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Rei®/pated &. I, 2022
To
All L¥aison Officers (Hindi).
Director/Joint Director/Manager ((O.L.), Administrative Officer
All Ministries/Departments/Attached and Subordinate Offices/Undertakings/Nationalized
Banks etc., New Delhi.

Sub:  Hindi Word Processing/Hindi Typing and Hindi Stenography Long Term Off-line
" Training - February 2023 Session.
Sir/Madam.

In view of the situation easing out of Covid epidemic, the next session of Hindi Word
Processing/Hindi Typing and Hindi Stenography Long Term Training will be conducted off-line by the
Hindi Teaching Scheme (NC) from February, 2023 at various training centres (Annexure ‘A’) located at
New Delhi.

The admission of the trainees is scheduled to be held on 13th-14th February, 2023 (10:00 AM to
5:00 PM). It will be on “first come first serve basis’. Regular classes will begin from 17th February,
2023. Please ensure nomination of the staff eligible for the training courses referred above to the Officer
In charge of the training centres directly under intimation to this office till 31 January, 2023 in prescribed
format (Annexure ‘B’). It will be the responsibility of the administrative head of the respective offices to
ensure regular attendance of the trainees in the classes. Following are the salient points of Hindi Word
Processing/Hindi Typing and Hindi Stenography training; -

BRIEF INFORMATION OF TRAINING IN HINDI STENOGRAPHY

Name of the Course | Hindi Stenography

Duration . February, 2023 to January, 2024, 01 hour daily.

Examination 2" or 3" week of January, 2024

Qualification in Hindi Matric with Hindi or any other equivalent examination such as PRAGYA
by Hindi Teaching Scheme

Eligibility | Only those Officers’/Employees will be admitted to the training of Hindi
Stenography who have not undergone the said training so far.

Obligatory:
| All categories of English Stenographers/PAs/PSs.

Voluntary:

| Such LDCs/JSAs/Typists as have passed out Hindi Typing Exam subject to
seats vacant and provided that the concerned office/dept. Certifies that the
proficiency so achieved in Hindi stenography will be utilized in official work
can also be nominated on voluntary basis. But such employees will not be
entitled to any kind of financial benefits/incentives on passing the exam.

Lo



o 5

BRIEF INFORMATION OF TRAINING IN HINDI WORD PROCESSING

Name of the Course

Hindi Word Processing/Hindi Typing

Duration

February, 2023 to July, 2023, 01 hour daily.

Examination

2" or 3 week of July, 2023

Qualification in Hindi

Middle (8") with Hindi or any other equivalent examination such as
PRAVEEN by Hindi Teaching Scheme

Eligibility

Only such officers/staff will be admitted to the Hindi Word Processing training

\ as have not undergone the said training so far.

Obligatory:

The course is obligatory for English Typists/Lower Division Clerks/Junior
Secretariat Assistants, Postal Assistants & Office Assistants in the Department
of Posts, Mail Sorting Assistants & Office Assistants of RMS (Rail Mail
Services), Telecom 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,

Voluntary Basis:

1. At present this course is not mandatory for Assistants/ Senior Secretariat
Assistants, Upper Division Clerks, and Hindi Translators/Junior Translation
Officers/ Senior Translation Officers. Therefore, they can also be nominated to
this course on Voluntary Basis, but they would be admitted only subject to
availability of seats. These employees will be entitled to all kinds of financial
benefits/financial incentives etc., such as personal pay, cash awards and
lump sum rewards etc., on passing the Hindi Word Processing/Hindi Typing

exam. (vide OM No.12016/2/78-OL(D) dated 10.01.1979)

2. Such Officers of all other categories, for whom Hindi Word Processing/
' Typing training is not obligatory but is useful, can also be nominated for this
course and subject to availability of seats they can also be admitted, but they
will not be entitled for any financial benefits/financial incentives like Personal
Pay, Cash Award & Lump sum award etc.

FINANCIAL INCENTIVES

On passing out Hindi Word Processing/Hindi Typing examination, Central Government
employees after fulfilling the prescribed conditions shall be awarded Personal pay equivalent to
their one annual increment.

Personal pay equal to the amount of one increment for a period of 12 months is granted to the
employees of Central Govt. after fulfilling the prescribed conditions on passing out the Hindi
Stenography exam with 70% marks (for non-gazetted) and 75% marks (for gazetted) vide OM
No.21034/08/2017-OL(Training) dated 26.07.2017 of Official Language Deptt.

The Stenographers whose mother tongue is not Hindi are granted personal pay equal to the
amount of two increments on passing Hindi Stenography exam.

Actual conveyance charges for travelling in a public conveyance may be payable for training
class if the distance is more than 1.6 KM.

On passing Hindi Word Processing/Hindi Typing and Hindi Stenography examination and after
fulfilling the prescribed conditions, Central Government employees will be given cash award as
per the following tables. Personal Pay/Cash award will be paid by the concerned offices only:-
























