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All Liaison Officers (Hindi)
Director / Joint Director/Manager (O.L.)/ Administrative Officer

All Ministries / Attached &Subordinate Offices /Public Sector Undertakings
Nationalized Banks etc.

Subject :Hindi Word Processing (Hindi Typewriting) Training through correspondence course-
56™ Session (1" August, 2018 to January, 2019) regarding.

Sir/Madam,

56th Hindi Word Processing (Hindi Typewriting) training through correspondence course
will be starting from 01 August, 2018. The details of Hindi Word Processing training are given

below:-

Brief Information about Training

Mail Services), Telecom Assistants of
the Department of Telecommunication,
Tax Assistants in the Department of
Income Tax and Custom & Excise,
Computer Operators/Data Entry

Name of the | Period | Examinati Eligibility Hindi
on Qualification
Programme
| Hindi Word i 2™ or Only those Officers/ Employees will be | Middle pass
Processing August, 3rd admitted to the correspondence course of With Hindi
(Hindi Type 2018 to | week of Hindi Word Processing (Hindi Subject or
writing) January, January, Typewriting) who have not undergone the Any other
2019 2019 said training so far. equivalent
Mandatory for: Hindi Word Processing | Examination
(Hindi Typewriting) training is mandatory | like Praveen
for Lower Division Clerks/English typists/ | examination
Postal Assistants & Office Assistants in | of. Hindi
the Department of Posts, Mail Sorter | Teaching
Assistants & Office Assistants of RMS (Rail | Scheme.
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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 .

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 Word Processing (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 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 Hindi Word Processing
(Hindi Typewriting) training and it is not
possible for their offices to spare them for
regular fraining classes, they can also be
nominated for Hindi Word Processing
training through Correspondence Course.

VYOLUNTEER BASIS

1. Hindi Word Processing (Hindi
Typewriting) training 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 Hindi Word Processing examination.
These employees will be entitled for all
financial benefits/financial incentives like
Personal Pay, Cash Award & Lump sum
award ete.

2. Officers of all categories, for whom this
training is not obligatory but useful, can
also be nominated for this course but at
present they will not be entitled for
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 going to retirement
within a year from the commencement of
the training.
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FINANCIAL INCENTIVE

1. Central Government Employees are awarded Personal Pay equivalent to their one
increment for the period of 12 months in i xamination of
Hindi Word Processing (Hindi Typewriting) and fulfilling the conditions laid down by the
Department of Official Language, Ministry of Home Affairs. _

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

Ll On scoring 97% or more marks 2400 '
' 2. On Scoring 95% or more marks but less than 97% 1600
. 3. On Scoring 90% or more marks but less than 95% 800

Note: Those candidates, who pass Hindi Word Processing (Typewriting) examination through

Correspondence Course, will be given Cash 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 own efforts. 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.
21034/66/2019-0O.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)

EXAMINATION FEE

A fee of Rs.100/- per trainee, will be charged from the employees of Central Govt

Undertakings, Banks, Corporations for this examination. This amount should be deposited
online at www.onlinesbi.com by following some steps. Acknowledgement should send to this
office. [Instructions enclosed]

ROCEDURE OF ENROLL RO

1. Details of the Officers’/Employees names for the above training may be send in the attached
NOMINATION FORM to The Deputy Director, Hindi Word Processing (Hindi Typewriting)
Correspondence Course, Central Hindi Training Institute, Department of Official Language, Ministry
of Home Affairs, 2-A, Prithavi Raj Road, New Delhi - 110011 latest by 30" June 2018.

2. The Nomination of the Candidates shall be forwarded in the enclosed NOMINATION FORM 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. Th.e
yet to be trained may also be clearly mentioned. Nomination form duly filled can also send to this

office Through E-mail.
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3. The names received after the due date will be registered for admission in the next session. Concerned
officers will be informed in due time.

4, Itis for all the trainees icipate in the personal contact programme. The employee/
officer participating in this programme will be considered on duty. If absent in the PCP can be
stopped from appearing in the Examination.

5. It is the responsibility of the administrative head of the concerned office to ensure that
employee/officer are nominated for maximum number of training.

6. Registered trainees should practice the kits (Jessons) in each working day for one hour.

7. Prescribe lessons after practicing should be send for evaluation to the Deputy Director Hindi Word
Processing (Hindi Typing) correspondence course 2-A Prithvi Raj Road, New Delhi-110011.

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

Yours faithfully,

(Poonam Oswal)

Deputy Director

Chti 1037
Contact Address
Poonam Oswal | Prithviraj Jaiswal & Anita Raikwar
D.ept.lty Dlrec!;qr 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, Pnthvx Raj Road, 2-A, Prithviraj Road,
New Delhi -110011. New Delhi -110011,
Tel: QI 1—2.3018196’ . Telefax: 011-23793256
E-mail:chti1037@nic.in E-mail: chti1048@nic.in
chtil051@nic.in
d ent No.-1 /1/2016/ P/ da 23.04.2018
Copy to:

1. Secretary (O.L.), Department of Official Language, Ministry of Home Affairs, NDCC -II,
Building, 3rd floor, Jai Singh Road, New Delhi.

2. Joint Secretary (O.L.), Department of Official Language, Ministry of Home Affairs,
NDCC -I1, Building, 4th floor, Jai Singh Road, New Delhi.

3. CAG, New Delhi:

4. UPSC, New Delhi.

5. Election Commission, New Delhi.

6. CVC, New Delhi.

7. SSC, New Delhi.

8. Rajyasabha /Loksabha Secretariat, New Delhi.

9. Central Hindi Directorate, New Delhi.

10. Secretary, Parliament Committee on Official Language, 11, Teen Murti Marg, New Delhi.
11. Director, Central Hindi Training Institute, New Delhi.
12. Director, Policy & Co-ordination, Deptt. of Official Language, MHA, NDCC -1I,
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13. Building, 4th floor, Jai Singh Road, New Delhi.

14. Technical Director, NIC, Deptt. of Official Language, MHA, NDCC -1I, Building, 4th
floor, Jai Singh Road, New Delhi.

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

16. Editor, Rajbhasha Bharti, Department of Official Language, Ministry of Home
Affairs, NDCC -1I, Building, 4th floor, Jai Singh Road, New Delhi.

17. Secretary, Banking Division, Ministry of Finance, North Block, New Delhi.

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

19. Deputy Director (Implementation), Deptt. of Official Language, MHA, NDCC -I1,
Building, 4th floor, Jai Singh Road, New Delhi.

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

21. All Deputy Directors/Incharge Hindi Teaching Scheme,
NewDelhi/KolkatalMumbai/Chennai/Guwahati/Bangluru/Hydrabad

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

23. Deputy Director (Exams), New Delhi.

24. All TOLIC chairmen.

25. Director, Official Language, Dak Bhawan, New Delhi.

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

27. 50 additional copies. %

(Poonam Oswal)
Deputy Director
Chti 1037

Note: There is no provision for Hindi Stenography through correspondence course in Central Hi.ndi
Training Institute and no private agency has been authorized by the -Department of Official
Language to impart Hindi Stenography training. Therefore, do not correspond in this regard.




Central Hindi Training Institute

NOMINATION FORM

Department of Official Language, Ministry of Home Affairs, New Delhi
Hindi Word Processing (HindiTypewriting)
Training through correspondence course

NOMINATION FORM

ALL THE NOMINATIONS COLUMN FILLING IS MANDATORY

Session: August, 2018 to January, 2019

Name (in Hindi)

Name (in English)

Name of Mother/Father/Husband(inHindi)

Name of Mother/Father/Husband

(in English)

Designation (in Hindi)

Designation (in English)

Mother Tongue of Candidate

Trainee's Gender

Female/Male

Date of Birth of Candidate

Details of Hindi Examination Passed

Ministry of Candidate

Name of Nominating Officer (in Hindi)

10

Designation of Nominating Officer

(in Hindi)

Office / Department Name (in Hindi)

12

Office / Department Name (in English)

13

Full Address of Office (in Hindi)

City

Pin code

Full Address of Office (English)

14

Telephone No. of Candidate

Mobile No. Compulsory

15

Do you have inscript keyboard (with Yes or No

Unicode font) in your Computer?

16

E-mail of Candidate

17

ADHAR Card No

18

Typing Speed in English
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19 | Mobile Number of Nominating Officer
20 | E-mail Address of Nominating Officer
21

Do you have Video conferencing facility Yes or No
available in your office ?

I hereby declare that :
(I) I'have not passed Hindi Word Processing (Hindi Typewriting)
examination from any recognized institute.

(IT) 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 I 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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