ gafda greday qad E‘Tq\?ff f wiig g HeJT&T0T/Purchase of Computers
with Unicode enabled software and maintenance thereof,

mmy@ﬂﬁwﬁﬁaqmmwgﬁﬁwmm%mm@ﬁ%a
1 Yfriehls FART Wiweday Bire 396y §1 AY & S HROSRYTHT Hegest & Iamor
1 @ G 3 gRRE S0 B wh dogedt f R a1 A R S
3l 91U §/ Concerned division will ensure that Unicode enabled software font of Hindi is
available in the computers at the time of purchase of new computers. Also the officer/division

dealing with the maintenance work of computers will ensure that Unicode enabled
software/font of Hindi has been installed in all the computers.

R 9AE % Ud
SR uwa Ay
Divisional Heads of

Purchase and Store
and EDP

w3 T UeraE i |l @& gfaomst wareer/Publication of forms and materials
in bilingual form, meant for the official gazette.
Wﬁﬂaﬁmmmﬂqﬁﬁamwﬁwﬁmaﬁmaﬁqﬂm
aj‘aam’r T A IR T SU/AL forms used in the office and notifications meant to be
published in the Gazette of India may be prepared in bilingual form.

WITH  9HET  9H7a/

Head,
Administration
Division

@3 A AR, Avee, gaaree, €id, @ o, RS w18, @y anfy gfaamd w9 F qem
SITAT/ Rubber stamps, nameplate, notice board, scals, letter head, visiting card, logo etc.
may invariably be made in bilingual form.

s I A, AU, FEIee, Hie, aF of, AT s, e snfy giaemdT §0 # dur

forar ST ﬁﬁf‘?ﬂﬁ feram Smrey 1 may be ensured that the Rubber stamps, nameplate, notice
board, seals, letter head, visiting card, logo ete. are made in bilingual form.

VNI Y- AT,
%Y UT IR IHTT Ud
e yAw
Head-

Administration, Store

and Purchase Div. &
HOO.

Far dforFet & Rt fedy & FHLIT/Making entries in the Service Book in Hindi
Har-qiee3t 7 gfaftear gurdsa {E o 6 o) 39 s/ & S dar 9w F i
A HAY 30 W EEAEN ad G5T T o SU/All possible entties in the Service Books

may be made in Hindi. This may be checked while making an entry in the Service Book and
signing it.

vurHfA® gaTer v/
Head- Administration

AR/Contd.




. -

10.

aﬁ'ﬂTé? &l W/chsitc be made in bilingual form

daue F HY q@A dad IO ¥ gERed O dewEge fi
gt Rig@emdt g1 dearse & AT, 3ehdasetr ada & fow fhdl suelr
& Ay WR e a1 Rufa #, &R #7 (1) deuge 1 gflan §9 7
TR FE, (2) IS @EEh el wRd Ey g B anh @ oft e
T T HUAE &el AR (3) 3RS FICH FI Jegde S0l @iy f@dr w9
&Y 8 eTdeT Faltet Fady 3yaer fAe 8/ The Officer-in charge of the website
may ensure that the content of the website is in bilingual form. In case, where a
contract is signed with a company for updating the website, the provision may be
included there in the contract that (1) the website may be developed in bilingual
form (2) The content in Hindi may also be uploaded at the same time when the
content in English is uploaded and (3) Updating of Hindi alongside English may
be carried out at the same time.

werrgfas  wHTer 9Hd,
$aLd.  wemr W@/

Heads- Administration
and EDP Divisions

il

fedr g%?ﬁ-ﬁ' &1 @ig/Purchase of Hindi books .

qETht A @l F g g qErn ¥g gRfPea R @ 6 wfaad
AT AT 2arT {E A gt 1 @l & fav Fuila qaat & e
&dr &r W &1 @lig &1 AT It may be ensured from the end of the Division

entrusted to make purchase or procurement of Books that the purchase or
procurement of Books may be done in accordance with the targets set by the
Department of Official Language every year.

) 2!
9 Ud HSR WHTIT wHE/
Heads-Library Div. and
Purchase and Store Div.

12.

el Fdurenat A uffeor gow @ Foger yome A R A wRfEa
sl /Faaial qamr R & s fr s/ Work to be done in Hindi
by officers/employees trained in Hindi workshops and trained in Hindi in
computer system

fedr sriemenstt # uietor wreq sRAFENREVFAaRGT & garr B F sues
T GTARNET ST SIT| Feyex yomen # Gy # aRfEe sfteRaisdaiat
GaRT 3’7‘75@? WX AT i f@dr 7 fHar S/ The Hindi work percentage may

be increased by the Officers/Staffs trained in Hindi Workshops. All the office
wotk may be done in Hindi by Officers/Staffs trained in Hindi in computer
system.

gaftq  wemr  wHG/
Head-

Division

Concerned

13.

wAT fAFASHY/ General Responsibility

wmm,mmﬁwammﬁmaﬁmr%m,
TR W AR Y A HRE ganl dedst ot/ srauet
Hegurelet ﬂﬁf?ﬂﬂ' fhar ST/ Compliance with the Rules/Provisions issued in

terms of the O.L. Act, O.L. rules and Orders of the Department of OL related
thereto may be ensured by the signing authorities on the letters etc.

qAIE 9 FEATER

WA g ARERY
Signing Authotity on
the Letters etc.

TETHR, g S ferr Siram & foh 3w St fig3i &7 #s1$ & arelet AT ST/ Accordingly, it is hereby

ordered that the above Check Points may be adhered to strictly.

I 7 q?"! ] g
(8T. &. HAT3T @E/Dr. K. Manao Singh)
A2 / Director General

=T uq a?_r:mm'@i fAGRYT/ For information and compliance:
. T THET FIW, TSI, SHISRIAT-107 /Al divisional head, DGCI&S, Kolkata-107
. GHET ArEr AR, anS A A . Sieear-107/All branch head, DGCI&S, Kolkata-107
. HRTC YHE, dLSTELA.. Fesar-107/H.0.0, DGCI&S, Kolkata-107

. THEET ITHET JHRT, aSLELA . SIehar-107/All sections-in-charge, DGCI&S, Kolkata- 107

1
2
3
4, 3EI0T Ud HIAARUT AfOsNY, arsraEnda. ™. Seear-107/DD.0, DGCI&S, Kolkata-107
5
6

. SEAY. gHTT T AT ST HELA A, RIar & diEd W IS Bl %Ffo/'l'o E.D.P. Division for uploading
the same on the portal of DGCI&S Kolkata

~l

. @Il Y€/ Notice Board



