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10.4 Duties of Hindi Translators
The posts of Senior Translators and Junior Translators have been created mainly for
translation work and their services should normally be utilised for the same purpose.
Though it is necessary to have an adequate number of translators to ensure compliance of
section 3(3) of the Official Languages Act and other rules etc.. the work connected with
the implementation of Official Language Policy. compliance of directions/ instructions
issued by the Deptt. of O. L. from time to time in this regard, convening the meetings of
the Official Language Implementation Committees etc. should be done at the level of
Senior Hindi Officers/Hindi Officers and other higher officers. At the same time in offices.
where the number of posts for such work is not adequate, these should be created there. On
special occasions (like the meetings of Hindi Salahkar Samiti, the Official Language
Implementation Committee) the help of the Junior Translators/ Senior Translators may be
sought. Senior Translators may also be asked to help in the implementation work, provided
it does not come in the way of the translation work. The work relating to the
implementation has special significance and officers of appropriate level should pay due
attention to it, Efforts should be made wherever necessary, to create additional posts for
this purpose.
[OM No 13016/1/80-0.1. (C). dated 6-12-1980.
[OM No 13035/84-0.L. (C). dated 8-9-19871

10.5 Duties of Hindi Officers and to entrust them only the prescribed work
In order to fulfil the requirements for which Hindi Officers' posts have been created
it would be proper to entrust the following duties to the Hindi Officers:-

(1) The translation work from English to Hindi and vice-versa and vetting thereof

(2) To acquaint the officers and staff of the concerned departments with the provisions of
the O. L. Act, Government rules & orders relating to Official Language and Hindi training
and to help them in implementing the same.

(3) To ensure proper compliance of the provisions of the Official Languages Act and the
orders pertaining to Hindi Teaching Scheme and Official Language Policy in their
department and subordinate offices. sections, companies and corporations etc.

(4) To work as the Secretary of the Official Language Implementation Committee of their
department/office and to convene its meetings from time to time, to prepare the agenda and
minutes of the meetings and to co-ordinate the action taken on the decisions taken in the
meetings.

(5) To make suggestions from time to time for promoting the progressive use of Hindi and
to keep liaison with the Department of Official Language through proper channel.

(6) To prepare the reference and help literature to organise Hindi workshops and to assist
the officers and staff in learning Hindi and using Hindi in official business.

(7) The services of the Hindi Officers/ Translators should, as far as possible, be utilised for
translation and Official Language Implementation work only for which these posts have
been created. In case in any office the required Hindi work is completed in accordance
with the targets of the Annual Programme only them the officers/employees working
against Hindi posts should, provided they get time, be entrusted any other work in addition
to the work pertaining to translation and implementation of Official Language Policy.
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10.4 T2 srgaTaent o e

IR SFFATEF IR FHHE FTAEF & I8 T&IA: ITAE H1H 6 I8 giod T 1T & 3R 379
TTTIA: JET 1 HOAT STHT LY et Tk ST TSI AT it oy 3(3) i o= femy smf
T STIA GHIET FA o TT FATATGH h1 TATH T ST § T8t qaL S TSI AIfT 6
AT, $9 Teftl § FH-Hw O ST Foh T et/ STaRTT o SAUTeH, TSTHTST hifi=ara | ohl
AT o AT AT T Heifera e ity feet srferarrtl/ Rt stferenrdt qu st S==r rfRrepTit & &
T fora ST =nfew) @y & 5 e & 57 T o fore anfed ue T 8 agt e g R ST
=Ry iy st W (Rt aomeswr afuf, & smiaam afufa onfe &t dewi & a9 w8
AT/ AT SATEH! hl HERIAT Al ST el 2| HTY & 3 SFIATehi § Frai-aaT dofell ef 7 +ff
TR T ST Wkl & SR o6 S8 STIATE d hl ST 7 2| it Heefh el a1 foreis weear
2 3R Ffad W % ATewE SR 36 ST TiH e o S Aoy STet SArawrshaT HE S
SAfIeh et o g o fore off s fore T =nfe)

[T, 13016/1/80- T.4T. (1) f&=ieh 6-12-1980]
[hT.3T.E. 13035/84 T.T. (1) feish 8-9-1987]

10.5 &t arferemtiat o whdea aut 399 ferifa = & forar s
S sTrarzrsRarett it qfid o forg fédt stferenTiat & e arTe 71T @ 3o STUR e Sfua g fof
&t arfremfiat s frefaRaq sder @it s =nfee -
(1) TS & et ST & & STt TaTe %1 i SR 3geht St

(2) foram & eAftremifiat 3fi =it s Torvm rfufae & Suser qer & uftteor i
TSITST Harel} ST ol SRR HUHT 3T 3ok hi-a3 § Heg ST

(3) TSI Aty Susten & qor et afsreror s TetaTST EeEft SR S 3T form 3tk
3G ST AT, STTAT, SHAFRT AT T FeAford T 8 SIS HOT

(4) ToramT = FrlerEt & TS FEIeR Gt & afed & ®9 T B HET IR G S5
T -EHY O AT, I S3ehT hl HRIGE 3T HRI I AR FHAT AT 5o § fag 7 ot o
1 1T TS ohT T LTl

(5) T&<t o STt ST ot S 9 o foTe wHE-wEy o 3fa gere oA S 39 SR H UStHIT
forvmr o S A gRT v e WA

(6) TEe IR HeW Wk IR T, &t Friemansti &1 Yoy e 3R SAfemial ud
FHHATIET ohT TEeT HiE 7T GThRT ShTHehIST H U SEAHTA i H Heg 1|

(7) T&t AR/ StfaTashi & shelet SATETE qAT USTHTST o HI T+ o1 &1 i forarm STy, forereh
foTw o v Tefiepa foral T &) afe forelt srmrerr o feéat =t frreifa sm ot die & anfifer s
o & FTER F T STt 2, 38 e oft Al Tel vai o Tl AR /FHATNET i TH
firet e €t 373 fet stgane e Tt Aifer 36 St o sffis g o= Rt fea g
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10.5.1 The responsibility of implementation of orders pertaining to Hindi has been vested
with Senior Officers of the departments and this responsibility will continue as such. The
services of Hindi officers should be utilised for rendering assistance in the discharge of
that responsibility.

[OM No 11/13019/75-O.L. (C), dated 31-12-1975]
[OM No 13035/11/87-0O.L. (C), dated 8-9-1987]
[OM No 13017/4/88-0O.L. (C). dt. 8-6-1988]

10.6 Norms pertaining to the quantum of work of Hindi typists and comparers

After studying the Hindi typewriting work being done in the various
Ministries/Departments/Offices of the Govt. of India and various problems connected
therewith it has been decided in consultation with the Ministry of Finance (Staff Inspection
Unit. Department of Expenditure) that the following norms he fixed for Hindi typists and
comparers:

(1) Standard of workload for Hindi Typists

(a) Taking the minimum typing speed of 25 words per minute and after making an
allowance for factors like breaks, interruptions, fatigue, subsidiary process etc.. a Hindi
typist should give an output of 5400 words per day.

(b) In the case of letters etc., the number of words in the body of the letter should be
counted. An addition of 60 words may be made for addresses and salutation etc.. in respect
of each letter.

(c) The above standard would apply to straight typing for running matter. To en in flip
convert other kinds of typing on this mime basis, the following allowances may be

(1) Cutting Stencils 25% ( 100 words to be treated as 125
words).

(i1) When three or more copies have to be 25%

taken out by inserting carbon papers.

(i11) Manuscript matter 25%

(1v) Statements 100%

Note :- For newly recruited typists a norms of 5000 words per day may be adopted for the
first year of their service. The same norms may also be adopted for typists engaged in
English & Hindi Typing simultaneously.
(2) Comparison of typed matter
Two compares may be allowed for every three typists.

[OM No 11034/9/73-011. Cell. dated 10-1-1975]
10.7 Utilisation of services of Hindi typists and Hindi stenographers
The services of the trained Hindi Typists/ Trained Typists in stenography/trained
stenographers should be utilised in Hindi work regularly so that they could maintain their

practice and the use of Hindi could be promoted.

[O.M. No. 12017/12/78-0O.L.. (A-1). dated 16-8-1978]
10.8 Responsibility to do work of Hindi Typing/ Stenography by the employees
trained in Hindi Typing/Hindi Stenography
Some employees trained in Hindi Typing/ Hindi stenography avoid to take dictation in
Hindi or avoid to do typing work in Hindi. A lot of Government expenditure is involved in
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10.5.1 &t wsief 3rewit o sriva it fsrier) forvm o aftg stferiiat w @ R, S3eht g8 fSeier
AT oft st T et stferspifet s ot Samedt w1 SwaivT 3 feieR &t U e & werr o Y
e o fop ST =Ry

[SLITE. 11/13019/75- THT. (1) fertieh 31-12-1975]
[SLITE. 13035/11/87- THT. (1) fertish 8-9-1987]
[SLITE, 13017/4/88- T, () fertish 8-6-1988]

10.6 &<t rgfuret quT e eraien & STl skl W=t & AT

IR TR o Tl demera/faamysmiear 3§ fre S @ it & wm i Sud defq
fafir ooty 1 31 o & 91e ford v (e fitetes Uk, =3 formT) & vt O T
foter forem o 2 o Rt ersfireet o e e et o fore Frmferfaa wimes i forg < -
(1) & ersfuxet o foru s & aTAe
(@) ufc e 25 o8 1 TET AT FAAH (A Hl AR HT AT S FhE, A6,
AR SishaTd 3Tfe SRl & forg B2 ad gy fédt 2rsfiee st gfdfe 5400 wrsg 2r5q
T =R
(@) T AT % A, oo § AT g 2wl <hl weea &t it St =nfe) o, et 3fe o forg
T H 60 3158 SIS 4T ST
() T At & foR ST arer e 2rsfiT o forg # STl AT @] ST ST R
HTAT T $9 TR T aiEfdd s o g fmforfad serr i e 37 at g -

(i) Wit Fren 25% Jfard (FATq 100 Ie&T BT 125 168 JHT
SIMY)

(ii) FTeIT TR 1 AT Aferes Tfaferfoat dam 25%

FE T

(iii) wigfarfa = seafarfiad amuf 25%

(iv) feremor 100%

fomuft - U adf fope T TrsfiRe & forw St @ar o g a9 T 5000 e Tikfe s AT T@T 91|
o erefueet ot st o f&et ersfi arar-amer st gt @ S foru o It |rees @ sy

(2) TT3a st g8 At w6 fhers

T A 23U o foTq 31 et o aret T =)

[SRI.AT.H. 11034/9/73-30.8T. a8 10-1-1975]
10.7 T&t eTsieet o Tt stroTierfueht sht Samatt st ST
Tt erfti/aTRIfartyr o SRTfara eTgfueet/ STIRIfcTieht ol TaTat T ST fohall ST 3R 378
frafirg w9 @ &t o s foram ST difer IehT 31vame o1 @ 3T & ot waim =ie)
[FISLH. 12017/12/78- TAT. (F-1) fotieF 16-8-1978,
10.8 =t emsfumemyiafy & uitfem wHenfat g0 B esfrvesmyfatt § wm w@ &
e
o feat eu)/fedt strpferld o wiRrfera st féet 7 fedewm oy fedt rgf =t s =6 #
HHATHHT Fd 8| &t Rreor AT & Siala e SRR o SIS ersiuey/Ayfaiient i fédt
HATRIATY/ ket SohUT ohT WITRTEOT O o TR 3T ShTeh! Tl 1T 2l I8 MIRTeor Sehid 9 H & F31eeh
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