
 
के���य रेशम बोड� के अधीन�थ काया�लय / सं�थान / के�� के �शास�नक �धान �वारा 
राजभाषा संबंधी आदेश# के काया��वयन क$ ि�थ�त संबंधी भरे जाने हेत ु�नर�)ण +रपोट� का 
�ोफामा� 
Proforma of Inspection Report regarding position of Implementation of Orders 
relating to Official Language to be filled up by the administrative Head of 
Subordinate Office / Institute / Station of the Central Silk Board 

1.  अधीन�थ काया�लय / सं�थान / के�� का नाम व पता : 
 Name and address of the Subordinate Office / Institute / Station 
 

2. �नर��ण क� �त�थ 
 Date of Inspection 

3. (क)  काया�लय �धान का नाम, पदनाम व दरूभाष 
 (a)  Name, Designation and Telephone  

No. of  Head of the Office. 
 (ख) राजभाषा (ह�द� का काय� देखने वाले अ�धकार� 

  का नाम, पदनाम व दरूभाष 

 (b) Name, Designation and telephone No. 

  of the Officer looking after the work  

  of Official Language. 

 (ग)  (ह�द� काय� देखने वाला (य(द (ह�द� पद न हो) 

 (c) The person who looks after Hindi 

  Work (if there is no Hindi Post.) 

 

4. Kया �नLनMलNखत कागज़ात राजभाषा अ�ध�नयम, 1963 क� धारा 3(3) 

 के अनुसार (ह�द� तथा अUेंजी दोनV ह� भाषाओं मX जार� होते हY ? 

 [पछल� �तमाह� मX ][वभाषी ^प मX जार� कागजातV क� सं_या _________ 

 अUेंजी मX जार� _________ (ह�द� मX जार� _________ 

1. सामा�य आदेश ______________  2. �शास�नक या अ�य ��तवेदन __3. �ेस [वcािeतयां ___ 

4. सं[वदाएं __   5. करार ___6. �न[वदा सूचनाएं तथा �न[वदा �ा^प _____   

7. अ�य (कृपया �पkट करX) _________ 

Whether the undermentioned papers are being issued both in Hindi and English as 
required under section 3(3) of the Official Languages Act, 1963? Total No. of Papers 
issued in bilingual in the Last quarter _________ Issued in English________ Issued 
in Hindi ________ 

1. General Orders :  2. Administrative and other Reports   3. Press Communiques : 
4. Contracts  5. Agreements  6. Tender information &  Tender Drafts  
7. Others (Kindly specify) 
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5. Kया काया�लय के सभी साइनबोड� qrभाषी ^प मX और 
 नाम पt ][वभाषी ^प मX हY ? य(द नह�ं तो uकतन ेमाr अUेंजी मX हY ? 
 Whether all the signboards are in trilingual Form 
 And name plates are displayed in bilingual Form ? 

 
6. Kया काया�लय क� सभी रबड़ क� मोहरX / सील / चाट� / नKश े][वभाषी मX हY ? 
 Whether all rubber stamps / seals / charts / maps are in bilingual form ? 
 

 /ववरण    �/वभाषी  अ0ेंजी  1ह�द� 
 मोहरX / Stamps  

 सील / Seal 

 चाट� / Chart 

 नKश े/ Maps 

 
7. Kया फाइल कवरV तथा रिज�टरV के [वषय तथा [वMभ�न कालमV के शीष� (ह�द� 
 और अUेंजी दोनV मX Mलखे जा रहे हY ? 

Whether the subjects on the file covers and registers as also Heading of various 
columns of the registers are being written in both Hindi and English ? 

 
8. काया�लय मX �युKत होन ेवाले uकतन ेमानक मसौदे (ह�द� मX तैयार कराए गए हY ? 
 How many standard drafts have been prepared in Hindi, which are used in the office ? 

 
9. uकतन ेकम�चार� (ह�द� टाइपराइ(टगं / आशुMल[प जानते हY ? 
 How many employees have knowledge of Hindi Typewriting / Stenography ? 

 

10. काया�लय मX कुल अ�धकाzरयV / कम�चाzरयV क� सं. ________ 
 uकतन ेअ�धकाzरयV और कम�चाzरयV को (ह�द� का काय�साधक cान / 
 �वीणता �ाeत हY और उनमX से uकतन े(ह�द� मX काम करते हY ? 
 Total no. of Officers / Staff in the Office _________  
 How many officers / staff possessing working knowledge 
 Proficiency in Hindi and how many of them do their work  
 in Hindi ? 
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11. कम�चाzरयV को (ह�द� मX काम करने के Mलए �ो|साहन देने के संबंध मX Kया  
 उपाय uकए गए हY  ? 
 What steps have been taken to encourage the employees to  work in Hindi ? 

 
12. Kया काया�लय मX राजभाषा काया��वयन सMम�त का गठन हुआ है ? 
 Whether an official  Language Implementation Committee 
 has been constituted in the office ? 

(क)  Kया इस सMम�त क� बैठकX  हर तीन मह�ने मX �नयMमत ^प से होती हY ? 
(a) Whether the meetings of this committee are being held 
 regularly in every three months ? 

(ख) इस सMम�त क� [पछल� बैठकX  uकन तार�खV मX हुई थीं ? (चार बैठकX ) 
(b) The dates on which the previous meetings of the 
 Committee were held ? (4 meetings) 

 

13. Kया काया�लय से संबं�धत सभी फाम� का (ह�द� अनुवाद हो चकुा है ? य(द नह�ं, तो 
 uकतनV का अनुवाद होना अभी बाक� है और उनके अनुवाद के Mलए Kया कार�वाई 
 क� जा रह� हY ? 

Whether Hindi translation of all forms concerning to the office has  been done ? If not, 
what remains to be done and what steps are being taken for their translation ? 

 
14. Kया (ह�द� के �योग से संबं�धत �तमाह� �ग�त zरपोट� मु_यालय / बोड� मु_यालय को 
 �नयMमत ^प से भेजी जाती हY ? [पछल� �ग�त zरपोट� uकस अव�ध क� थी और uकस 
 तार�ख को भेजी गई थी ? 

Whether the Quarterly Progress Report regarding the use of Hindi is being sent 
regularly to the Head office /  Boards Head office ? Which is the quarter covered in the 
last progress report and the date on which it was sent ? 

 
15. Kया (ह�द� Mश�ण योजना का के�� है ? य(द नह�ं तो अ�धकाzरयV /  कम�चाzरयV के 

(ह�द� Mश�ण के मामले मX Kया कार�वाई क� गई है ? 
Is there Hindi Teaching Scheme Centre ? If no, what action has been taken to train 
the Officers / Employees in Hindi ? 
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16. Kया (ह�द� पु�तकालय का �बंध uकया गया है ?  
 Whether a Hindi Library has been maintained ? 

 
17. Kया (ह�द� (दवस / पखवाडा हर वष� मनाया जाता है?[पछले समारोह के [ववरण दX । 
 Whether Hindi Day / fortnight is being celebrated every year ?  Please give details 

about the last celebration. 

 
18. Kया पrशीष� और MलफाफV तथा �टेशनर� क� अ�य मदV पर छपे या उ|क�ण� लेख 
 (ह�द� और अUेंजी दोनV मX हY ? 
 Whether all letter heads and inscriptions on envelopes and other items of stationery 

are written / printed or inscribed both in Hindi and English. 

 
19. अ�य / Others  : 

 
       �शास�नक �धान के ह�ता)र  
       Signature of the Administrative Head  
       नाम  /  Name : ___________________ 

       पदनाम / Desig.: __________________ 

       दरूभाष /  Phone: __________________ 

 

 


