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ﬂ?ﬁ? / Date

1 R9-k- 2016

All Liaison Officers (Hindi)/ Director / Joint Director (O.L.)/ Administrative Officer / All
Ministries / Attached &Subordinate Offices /Public Sector Undertakings / Nationalized Banks

efc.

Subject :Hindi Word Processing(HindiTypewriting) Training through correspondence course —

Sir/Madam,

52nd HindiWord Processing (HindiTypewriting) training t

52nd Session (August, 2016 to January, 2017) regarding.

hrough correspondence course will be

starting from 01 August, 2016. The details of HindiWord Processing (HindiTypewriting) training are given

below:-

Brief Information about Training
Hindi Word Processing (HindiTypewriting)

Name of the | Period Examinati | Eligibility Hindi

programme on Qualiﬁcation

HindiWord | August, 2ndor Only those Officers/ Employees will be Middle pass

Processing | 2016 34 admitted to the correspondence course of With Hindi

(HindiType | to week of | HindiWord Processing (HindiTypewriting) who Subject or

writing) January, | January, have not undergone the said training so far. Any  other

2017 2017 Mandatory for: The course is mandatory for equivalent

Lower Division Clerks/English typists, Postal Examination
Assistants & Office Assistants in the like Praveen
Department of Posts, Mail Sorter Assistants & examination
Office Assistants of RMS (Rail Mail Services), of. Hindi
Telecom Assistants of the Department of Teaching
Telecommunication, Tax Assistants in the Scheme.

Department of Income Tax and Custom &
Excise, Computer Operators/ Data Entry
Operators of various Ministries/ Departments
/Offices. This includes those group D'
employees who carry out similar type of work
and whose designations and Pay Scales are
different but,

1. Keeping in View the transportation problems
of such employees, whose office / place of
Duty is situated at a distance of 8 Kms or more
from the regular/part time Hindi Typewriting
Training Centres, can also be nominated for
this training.

2. Such Employees can also be nominated for
this course who could not get admission in
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regular or part time training centres due to
limited number of seats or for some other
reasons.

3. Those Stenographers who wants to undergo
only HindiWord Processing (Hindi Typewriting)
training and itis not possible for their offices to
spare them for regular training classes, they can
also be nominated for Hindi Word
Processing/Typewriting Correspondence
Course.

Volunteer basis

1. This course is not mandatory for U.D.Cs,
Assistants and Hindi Translators. Therefore,
they can also be nominated to this course on
voluntary basis. On passing the HindiWord
Processing (Hindi Typewriting) examination,

these

employees will  be entitled for all financial
benefits/financial incentives like Personal Pay,
Cash Award & Lump sum award etc. .

2. Such Officers of all categories, for whom

this training is not obligatory but is useful, can
also be nominated for this course but at present
they will not be entitled for all financial benefits/
financial incentives like Personal Pay, Cash
Award & Lump sum award etc.

NOTE:

Note : Such candidates will not be admitted for
training who are due to retire in/within a year
from the commencement of the training

Financial Incentive

1.

Central Government Employees are awarded Personal Payequivalent to their one
increment for the period of 12 months on passing the prescribed final examination of
HindiWord Processing(HindiTypewriting) and fulfilling the conditions laid down by the
Department of Official Language, Ministry of Home Affairs.

Officers/Employees are given cash awards as per the following table on passing the
HindiWord Processing (HindiTypewriting) examination and fulfilling the prescribed
conditions. This amount is paid by the offices of the trainees.

1. On scoring 97% or more marks 2400
2. On Scoring 95% or more marks but less than 97% 1600
LB. On Scoring 90% or more marks but less than 95% 800

Note: Those candidates, who pass Hindi Word Processing /Typewriting examination with their
own efforts, will be given Cash award in addition to Lump sum award even if they score
5%, less marks than those mentioned in above table.

1.

As per order issued by the Department of Official Language, Ministry of Home Affairs,
vide their O.M. No. 14020/2/77-OL (D) dated 31-12-1979, candidate undergoing this
training course will be treated as a private candidate. Therefore, on passing this
course, the candidates will be entitled for Lump sum award of Rs. 1600/- in addition
to other financial incentives. {O.M. No. 21034/66/2019-0.L. (Training) dated 29-07-
2011

Remark : Cash awards paid to the employees on passing the examination Will be exempted from
Income Tax. (Ministry of Home Affairs O.M. No. 24/16/67-ITAI Dated 31/3/67)




G
Examination Fee
A fee of Rs.100/- per head, will be charged from the employees of Central Undertakings,

Banks, Corporations for HindiWord Processing /Typewriting examination. The examination fee
will be paid through bank D D drawn in favour of Deputy Director (Examinations) Hindi
Teaching Scheme, payable at New Delhi.

Procedure of Enrollment and Proforma

o Details of the officerslemployees nominated for the above training may be filled up as per the
proforma given in the Annexure 'I' and the same may be forwarded to Deputy Director
(Typewriting Correspondence Course), Central Hindi Training Institute, Department of
Official Language, Ministry of Home Affairs, 2-A, Prithavi Raj Road, New Delhi - 110011
Jatest by 30™ June 2016.

e A copy of examination form is enclosed with this circular. Filled up examination form by the
nominated employes may please be returned to this office maximum by 30™ June 2016 _Alongwith
nomination form.

e The nomination of the candidates shall be forwarded as per the Annexure 'II' only and the name of
nominating officer, full address of the nominating office, including PIN code, Telephone No. and E-
mail shall be mentioned clearly so that any problem in correspondence can be avoided. The number

of yet to be trained employees may also be mentioned.

Note:

e Administrative heads of all the Ministries / Departments, Undertakings Banks, Corporations are
requested to promptly circulate this letter in their all Subordinate/ Attached offices/ units / Branches.

o It is the responsibility of the administrative head of the concerned office that maximum number of
officers/Employees are nominated for the training, every nominated employee practices of training
kits during each working day, forward Practiced Kits to Deputy Director (Typewriting
Correspondence Wing) for evaluation, nominated personnel participate in the Personal Contact
Programme for sorting out the personal learning difficulties and appears in the examination so that
the available governmental resources are optimally utilized and target of training is achieved within
the prescribed time frame.The Officers/Employees participating in this programme are treated
as on duty.

e Any query regarding training can be obtained through E-mail also.

Yours faithfully,
%@)

(Poonam Oswal)
Deputy Director
E-mail:chtil037@nic.in

Contact Address
Poonam Oswal Prithviraj Jaiswal
Deputy Director Assistant Director
Hindi Typewriting Correspondence Course Wing, Hindi Typewriting Correspondence CourseWing,
Central Hindi Training Institute, Central Hindi Training Institute, Department of
Department of Official Language, Official Language,
2-A, Prithvi Raj Road, 2-A, Prithviraj Road,
New Delhi -110011. New Delhi -110011.
Tel: 011-2301896 Telefax: 011-2301896
E-mail:chtil037@nic.in E-mail: chtil048@nic.in
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26.

Note:

Copy to:
Secretary (O.L.), Department of Official Language, Ministry of Home Affairs, NDCC -II,

Building, 4th floor, Jai Singh Road, New Delhi.

Joint Secretary (O.L.), Department of Official Language, Ministry of Home Affairs,
NDCC -II, Building, 4th floor, Jai Singh Road, New Delhi.

CAG, New Delhi:

UPSC, New Delhi.

Election Commission, New Delhi.

CVC, New Delhi.

SSC, New Delhi.

RajyasabhalLoksabha Secretariat, New Delhi.

Central Hindi Directorate, New Delhi.

Secretary, Parliament Committee on Official Language, 11, Teen Mufti Lane, New Delhi.
Director, Central Hindi Training Institute, New Delhi.

Director, Policy & Co-ordination, Deptt. of Official Language, MHA, NDCC -II,
Building, 4th floor, Jai Singh Road, New Delhi.

Technical Director, NIC, Deptt. of Official Language, MHA, NDCC -II, Building, 4th
floor, Jai Singh Road, New Delhi.

Deputy Secretary (Training), Deptt. of Official Language, MHA, New Delhi.

Editor, Rajbhasha Bharti & Rajbhasha Pushaptnala, Department of Official Language,
Ministry of Home Affairs, NDCC -1, Building, 4th floor, Jai Singh Road, New Delhi.
Secretary, Banking Division, Ministry of Finance, New Delhi.

Director Official Language, Railway Board, Rail Bhawan, New Delhi.

Joint Director Hindi Teaching Scheme, (Headquarters), New Delhi.

Deputy Director (Typing/Stenography), HTS, RK Puram, New Delhi.

All Deputy Directors, Hindi Teaching Scheme, New Delhi/KolkatalMumbai/Chennai/Guvhati
Deputy Director (Exams), New Delhi.

Deputy Director (Implementation), Deptt. of Official Language, MHA, NDCC -II,
Building, 4th floor, Jai Singh Road, New Delhi.

All TOLIC chairmen.

Director, Official Language, Dak Bhawan, New Delhi.
Assistant Director, Research & Analysis Cell (T/S), Central Hindi Training Institute, 7th
floor, Paryavaran Bhawan, New Delhi - nodal officer for website update

50 additional copies.

J?P‘GTE;
(Poonam Oswal)
Deputy Director

There is no provision for Hindi Stenography through correspondence course in Central Hindi

Training Institute and no private agency has been authorized bythe —Department of Official
Language to impart Hindi Stenography training. Therefore, do not correspond in this regard.



—S- Annexure-I

Central Hindi Training Institute
Department of Official Language, Ministry of Home Affairs, New Delhi
Hindi Word Processing/Typewriting Training
through correspondence course

Application Form
Session: August, 2016 to January, 2017
1. Name (in Hindi)
(in English)
2. Name of Mother/Father/Husband
(In Hindi)
(In English)
Designation
Full Address of Office
Telephone No.
Availability of Unicode font (mangal)
in your Computer, Yes or No
7. E-malil
8. Date of Birth
9. Mother Tongue
10. Details of Hindi Examination passed
11. Typing Speed in English
12. Name of nominating & Address
Telephone No. (Compulsory)
Mobile No.
Fax No. (Compulsory)
E-mail (Compulsory)

oW B

I declare that :
(I) I have not passed Hindi Word Processing/Typewriting Trainingexamination
from any recognized institute.
(II) There is no probability of proceeding on long leave by me during the
training. I will put special efforts to makeover my typing practice in case |
have to proceed on leave due to unforeseen/inevitable circumstances.

Date :

Place : Signature of candidate

Name of nominating officer/liaison

officer & signature (With office stamp)
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Annexure-II

List of candidates nominated in the Correspondence Course of Hindi Word

Processing/Typewriting, conducted by Central Hindi Training Institute, Department of

Official Language, Ministry of Home Affairs

Y
S1. No Name of Date of Birth Designation Full Office address
Employee
1 2 3 4 5
Does the | Level of |No of No of Computers withNumber of
employee |Hindi Computers Unicode font employees
knows knowledge available for (mangal) & inscript [Yet to be trained
English (which practice keyboard
Typing examination
has passed)
6 | 7 g 9
Date : Name & Signature of Administrative/liaison Officer
(Hindi)
Place : With Office Stamp

Telephone No :

Email Id :




fe=t Reror Mo (odlen wHw)
HINDI TEACHING SCHEM E_{EXAMINA“ON Wing}
RTSTHTN fum, T8 w@red, A8 fewed

DEPARTMENT OF OFFICIAL LANGUAGES, M.H.A., NEW DELHI

. A .
fEdl SHur welt- I/ 2017 sifom fafe- 30 fraw/3o0 wrd
Hindi Typewriting Examination :- JAN /JJULY. ............ 2017 Last date:- 30 September/30 march.
[ fér ersg W
e I

Hindi World Processing
(fe<t ersfier) e weawa whe
Hindi Typing Correspondence Wing

APPLICATION FORM

9Sligel W&AT/Regi. No.
WA | Selaciivih | Py
Regular Electronic Computer
g | TTEA ITgde
Regular Intesive Private
B 22 | 12
RO NO o e e e
qVian o
EXAMINATION CENTRE ...

AT hIod WR v MRIA Sy

Put VV marks on the box applicable.

1. QR T (fo=< )

Full Name [in English Capital letters]

2. fudrufa &1 9 (=<3 #)

Father's/Husband's Name [in English capital letters]

3. BT BT M T27 O Ul (3= #)

Name and full address of the office [in English]

LG T TRl & BRI

Date .........coooiiiiii, Applicant's Signature
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HINDI TEACHING SCHEME {EXAMINATION}

AT

ADMISSION CARD

AR | St BT
Regular Electronic Computer
T | e 3de
Regular Intesive Private

AT hIod uR [/ 2= o

Put marks on the box applicable.

Full Name [in English Capital letters]
foar/ufa &1 99 (=<3 #)
Father's/Husband's Name [in English capital letters]

BRI BT ¥ q41 g uar (fa=< 4)

Name and full address of the office [in English]

1. IR =9 (fo=<t )
7,
3,

IRl & SR

Applicant's Signature

\/DEF'AR'I'WI ENT OF OFFICIAL LANGUAGES, M.H.A., NEW DELHI

fa=al ShUT uetett:- SHasl

Hindi Typewriting Examination :- JAN I‘M.

Y ereg waYw

Hindi World Processing

(fecr er3fiaT) TR Treawa why
Hindi Typing Correspondence Wing
YSigsT H&AT/Regi. No.

30 Hegn (uRie)
Dy. Director [Exam]

Tei- T Ul AT UR WRETRI Bl s TEierch/Miadhd i @l fe@r 2 |

Note:- Examinee must show this admission card on demand to the Centre Supdt./Authorised person.
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CERTIFICATE

waifora foran s & o st st/ fet forgo S
frt whner S/ fed frdemera, # Frafir/aéae ey s wemsy @ vt § 1 & e F wffem @ S =
(4

mmm ................................. “Wm .............................. m .............................. m
Iufrders (qhen), fedt faeo g, 2 feeeht ® 9 @ g €1

e« wire Y W /et ol ¥t @ wiEt & fog st €

Certified that Shri/Smt./Kum. is Regular/Private/
Intensive/Correspondence Course Examinee of Hindi Teaching Scheme/Central Hindi Training Institute/Central Hindi

Directorate. He/She is eligible to appear in the éxamination. |

Examination fee of Rs. : vide Bank Draft No. Dated in
favour of Dy. Director (Exam), H.T.S., New Delhi is enclosed.

Note :—Examination fee is compulsory for the employees of Govt. Undertakings/Corporations/Autonomous Bodies and
Banks.

TEIER
SIGNALUTE ....ooveemsssinsssarsrsenessssensnes

&=t wi/etw =1, fewaf. (Fafiasme)
H. Pradh./Pt. time H. Pradh./Asstt. Director

(Regular/Intensive)

weraw Ry (TAER YIgaw /e TgaE ) wefwTd wuT sfueit ® waters w1
Asstt. Director (Correspondence Course/Intensive Course) T v (e wfea)

W SfeeRTl (At BiEd G (WIEaE)] e Officer in Overall Charge
Competent Authority [Seal and full address (Private)] ............cocon. (Seal and full address of the Office)
m T | M

2 i~ SATA-T Hafua it IufRes & wrew @ 94N
Note :— Application should by duly forwarded through Regional Dy. Director concerned.




e & forv Ader
INSTRUCTIONS FOR THE EXAMINEES

T INA B W 15 T 99 adeRil & wWiem wae H uRId 8
A # |

The examinee should be present in the examination hall 15 minutes before
the commencement of the examination

Tk UNIETIT 1 MU AIc-geb, Her/UiTe], &Y Whe Fogs offfe Hef

AT E

Each examinee should bring his/fher own note book, pen/pencil, eraser, white
fluid etc.

SIRPE & SRM YEHN B FINT @ gHN & | o S odereff
TEHN BT T PRAT A8 d TTAT I=RhN g

During the period of the transcription the use of dictionary is allowed. Therefore
those who want to consult a dictionary should bring their own.

Ife IS e ue H e WIEMT BT SUAN Hed §Y TR T
oSS fawg TR ¥ eRAE! S S |

If any examinee is found resorting to adoption of unfair means during the
examination, strict action will be taken against him/her as per Rules..
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