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To
All Liaison Officers (Hindi)
Director { Joint Director/Manager{Q.L.)! Administrative Officer
All Ministries ¢ Attached & Subordinate Offices /Public Scctor Undertakings
Nationalized Banks cte.

Subject: Hindi Word Processing/Hindi Typing Correspondence Training - 65th Session
(1% February. 2023 to July, 2023).
SirfMadam,

65th Hindi Word Processing/Hindi Typing Training through correspondence will be starting
from ¥ Tebrary, 2023. The details of 1lindi Word Processing/Hindi Typing correspondence

Training are given below:-

Brief Information about Training

Hindi Word Processing/Hindi Typing training

Name of the = Period Exam Eligibility " Hindi
Programme Qualification
| Hindi Word 13 and o 3rd Only those Officers/Employces will be Middle pass
Processing’ February. week ol admitted to the Hindi Word Processing/Hindi With [lindi
Hindi Typing [ 2023 to  July. 2023 Typing Correspondence TTaining who have Subject  or
Corres- July, 2023 | not undergone the said training so far. Any other
pondence Obligatory: equivalent

Examination

is obligatory for English Typist / Lower | like Praveen
Division Clerks/JSAs/Postal Assistants & | Examination
Office Assistants in the Department of Posts, | of. Hindi
Mail Sorter Assistants & Office Assistants of | Teaching
RMS (Rail  Mail Services), Telecom | Scheme.

Assistants  of  the  Department  of
Telecommunication, Tax Assistants in the
Department of Income Tax and Custom &
Excise, Computer Operators! Data Entry
Operators of various Ministries!
Departments/Offices. This includes  those
group 'C' Employees who carry out similar
type of work and whose designations and Pay
Scales are different.

. Keeping in View the transporlation
problems of such Employees, whose office !
place of Duty is situated at a distance of 8




N, -

Hindi  Word  Processing/Hindi  Typing
Training Centre. can also be nominated for
this training.

2. Those Sicnographers who wants (o
undergo Only Hindi Word Processing/ Hindi
Typing Training and it is not possible for
their offices to spare them for regular
training classes, they can also be nominated
for Hindi Word Processing/ Hindi Typing
Correspondence Training.

Voluntary basis

1. At present this course is not mandatory for
Assistants! Senior Secretarial Assistants, Upper
Division Clerks and Hindi ‘I'tanslatorsiJunior
I'Tanslation Officers’ Senior Translation Officers
(Non-Gazetted). Therefore, they can also be
nominated to this course on Voluntary Basis. but
they would be admitted only subject
availability of scats. These employees will be
entitted for all financial benefits/financial
incentives like Personal Pay, Cash Award and
Lump sum award ete,

2. Such Officers of all calegories, for whom
Hindi Word Processing/ Typing training is not
obligatory but is useful, can also be nominated
for this course and subject 1o availability of seats
they can also be admitted, but a1 present they will
not be entitled for all financial benefits/financial
incentives like Personal Pay, Cash Award &
Lump sum award efc,

NOTE:

Such candidates will not be admitted for
training who are going to retirement within a
year from the commencement of the trainin Q.

Financial Incentive

¢ On passing the Hindi Word Processin
fulfilling the prescribed conditions st

increment.

¢ Officers/Employees are given cash awards as
Word Processing/ITindi Typing Examination through correspondence and fulfilling the

2/ Hindi Typing Exam Central Government Employees after
all be awarded Personal Pay equivalent to their one annual

prescribed conditions. This amount is paid by the offices of the trainees.

L. " On securing 97% or more marks 7 2400;-
2, On securing 95% or more marks but less than 97% Z 1600/~
3. | On securing 90% or more marks but less than 95% T 800/

Note : Those candidates, who pass Hindi Word Processing/Hindi Typing Examination with
their own efforts, will be given Cash award Even if thev score 5% less marks than

those mentioned in above table.

per the following table on passing the Hindi




e As per order issued by the Department of Official Language, Ministry of Home Alfairs,
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. T'herefore, on passing this course,
the candidates will be entitled for Lump sum award of  Rs. 1600/- in addition to other
[inancial incentives. 1O.M. No. 21034:/66/2019-O.L. (Training} dated 29.07.201 1.

Examination Fee

» This training is free of cost, but an examination fee of T 100/-(Rupees one hundred only) per
emplovee shall have to payable for Corporations. Bodies! Undertakings. and Nationalized Banks
etc. Examination fee will be paid online as per the method mentioned at Annexure-B to *Deputy
Director (Exam), Hindi Teaching Scheme™, New Delhi.

I’rocedure of Enrollment and Proforma

* Details of the officers /Employees names for the above training may be send m the attached
Nomination form {(Annexure-A) and the same may be forwarded to Deputy Director, Hindi
Word Processing/Hindi Typing Correspondence Training Wing, Central Hindi
Training Institute, Department of Official Language, Ministry of Home Affairs, 2-A,
Prithvi Raj Road, New Delhi - 110011 Iatest by 10 January, 2023,

e T'he nomination of the candidates shall be forwarded in the enclosed nomination form only
and the name of nominating officer, [ull address of the nominating office. including PIN code,
Telephone No. and [-mail shall be mentioned clearly so that any problem in correspondence
can be avoided. The yel o be trained may also be clearly mentioned,

¢ Nomination received after the last date will be given admission in the next session and
information will be given to their offices.

¢ Nominated traince will participate in the Personal Contact Programme for sorting out the
personal learning difficulties. The Officers’Employees participating in this Programme are
treated as on duty. Those avordingnot attending the PCP can be stopped [or appearing in the
exams.

e [t is the responsibility of the administrative head of the concerned office that maximum
number of officers/femployees are nominated for the training.

®  The trainees have to practice lessons minimum one hour daily,

e The lessons practiced by the trainees should be sent 1o Deputy Director, Hindi Word
Processing/Hindi Typing Correspondence ‘Iraining, Central Hindi Iraining Institute,
Department of Official Language. Ministry of Home Affairs, 2-A, Prithvi Raj Road, New
Delhi — 110011

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

Joint Director

chWh \o =}

Contact Address

Sh. Dharmender Deputy Director

Asgistant Director (Typing/Stenography)
| Hindi Word Processing/Hindi Typing
Correspondence Training Wing,

Central Hindi Training Institute,
Ministry of Home Affairs, Department of
Official Language,

Tel: 011-23018196
Mobile No. 9801603539

e-mail: chtil073-dol@: nic.in

2-A, Prithvi Raj Road, New Delhi -110011.

Hindi Word Processing/Hindi Typing
Correspondence Training Wing,

Central Hindi Training Institute,
Ministry of Home Affairs, Department of
Official Language,

2-A, Prithvi Raj Road, New Delhi -110011.
Tel: 011-23018196

E-mail: ddte-chti-dolaunic.in
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Copy forwarded for information and lor necessary action:

1. Senior Principal Private Secretary to Secretary (O.L.). Department of Official Language, Ministry
of Home Affairs. NDCC Building. New Delhi-110001,

2. Private Secretary to Joint Secretary, Department of Official Language. Ministry of Home AfTairs,
NDCC Building. New Delhi-110001.
3. Director (Service). Department ot Official Language. Ministry of Home Affairs, NDCC Building,

4" floor, Jai Singh Road, New Delhi-110001,

4. Director (Technical), Department of Official Language, Minisiry of Home Affairs, NDCC
Building. 4" floor, fai Singh Road, New Delhi- [ 10001,

5. Director (Research), Department of Official Language, Ministry of Ilome Affairs, NDCC
Building, 4 floor, Jai Singh Road, New Delhi-110001.

6. Director (lraining), Department of Official Language. Ministry of Home AfTairs, NDCC
Building, 4" floor, Jai Singh Road. New Delhi-110001.

Director. Central Translation Bureau, Antyoday Bhawan. New Delhi.

8. Editor, Rajbhasha Bharti. Department of Official Language, Ministry of Home AfTairs, NDCC
Building, 4" floor. Tai Singh Road. New Delhi-1 10001,

9. Director (Rajbhasha). Railway Board, Minisiry of Railway. Rail Bhawan, New Delhi.
[0, Joint Director {178), Central Hindi 'T'raining Institute, New Delhi.
11. Joint Director (Language). indi Teaching scheme, New Delhi.

2. Deputy Director (Implementation)., Department of OfTicial Language. New Delhi. Mumbai.
Bengaluru, Kolkata, Bhopal, Cochin, Guwahati And Ghaziabad.

13. Deputy Director, Examination/Central North/ Castern/North East'South/Weslern Region, New
Delhif Kolkata/Guwahati/Chennai and Mumbai.

I4. Deputy Director (Typing Correspendence), Central Hindi ‘I'raining Institute, 2-A. Prithvira) Road,
New Delhi.

15. Deputy Director (Typing/Stenography), [Tindi Teaching scheme, R K Puram, New Delhi.

[6. Deputy Director ( Typing/Stenography), Hindi Teaching scheme, EastNorth East, Kolkata.

17, Administrative OfTicer, Central Hindi Training Institute, New Delhi.

I8, Assistant Director {Typing/Stenography) and Nodal Officer {Website update) Rescarch and
analysis unit. Central Hindi Training [nstitute. New Delhi with this direction that they will make it
upload on the portal of the Department of Official Language website.

19, Assistant Director  (Typing/Stenography)  Central  Hindi  Training  Sub-Institute.  Kolkata/
Bengaluru! Secunderabad and Mumbai.

20. All Officers in overall in- charge, [lindi Teaching scheme
21. Heads of all Town Language Implementation Committee.

P

(Poonam Oswal)
Joint Director
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! ANNEXURE-A

CENTRAL HINDI TRAINING INSTITUTE
HINDI WORD PROCESSING/HINDI TYPING CORRESPONDECE TRAINING

Scssion 1st February, 2023 to July, 2023
F.5. | aRiemh @1 fawor (RA M) | Details of Scholars (In English Capital Letters)

1. gfremeft & 717 Name of Trainee :
2. | R (&hvgew) Gender (F/M)
3. ArarManeta &1 a1 Name of Mother/Father/Husband’s:
T et &1 yzas - Designation
—5. ansmn X Mother tongue :
6. BEr 9T F T FT =91 Knowledge of Hindi :
SRR T srrifzee | i::%?/raduate / Graduate / Intermediate/
gHdl [ AT / geer / 9AoT / 91 | prabodh /Praveen / Pragya o
: HATO - Name of Ministry:
8. aoTeT &1 a7 Name of Department :

9, FIATIT FHT 91T TaT - Full Office Address :
o

10. | A1fAT &= ara FEF F7 T, Name, Designation, Mobile No. & Email of the
. Nominating Officer ;
TeATH, RaRT . g 3 B

11, | gt &1 A (sgreedy &) va | Mobile No. (WhatsApp No.) & Email ID of

Trainee ;
AW AR i

Exam Fee Details :
Amount

Draft No. & Date
Name of Branch
Or Online details ;

I hereby declare that ;

1. I have not passed Hindi Word Processing/Hindi Typing examination from any
recognized Institute.

2. There is no probability of proceeding on long Icave by me during the training, [ will
put special efforts to makcover my tvping practice in case I have to proceed on leave
due to unforesecn/inevitable circumstances.

Signature of Candidate
Name of Nominating Officer/Liaison Officer & Sign.
(With Office Stamp)
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