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All Linison Dfflcer { Hindi]

Directorfloint Dlrectnrfhl'lanager (O, I..], Administrative Officer _

&Ml MinistryfArtached Offlces and Subordinate Offices/Undertakings/Mationalized banks etc

MNew Dethi,

Suk ©  Long term training of Hindi Word ProcessingfHindl Typing and Hindi Stenography

ie organise new casses from Feb-2012

Sir/Madam,

MWest session of Long term training of Hindi Word Processing/Hindi Typing and Hindi Stenography will be
started from February 2018 zt New Delhi centers under the Hindi Teachlng Scheme, Department of Official
Language, Ministry of Home Affairs, Mew Delhi. Trainees will be earolled in ¢lasses on 14-15 Februang 2018,
Regular chasses will be started from 18 February 2018. Please send the nomination of staff for the training to this
office till 31-01-2018 on prescribed format, given on Anhexure B

It is targeted for completion of Hindi Typewriting and Hindi Stenography tralning up to year 2025, so
therefore you are requested to send the personnels far training on priority hasis.

BRIEF INFORMATION ON TRAINING

Mamea of course Hindi Stenography
Duration 18 February 2018 to January 2019
01 Hours dally, 1year e
Examination Second or Third week of January.
Ctualification in Hindi Matriculation With Hindi or any other equivalent axamination such as PRAGYA
' by Hindi teaching Scheme. :

Eligibility - Such officers/staff will be eligible for this course, wha has not taken the training in Hindi Stenography

Dbhgatur\r - This training is ablizatary for ail categories of English $tenographers, Personal Assistants
and Private Secretary.
Vuluntanr : Loweer Division Clerks/Typists
¢ Such Lawer Divisinn Clerks/Typists, who have already passed the Hindi Typing test can be nominated for

training in Hindi Stenography, if there dre vacant seats in the Hindi Stenography classes and they can be
enrolled providing the concerned office certify that the services of the trained employees will be utilized :
for Hindi Stenggraphy in their office work. Such employees are not entitled to any monetary incentive
adrnizsible under Hindi Teaching Scheme.




|_l*iamé of the course Hindi Word Pru-oesﬁihg,i’Hindi Typing
| Duration 18 February 2018 to July 2018, 6 Months, {1 hour Daily.}
Examination Secand or Third Week of July _ T
Qualification in Hindl Middle {8} with Hindl or any other equivalent examination such as PRAVEEN
by Hindi Teaching Scheme. i

Eligibility : Only such officers/staff will be enrolled for Hindi word Processing/ Typing training, who have not taken
the training in Hindi Typing/wWord Pracessing.

Obligatory : This training is obligatory for all categories of English Typists/Lower Division CIérkE, Postal Assistants
and Office Assistants in Department of Post, Telecom Assistants in Deptt. Of Telecommunication, Tax Assistants in
Bepartment of Income Tax, Customs and Excise, Computer operators/Data Entry Operatars ete. in various
Ministry/Department/Offices. In addition, Such group 'C employees will be included which have different
designations and pay scales. This training is alse obligatory for such employees, wha come in Group “€” from
Group "L and have educational qualification for Group “C* class,

Yoluntary: )

1. Presently Hindi Typing training is not obligatory for Assistants, Upper Bivision Clerks and Hingdi Translaters, so

such employees can be nominated far tralning in Hindi Typing in voluntary basis. If there are vacant seats in the |

Hindl Typing ¢lasses they can be enrolled, Such employees are entitled far all monetary incentives admissible ¢
under Hindi Teaching 3cheme, i.e. Personal Pay, Cash prize etc. after the passing of Hindi Typing/Word Processing

examination. .
2. All such officers, for whom Hindi Typing/Word Processing is not obligatory, but useful, can be nominated for
training In Hindi Typing on voluntary basis. If thore are yvacant seats in the Hindi Typing classes, they cah he
enrclled but presently such offlcers are not entitled to any menetary incentives i.e. Personal Pay, Cash prize and
lump sum prize ele. After the training of Hindi Typing/Word Processing

BASIS OF SELECTION

* In lhe case of such gmployees, for whom the training is ohligatory, if they have same range of
cadrefservices priarity far enrcllment will be given depending on their age, it means preference will be
given to alder candidates. This candition will be applicable anly for individually present emplovees and up
to fill to seats.

= Such employees, who have ane year or fess remaining for his retirement cannot be enrolled for training.

FINANCIAL INCENTIVE

= Personal pay equal ta the amount of one increment for a period of 12 manths is granted to the
employess of the Central Government after fulfilling the prescribed conditions on passing the Hindi
Typing/Word Processing and Hindi Stenography exarination. : .

= Personal pay equal to the amount of one increment for a period of 12 manths is granted to the
ecmplavees of the Central Govt. after fulfilling the prescribed Condition, on passing the Hindi Stenography
examination for Mon gazetted Stenographers obtaining 70% mark while gazetted stenographers
oblaining 75% marks. (O : 21034/08/2017-0UTraining)

*  The stenographers, whose mother tongue s not Hindi, are granted personal pay equal ta the ameunt of
two increrments oh passing the Hindi Stenography examination.

* Artual convoyance charges for travelling in a public conwveyance may be payable for training class, if
distance is more than 1.6 K.M.



3.

* The following cash awards are granted according to eligibility for securing good marks in Hindi
TypingfWord Processing and Hindi Stenography examination, payment will be made by the concerned
office., ' '

HINDI STENQGRAPHY

1. - : Che ﬁetuﬁng 95% marks or more 24004 -
. On securing 92% marks or more bui less than 85% 1600/ -
3. On securing 88% rarks or more but less than 92% .| ___ BOOf-

HINDI TYPING/WORD PROCESSING

1. 0n 5ﬂcurinlé= 97% marks or more o 2400/
| 2. | Onsecuring 95% marks ar more but less than 97% rE00/-
3. 2n securing 30% marks or more but less than 95% Bon/-

EXAMINATION FEE

2 Central Government Undertakings, Banks, Corporations ele. have ta pay examinatlon fee of Rs 100 for
Hindi Typing/Hindi Ward Fracessing and Hindi Stenpgraphy. Examination fee will be paid in favaur of
Deputy Dircctar (Exam), Hingdi Teaching Schome, Mew Delhi Payable at New Delhi by Draft,

PROCEDURE FOR NOMINATION AND PRESCRIBED FORMAT

s Detailed information of training centers is available on annexure A%

«  Nomination of employees for this training should be sert to this office till 31-61-2018 on prescribed
format, which is given on annexure B

= Mominations must be sent in the prescribed format and name of nominating officer, full aodress of office,
telephaone number and e-mail 1D mwust be indicated in letter so that there should be no difficulty in
correspondence. Remaining ntumber of employees for trairing must be indicated,

¥ A copy of nomination should also be sent ta concerned center's Assistant Director in-charge.

* Trainees must contact the Assistant Director (T/5) for anrollment in Hindi Typing/Hindi ward Pracessing
and Hindi Stenography classes on 14-15 Fekruary 2018(10:00 AM to 5:00 P}

= n addition to this letter, no separate confirmation letter will be sent for enroliment to naminated
employees. 5o, a3 per programs and deseriptiar, glven an this letter, nominated employees will report on
the prescribed date and time himself at concerned center. )

= Employees who will repcurt; written information will be provided by Assistant Directpr-in-charge (T/5),
which weould be submitted by concerned employees for information to office, so that sppropriate action
rmay be taken by the affice for those employees who are not enrolied.

v If any officer/employee doss not get enralment on the nearby training center of his office due to
unavailahbility of seat can be sent to admission at any other listed center, where seat becomes available.



PARTICULAR

-

It is requested to administrative heads te all Ministrles, Departments. Undertakings,
Carparations, to circulate this circular in all stiached ofices/units/branchas sarlier.
It is the responsibility of the administrative heads of the offices concerned ta ensure that more
and mare personnet to be neminated for the training and ensured nominated staff, enrolled in
class, to attend classes regularly and present in examinatian, so as to ensure full utilization of
government resources which are available for training and ta achieve the set targets of training
in order.
Yours fatthfully

=SS R )
(SantRam)  =© [“'11-*1’_}
Deputy Director (TS}
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LIST OF TRAINING CENTERS

EL.Me. | Name and address of [ Name and telephone | ﬂfﬂcefai.lildtng, Where | Medium of
.+ | training centers number of  Assistant  the employees will be | training
) i Director(T/S) | glven preference
1. Ram Krishna Puram ShriCharanjestVerma Ram Krishna Puram and . On Computer
East Block-2 , level-1 26186035 nearhy located all offices
Ram Krishna Puram
Mew Delhl-66
ri Rarm Krishna Puram Shri Suresh Chand Sharma | Ram Krishna Puram and | On Computer
East Block-7 , level-6 26172546 nearby located all offlces :
Ram Krishra Puram
MNew Delhi-66 e
3, DakEBhavan Shrieabu Ram Bahara DakBhavan, paiel@hgvan, | On Computer
! Ramtm No. 199-B Nirvachansadan, Sanchar
. First Floor, DakBhavan Bhavan, Cannaught
Parltament Strasg palace, Parliament Street
New Delhl and nearby located all
_ _+ offices .
4, YofnaBhavan sushrlasha YoinaBhavan, On Compeuter
Room Mo, 519%-4 Zi042529 AkashvaniBhayan, RBI and ' '
Parllarment Street, nearby located all offices .
_ YojnaBhavan New delhl
5 Rail Bhavan ShriChaman Singh Raii Bhair:an, Krish'Bhawan, | On Computer
Room No. 564 } 23215045 UdyogBhavan, '
Rail Bhavan, Mew Delhi ShastriBhavan and nearby
o . . located afl offlces
B. i UnTan Public  Service | ShriMahendra Kumar On computer
Commission ' 23098591/4711 UPSC, LaknayakBhavan,
Guest House Bhavan, ' NirmanBhavan, Bharat |
Ground Flaor, Dhelpur Paryavas Hendra, Akbar
Hiusz, Shahjahan Road Road Hutments, GO
New Delhi-01 complex ard  nhearby :
. lacated all offices
A B-Block Shrilaiveer SenaBhavan, All offices | On compuier
Room Number-107 2314875 located in South Blogk,
I B-bleck Hutments North Elack, President
{behind south Block) house and all offices
WNew Delhl located at nzarby
_ _ - Hutments
B, ManakBhavan i Shri Ram Sakal Singh  UGC, AaykarBhavan and | On Compuier
BhartiyManak Bureau "t 23215045 . #ll nearby located offices
BahadurShahZaffarMarg,

ITQ, New Delhi -




ANNEXURE "B’
_NCMINATION FORMAT
_ Description of nominated employee
 Training Name/Designation Telephone/  Qualification | Date of Birth Cornfortable canter
Typing | Stenography E-Mil in Hindi '
1 2 3 4 L 6 7

Remaining Number of employees for training in Hindi Typing and Hindi stencgraphy as on 31,/01/2018

Hindt Tvpinngindi Word Pracessing

Hindi Stenography

Name and designation of nominating afficer ...
Mame and full address of office

Telephone Number
E-Mall Id
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13,
14,
15.
16.
17.
14:
1o
2}
21
22
23

Principal Private Secretary to Secretary, Deptt, Of official language
Private Secretary ta loint Secretary, Deptt. OF Official language.
Cantraller & Accountant General OF India, New Delhi.

Unfan Public Service Commission, New Deihl.

Election Commisstan, Mew Delhl,

Vigilance Commission, New Delhi.

Staff Selection Commission, C.G6.0. Complex, Lodi Road , New Delhi.
RajyaSabha/Laksabha Secretariat.

Central Hindi Direclorate, West Block-7, RLK. Puram, Wew Delhi.

. Kendriva Hindi $ansthan, New Deltl.
. Secretary, Committee of Parliament on Official Language. 11 Teen MurtiMars, New Delhi.
. Directar, Central Hindl Training Institute, Pt. DeenDayalAntyodayBhawan, €.6.0. Complex, Lodi Road,

Mew Delhi-03 .o

Director {Folicy and Coordination), Degtt. Of Official Language, MHA, Naw Delhi.

Director (Training), Deptt. OF Official Language, MHA, New Delhi. )

Editor, RajbhashaBharti&RajbhashaPushapmala, Deptt. Of Offictal Larguage, MHA, New Delhi.

Secretary, Banking Divisicn, Ministry of Finance, New Delhl.

Directar{OL}, Raillway Board, Rail Bhavan, New Delh,

Deputy Directar (Typing Correspondence], Central Hindi Training Institute, 2-4 PrithviRaj Road, New Dalhi.
Deputy Directar [Impleméntatian), Deptt. OF Official Language, MHA, New Delhi.

Deputy Director {Examinalion}, Hindi Teaching Scheme, Mew Delhi

All Regional Deputy Directar Hindi Teaching Schemo, New Delhi.

Asslstant Divector (Typlng/Sharthand, Hindi Teaching Scheme, New Delhi.

Assistant Director [Typing/Shorthand), Research and Analysis unit, Central Hindi Training Institute, Pt
DeenDayalAntyodayBhawan, £.5.0. Complex, Lodi Road, New Delhi-03
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{Sant Ram)
Deputy Director [T./s.)
Chti 1035



