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DIRECTORATE (MEDICAL) DELHI

ESIC Dispensary-cum-Diagnostic Centre Complex

Mayur Vihar Phase-1, New Delhi-110091

s @A Emall- dir-med.di@esic.nic.in

- f. EMPLOYEES' STATE INSURANCE CORPORATION
Esic (Ministry of Labour & Employment, Govt. of India)

TEIT: SITAT.-49/11/3/2023-37.97T. feip 28.04.2026

qR9a/ Circular

v worame Aify F Frfeaaa & e fuila sia-figat s s

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

s0drd g w ARuem (Rfpcan) Redt w oadary dudisivaes, edi/as fGedl & @b
HRABIRT /BRI & Tl F o1 A1 ¥ 6 T8 TSR B qHwr NS & Gars ricads aUqr TSHW FIAT $1 31egurer
gRafd & & o Fgeaed, wAEl Tsg dw B grn S g BuiRa fee o € sede teew wfafa S oo e
FEed # AT wRA F oA S NI b gues A owelem wh ¥ oga otw gt # www-may W@l
3R/ AeaRatl & S oRerfoa frar snar w1 &1 Seerew (Rifvcan) fReah & Rsmim aoemwr sricaaa afafa &
dot F o 5 S fig3l W faega == & Sl ¥ 3R e Aeledr grr @I HRBIRGT & AT PErS F U A &
forT g1 ST 1 FTATET & UF FEAT T-49/18/2/2024-X0.91. (S fdg), &AD 09.04.2026 F IFEROT A S fog3it @y
30 309 & Ty g aRanfad R S @ § 7 guan saw ed-ufava Aqures gatia R el

On the subject cited above, it is brought to the kind notice of all the officers/employees of the Directorate (Medical)
Delhi and subordinate E.S.I. Dispensaries, Delhi/New Delhi that check points have been set by the Headquarters, ESIC to
ensure the implementation of the Official Language Policy of the Union Government and compliance of the Official Language
Rules. The Parliamentary Committee on Official Language reviews the compliance of check points whenever it inspects any office.
These check points are being circulated among all the officers/employees from time to time. These check points are also discussed
in the meetings of Departmental Official Language Implementation Committee of the Regional Office in detail and all officers are

asked by the Regional Director to comply these strictly. In pursuance of Headquarters letter no. A-49/18/2/2024-0OL (Check
points) dated 09.04.2026, the check points are being re-circulated with the request that 100% compliance of these may please be
ensured.

uiRa s f8ig/ PRESCRIBED CHECK POINTS

A ¥ | orw g ESiCUE ]

L AT 3MA/INGT T I FErel N FAad 37 F AT | FEAaREdm RSN/ 3rgHTT
IT F A FIT Signatory Officer/ Concerned Section
TSTATT AT, 1963 BT URT 3(3) F Tedf@d Tl erddel I
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e FRARTT A F1 T 379 qrAES W FEARR
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Mandatory issuance of general orders/circulars and other documents in
bilingual form

All documents referred to in Section 3(3) of the Official Languages Act,
1963, such as resolutions, general orders, rules, notifications,
administrative or other reports, press releases, administrative or other
reports laid before either House of Parliament, and official papers,
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contracts and agreements, licenses, permits, notices, and tender forms,
shall be mandatorily issued in both Hindi and English. Therefore, the
responsibility to ensure compliance will be of the officer signing the said
documents.

B & grod = Fr 3 B & > s

TSt 3 1976 & FH 5 F HgAR B # urg @l wAt @
R R & e Ier yf@ad ¥ 99 W ogwanRR #e g
FRF s AT suRerh g

Letters received in Hindi must be replied to in Hindi.

According to Rule 5 of the Official Language Rules, 1976, it is mandatory to
reply to all letters received in Hindi in Hindi. The officer signing the letter
will be responsible for this.

TEATERGAT 3R/ T g

Signatory Officer/ Concerned Section

REel W g Fd F Pwer @ o= i # gfawd w7 F Fw
AT

F qA W 8T F FAEE B NS A a gA & fABH W
ga faard wu & RdEaamrd faft) F & o s qar ‘o e
B A S drer fmrel W oud Awa F fod Sd| i e
AT AT B UWOT ¥ T EHR B S fmet Woud ey
#F yyar fgamdt o @ o e Frafed gRT wEET # T S W@
o MY B 3R e F el qur B @ vegEdar & gr 3@
Ugel/3WR @ AW Ie i glafa fear ame R RE & oseR
T o gem 3 IS F 3R F B 7 &

Addressing envelopes in Hindi and preparing bilingual letterheads

Letters addressed to offices in Regions A and B must be addressed in Hindi
(Devanagari script), while those addressed to Region C must be addressed
in Roman script. The Central Registry Section should accept letters for
dispatch only if the envelopes are addressed in Hindi or in bilingual form.
Letterheads used by the office will be in both Hindi and English, with Hindi
being given priority and placed first/above. It should also be ensured that
Hindi letters are never smaller than English letters under any
circumstances.

ot TS/ BT IS IgamT

All Officer/ Central Diary

et v dar qRawEt & o sk gl

TS AT, 1976 & BEA 11 F e ISR F Uy T
Mdep o 2 =wRT g s=df ufRfPa off REY & & s
=ifev| 3E UhR Jar-gRam3t & Mfe dur Ny ae fgamdt g
qRT U g ufaRar s B & O wiRe s wew &
et ik dar gieawEt & gord afted @ 3 SeEd
gt B & sweT e gataa w1

Headings and Entries in Registers and Service Books

Under Rule 11 of the Official Languages Rules, 1976, the formats and
headings of registers must be bilingual, and the entries therein should also
be made in Hindi. Similarly, the titles and headings of service books must
be bilingual, and the entries therein should also be in Hindi. In this regard,
it shall be the responsibility of the officer in charge of registers and
service books to ensure compliance.

AR 31T/ gmEe 3t

Officer Incharge/ Establishment Section

@3 A HeW, A UCE, WigA A2 Iy gfasmdt v F qewen

Fofr 3RISRY/ gemaa AT Afed T
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TSt A, 1976 F AIA 11 F sfeaf@a wemfidgare, diar,
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Preparation of Rubber Stamps, Nameplates, Signboards, etc. in Bilingual
Form

The materials specified in Rule 11 of the Official Languages Rules, 1976
(Manuals, Codes, other procedural literature, Rules, Rubber Stamps,
Nameplates, Notice Boards, Signboards, Inscriptions on Letterheads and
Envelopes, Seals, Visiting Cards, Badges/Emblems, Logos, Monograms,
etc.) shall be printed or inscribed in bilingual form. It shall be the
responsibility of the officers in charge of the sections pertaining to the
aforementioned material—specifically the Administration Section—to
ensure that the entire aforementioned material is prepared in bilingual
format.

HFHTI
All Officer/ All sections including Establishment
Section

F AT @ A A ST WHER A AR AW qrer gy

® gUr ‘@ A H TST WHRI B NS ST qer Ul
g aaufaed & & o frr Sw w=ife s@ dew 7
aifis s # AR @& 100% ¥ §W wEw F eaTe
gaaa &A@ i el &t W ogranRR & g sftwmRat
# g

Correspondence to be sent to the State Governments of ‘A’ and ‘B’
Regions

Correspondence to be sent to the State Governments of ‘A’ and ‘B’
Regions must mandatorily be issued entirely in Hindi, as the target
prescribed in the Annual Programme in this regard is 100%. The
responsibility for ensuring compliance in this regard shall rest with the
officials signing the letters.

TEAEREar 3fAHRY/ Tl 3regemar
Signatory Officer/ All Sections

s Frugel/sdaeias suFol it sgaear

¥ 2026-27 & forw ST @i FREHA & HIAR FFOYE Aled
Tl solacifd sudmtol HI Gomd v F wlig & & fow oa-
UfdRId & T@T AT &1 37 WS F I SUSON Hr T@hE A
AT 39 d1d B AAW &I @ AT 6 o T sueor fgamey
W OH FE WS A FeH @l g gEa @l
FFIYR/ZuRolt B oy garr s

Provision of Bilingual Computers/Electronic Equipment

As per the Annual Programme issued for the year 2026-27, a 100% target
has been set for the procurement of all electronic equipment—including
computers—in a bilingual format. Therefore, while procuring the
aforementioned equipment in the future, special care should be taken to
ensure that all such devices are capable of functioning bilingually. All
existing computers and equipment should be made bilingual.

AT 3TTABRY, GATHA 31T

All Officer/ Establishment Section

HTdEd, AT AT FIYTASA
S PS PAARY/ITABRT e, 3 IT e ey F dar

TEAERDaT 3P/ ol 37egemar

Signatory Officer/ All Sections
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T O3 W R A AR T & a TIHWT FGIH 1976 F
e 7% Uy swer R AAada: R # & G s
3% fAU graasRedar JRAFH seReRN g

Applications, Appeals, or Representations

When an employee or officer submits an application, appeal, or
representation in Hindi, or signs it in Hindi, the reply thereto must
invariably be given in Hindi, in compliance with Rule 7 of the Official
Languages Rules, 1976. The signing officer shall be held responsible for
this.

Ramir Yot i sRafRar

ot faamfa dodi Td 30T Fgcaqol Ao, HeRe/EMBAT 3T
1 FRYRAT vd drgd e ®u & e ®u F Sl few
qur do@t i eRarfear & oo F weifoa @ S0 s w@Ew F
AT AR A T ST AT AT HT EMMI

Proceedings of Departmental Meetings

The agendas and minutes of all departmental meetings, as well as other
important meetings, conferences, seminars, etc. shall mandatorily be
issued in a bilingual format, and the proceedings of such meetings shall be
conducted in the Hindi language. The responsibility for ensuring
compliance in this regard shall rest with the organizing section.

| 31T/ Folr AT 31T

All Officer/ All Organiser Section

10.

TSN FTegaa AT F HegeT vd dewdl ganr {d & s
oy

T FE=gad AT F 3eTeT vd Tl werg aiffie ariha
# Fuia d8al & AR 30 R Bl & w1 B & gdiorar
T8 ARIERT §RT 30T S d-ufaed aur {Rer # saras -
urg RSN §RT 3T 75% & 31fAe B R F o nfea ¥
FHET T AT & Aderor & e srewar qur @ weEE
@R B & v aw s H gRedar AT @By #@ gRa
FEN gt B

Performance of Work in Hindi by the Chairman and Members of the
Official Language Implementation Committee

The Chairman and all members of the Official Language Implementation
Committee shall perform their work in Hindi, in accordance with the
targets prescribed in the Annual Programme. Officers who have attained
proficiency in Hindi are expected to perform 100% of their work in Hindi,
while officers possessing a working knowledge of Hindi are expected to
perform more than 75% of their work in Hindi. During the inspection by
the Parliamentary Committee on Official Language, the percentage of
work performed in Hindi by the Chairperson and all members must be
reported to the Honourable Committee.

TIAT PR-aaaT AT & 3egey wa

A HEET
Chairperson and all members of Official
Language Implementation Committee

11.

§AT T qIWT

SR TATAR P AP 3097 §, 3c: $-FeT & YA R TIHT 59
ad & AW wa| @ v o weER g Qi aedt &
AR $Ae off R omwr F Rer A¢| @ gHEATS dRieT &
af HEUg # B o1 53U WFCAI SUAY HAT ST

Use of E-mail

E-mail constitutes an integral part of correspondence; therefore, while
utilizing e-mail, special care should be taken to ensure that—in
accordance with the objectives established for official correspondence—e-

ol TP/ TAHA 37egHTaT
All Officer/ Establishment Section

1/3859138/2026
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mails are also composed in the Hindi language. To this end, appropriate
Hindi software should be made available on all computers within the
office.

12.

FrRTeE @R Ui/ & @ o e Aia/asTdesd
W TS AE A

g GRRE R S aRe B et g dRaysE o
AT ST aTe Fioad/Aeaeesd B Td A=d AdlG fgamdt &
# TR wa ywfd fre S aifew| Wt anfe & REr e ueer
w Se Far Ry 38R 3N & HaW § o T F
Printed/Cyclostyled Forms and Standard Drafts Prescribed/Used by the
Office

It must be ensured that the printed/cyclostyled forms and standard drafts
prescribed or used by the office are prepared and published in a bilingual
format. The Hindi titles of such forms, etc. should be placed first, and the
Hindi characters should not be smaller in size than the English characters.

HHT 31TARIY/ GATEA AT
All Officer/ Establishment Section

13.

Rrage IR et & F@Ew A

STEl d@ T@Ha @ 3ifeier foeua & F & Sy fee Sme| qanfy,
PO gRT S o faaua idsly/aET smunstt & R S €, 3¢
Ry oo & 3fAed ww @ G@m o Rl oo # Remoet dr
e AfAad w0 @ Ny amwsideh d jr oaw et &
AT @ D A Afev] U W @S Ay A arelt $er wei
A & gAdH 50% ufaed afy B & g w g & Fmwy
RS & gaR oAt # B & & feua e s qur 3@eh
FAER TAt & IS # e G S| S 39eh gAeR uEt
#F e Gr o1d € a A9 & 3 d & 9% Seo@ AT W
JgATST W 3UY &1 @ qut foies off fm sl

Regarding the Issuance of Advertisements

As far as possible, the majority of advertisements should be issued in
Hindi. However, any advertisements issued by the office in English or
regional languages must invariably be issued in Hindi as well. The number
of advertisements in Hindi must mandatorily exceed the number of
advertisements issued in regional languages or English. Out of the total
amount allocated for advertisements, a minimum of 50% must be spent
on advertisements in Hindi. Advertisements in Hindi newspapers should
be published in Hindi, while those in English newspapers should be
published in English. When advertisements are placed in English
newspapers, it must be explicitly stated at the end of the advertisement
that the Hindi version of the "Notification/Advertisement/Vacancy
Circular" is available on the website. The full link to the same should also
be provided.

ot 3rfRery/ wefr 3regarmar
All Officer/ All Sections

14.

R grast A @l

S TG AAE G QEAD D DS JEIDEAT P Pol A
# 7 RBfioea argst sdia R $-qeast, @/, 89 gma w
=g $r 7 U FfRd B gEadt 1 @le W gEaH 50% TR
g & S e

Purchase of Hindi Books

Excluding journals and standard reference books, it is required that a
minimum of 50% of the library's total grant be expended on the purchase
of Hindi books—including amounts spent on digital resources such as

QTGN FFUeT ATET

Branch Officer, Estate Cell

1/3859138/2026
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Hindi e-books, CDs/DVDs, and pen drives.

15.

JguTse F gfAsmhEor

FATET & JqETse B qOT FU A G F F GAHS B sy
A BT A& §| HA: UAD AT Ig ARG A 6 daamse
W HUAS & A arell Faaft fgomd §0 & sucey @l S|
TAHEET Had 3] GEAS B JGABE W HIAE & og
TR frar s fF #Frew & JaaEe Bwee &0 O Ry & @
|

Bilingual Website

The objective is to make the Ministry's website available to users in a fully
bilingual format. Therefore, every section must ensure that the content
uploaded to the website is provided in a bilingual form. NIC shall accept
documents for uploading to the website only on the condition that the
Ministry's website opens in Hindi by default.

JqaEe THA UEUFE TAT FIAAT TUGOT
s emaEr
Website Content Manager and ICT Branch

16.

FIUTE F WG F gArEAF qUT F SwE AT

TIAT fATH,1976 F IA 12 F YU & IFIAR IR &
e YU # e alfdcd ¢ 6 3 glafa s 5 aeem
yfaasw wa Agdt & sudar dur b WER R 36 H@OY H
FAG-HAY W AW fhu aw gl & #AfRa ®U @ 3egure @
T R

Responsibility of the Administrative Head regarding Compliance

In accordance with the provisions 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 directives issued by the Central Government in this regard
from time to time, are being duly complied with.

PATIATEAET/ Head of Office

gfafaf/Copy To :-

1.

4.

FEIACRAB (TSN, HIA. o, ol sae, d3msh anl, a8 Redh @ g@and/ Director
General (OL), ESI Corporation, Panchdeep Bhavan, CIG Marg/New Delhi for information.
2. uure fash ofta, e (Rfecan) e, ey (Rfpear) feea/ Principal Private Secretary,

Director

(Medical) Delhi, Directorate (Medical) Delhi.

Tl PR / @Il @, Acemery (a.) et /Al Officers/All Branches, Directorate (M)

Delhi.
SR UdU®d, He HeR / TAed, gRaR dedmr

Digitally signed by

Dr.Savita Bhatia

Date: 29-04-2026

15:10:51

(st. afaar snfear )
fAceres (Rfhcarn) feoeh

Jari/ Stores Manager, Central

1/3859138/2026
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Stores/Director, Family Welfare Services.

5. @ g R, saddvaes, Red/ag fGeelt Al IMO I/c, E.S.. Dispensary,
Delhi/New Delhi.

6. F.TAIIME.E. FaT d Acemer () Reeh i dode W 3uas &« &g/ 0.5.D., I.T. cell for

uploading on the website of Directorate (M) Delhi.
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