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TRYF/CIRCULAR
fawy- “siaremar Frata/itvaraT-ge-eraEr Srited TerH go e gfanfiar 2023-247 &g gfaftew
HHADT LT

Sub- Inviting entries for “Inter-branch Office/DCBO Official Language Mobile Trophy Competition 2023-24"

TSTHTYT & FITHT FANIT T FEIaT Sl o [oIT “IHAXATET FIATIT/ITUTAT-HE-ATET FIATAT ISTHTST Tl
doraelt wforfarar 2023-247 89 “Hersard-w” # AT FHO, Yoot & Ireherey Tl arar HrAierdi/hverery-
TE-ar@ AT § ulafear 3mdAfa & Fdr g gfaaffar § @aifie 3% utd aXe arel emdr
FTAT/ 3T TE- AT HIATT I “IHARATAT HIRATAL/ I TUTAT-HE-ATET FHATAT ISAHTYT T ST TeTeT
A Q&R fhar STean| 3R § & e wfafei geremr em@r #Y i 20.09.2024 g% AT A &l
fAuiRa AfY & swia groa gfafedt w R 78 R sreem)

Entries are invited from all the subordinate branch Offices/DCBO of the Regional Office, Chennai in

“Annexure A” for the “Inter-branch Office/DCBO Official Language Mobile Trophy Competition 2023-24" to

promote the progressive use of Official Language. The Branch Office/DCBO scoring maximum marks in the

competition will be awarded with “Inter-branch Office/DCBO Official Language Mobile Trophy. It is requested

to send your entries to Official Language Branch in the prescribed format by 20.09.2024. Entries received after

the due date will not be entertained.

I IRUT IFWR IYFA-Fe-8A AT 7EeT F IfAed & S fRar S T @

This circular is being issued with the approval of the A.C.-cum-R.D.

3fefeldetsh/Enclosure: IWIR/As above
Signed by Rajesh Sharma

Date: 09-09-2024 19:32:46

(Irster erAT/Rajesh Sharma)
39 fA&era(IrsTTIT)/Deputy Director(O.L.)
gfa/To:-
1. faSh af€E, 3w IngFd-He-aiag faders, & sriier, ..., de)
Personal Secretary, Additional Commissioner-cum-Regional Director, Regional Office, Chennai.
2. ATET YEUH/FART S Rafhcar iy, sl srhaey amar srter/siverag-ag-arar e,
& FrRTe, F.O.8.FH, de|

Branch Managers/IMO Incharge, all the subordinate Branch Offices/Dispensary-cum-Branch

Office, Regional Office, Chennai.
3. J9@se TaYSH, AT FEATHT, F.I.6).HH, dod F W JSABE W ITAIS FA & o]

Website Manager, Regional Office, ESIC, Chennai to upload it on website.
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“HATATET FRATE/ATETAT-TE-ATET FRATET TN T Sordcdt wfaaifrar 2023-24” &g WwiAT
Proforma for “Inter-branch Office/DCBO Official Language Mobile Trophy Competition 2023-24"
quits/Total Marks = 100

MET FHRATT T ATH/Name of the Branch Office

@ Y&teh T =ITH/Name of the Branch Manager

EREILTEIEIECICIC IR §AT S

Landline/Mobile/VolP e-mail 1D
TorHTT FfRATATA, 1963 i URT 3(3) FT HeqUTAA
1. ° o&F = 100% | quith = 06
Compliance of section 3(3) of Official Language Act, 1963 ®
(@) | T S U FETSTIA/EEATdS T F&d/Total no. of documents issued ey
(@) | fraer gfaemd & & SR T 7T How many were issued in bilingual format
o G §9 7 AR fRT AT FESIA/EEAESDT FidRrddr
Percentage of documents issued in bilingual format (FF = @/® X 100)
2. | 7@ AR # {Q 1 w=@E/Use of Hindi in original correspondence @& = 100% | qoitw = 06
(%) | T hcel #7T 99 ST fhT aw/How many original letters were issued in total? qrcdis
(@) | fraer 97 fE&rgfaemsy & S fFw arw/How many letters were issued in Hindi/bilingual?
@M | Edvefasmir warar i ufaeradi/Percentage of Hindi/bilingual correspondence (§F = @/& X 100)
3. | R & yrea wAt & 39¢ 3 A Rufd/Status of replying to letters received in Hindi 4 = 55-100% Uit = 06
(%) | & 3 wred Fel wed g9/ Total no. of letters received in Hindi qrcdis
(@) | fFder 91 T 3a% e 3798 =1Er =1/How many letters were not required to be replied
(M) | A9/remaining
(') | faer uat &1 39X B & fGar srmHow many letters were replied in Hindi
® foreT oAl &1 3R f@Er F &= oram, et gfderdar
Percentage of letters replied in Hindi (FF = g/r X 100)
4, | 3 & gred Tt F 39X 3 Y RufA/Status of replying to letters received in English @87 = 100% | Ui = 06
(%) | 31U 3 gred Fef wred 9=/ Total no. of letters received in English qrcdis
(@) | fFder 9T T 3% e 379f8T 1Er a1/How many were not required to be replied
(M) | M/remaining
(7) | Frder uat & 39X S & far aHow many letters replied in Hindi
® o1 Tt &1 3R BE & 3w mar, 33H gfarrdar/Percentage of letters replied in Hindi
(®@F = TAT X 100)
5. | 3rgelt 3 @ &= 1T £AA/No. of e-mails sent on your behalf a&T = 100% | quiiF = 04
(@) | St 7T Fd $AA/No. of e-mails sent qrcdis
@) | & & A 77w SAA/No. of e-mails sent in Hindi
@M | BE & 5 v $A A gfderadan/Percentage of e-mails sent in Hindi (g7 = @/& X 100)
6. wEdiRforetisaEafa e e & R/ § swranr i Rufa T = 100% | ot = 04
Status of signature in Hindi in files/registers/attendance registers etc. s
() | orET I d fteRE/AaaREr @ el HE&AT/Total no. of Officers/employees in the Branch Office HICdis
@ forae feRyFAar Faf@a 7 @ B & exanar & &2
How many officers/employees regularly sign in Hindi?
o RE 7 gTdeR e arel ARG /FAaRET Fr gfaeraar
Percentage of Officers/employees signing in Hindi (FF = @/% X 100)
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7. | urET FETEE g@RT BIEal W FR it BufA/Status of work on files by Branch Office 8T = 100% | qUiiw = 04
) AT FrTerg Ry fordr a1 feeaforadt A For HEan/Total no. of notings written in the Branch aTedF
Office
@) ATET FHIRATTT Canr %a # foey Tlé feeaforat A T&ANo. of Hindi notings written by the Branch
Office
- "N FRATe garT f&er 7 fordr a5 fecaforat & ufaeraar
Percentage of Hindi notings written by the Branch Office (FF = @/& X 100)
8. | @ YEU® @I BIgAl W F A BufA/Status of work on files by the Branch Manager 8T = 100% | qUiiw = 04
(@) | arar etk gt fod a1 Reaforal i ser H&dTotal no. of notings written by the B.M qredis
(@) | @ yeue @Rt REY & fol 918 fevaforat dr wwan/No. of Hindi notings written by the B.M.
- AT Yeeeh EaRT REr & fordr 915 feeaforat dr ufaeradr
Percentage of Hindi notings written by the Branch Manager (7 = @/m X 100)
9. | uTET YEUF AN & I BRIF/A-ANT W HiY cHor A GTAT (FIF YT HgEF gann) fi Bl
Status of number of dictation/ directly on the keyboard given by the Branch Manager (by a8 = 100% TTI‘FF = 04
himself or assistant)
) ATET YeiEreh aT & 915 f3Freere & Fel FeanTotal No. of dictation given by the Branch qredis
Manager
@) AT Yaeeh EaRT REr & & a5 T3 T H&ATNo. of Hindi dictation given by the Branch
Manager
- MW Yeeih Rl Rer # & 15 fBwreesr v ufaeraar
Percentage of Hindi dictation given by the Branch Manager. (FF = @/& X 100)
10. ﬁﬁ!ﬁr%ﬁqﬁﬁﬁaﬁﬁmﬁaﬂnﬂﬁemmﬂm . T = 100% | i = 04
Contribution of the Branch Office in various Hindi Competitions/Incentive Schemes
) e Frferg # At fteRi/maRat fr For g aTediS
No. of Officers/lemployees posted in Branch Office.
@) forder ATIRA/FAARET & FEr #1 Affes sfaafrani/scaes aenst & s fo=r
No. of Officers/lemployees who participated in competitions/incentive schemes
o gfRIanl/icaes A3t 7 T A are st /AAmRET @ gfderadr (3 = @/F X 100)
Percentage of the Officers/employees who participated in competitions/incentive schemes
" e, dar affawifar gfeaeEt aur et & odds T = 100% | o = 04
Headings of Registers, Service records/Service Books and Files s
Fel/Total gfaemdi/Bilingual glasmdr % Eusicy
() | @ar giEd=/Service Book
(@) | Far ’fFer@/Service record
(M | ISEe/Register (@ =
(&) | wrs/File aﬁ?ﬂd’f/ﬂ__‘m
(3) | 3uRRufa dfS1/Attendance Register X 100)
- AR/ AgFARCTS B/ YO/ HeAd AHG
Printed/Cyclostyle form/Proforma/Standard draft
iﬁl’/Total
12. ) ,.#an ) mmmamwﬁ i & = 100% | qUiiE = 04
Entries in Registers, Service records/Service Books and files
Fa/Total RV Hindi R % aTedF
() | War gREdeIService Book
(@) | ¥ar fAe@/Service Record (.H‘F )
, e
() | ISE/Register X 150)
(7) | 3ufeufa dfSehI/Attendance Register
@/Total
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13. | WS i A, sHYCe 3k gEaaE anfe fr fA/status of Rubber stamps, Nameplate and signboard &g = 100% t[l'-’1‘|7=|~7 = 04
Fl/Total gfasmiBilingual gfaamh % sTedi®
(%) | @3 Fr AEYRubber stamps
(@) | aTs=1a1s/Signboard @ =
(1) | Hrei/Seals FELI G T
(7 | o7 e¥/Letter head X 100)
(3) | ArAYEe/Nameplate
Fe/Total
14. | & geasi # @da/Purchase of Hindi Books s = 50-100% | qUifeh = 04
TEIH T TG W G H M Fel T Total amount spent on Books i icy
&) (o-lu-(lo{ 3R AF Feat g{-ddni BIga/Excluding journal and standard reference books)
(@) | B qraw i @lic W @d Hr 78 aRAmount spent on Hindi Books
- & qeaat & wlic W '@ & o R Hr gfrerdar
Percentage of amount spent on Hindi Books (FF = @/® X 100)
15. | & fasmu=il 9 saF/Expenditure on Hindi advertisements WET = 50-100% | YUIH = 04
() | =t o s 7 a1 el AR Total amount spent on advertisements qrcdis
(@) | 3Ed a RS faamgst . eag afWAmount spent on Hindi advertisements
- & et ) g afr fr gfderdar
Percentage of amount spent on Hindi advertisements (FF = @/F X 100)
16. | & ==t i W&AUNo. of Hindi advertisements &g = 50% qUitE = 04
(%) | famma=it &1 el HEATotal no. of advertisements i ic
(@) | 3H @ R A= 1 Fel HEAVOUt of these, no. of Hindi advertisement
(1) | &S Tt v gfarrddn/Percentage of Hindi advertisement (FF = @/w X 100)
17. | 9% SR F=A/Issue of cheques &g = 100% Uit = 04
(#) | @ % R S Fel AF/Total no. of cheques issued i ic
(@) | i&Er & IR A% FHr GEA/Cheques issued in Hindi
@M | B & IR A% gfaerad/Percentage of cheques issued in Hindi (g7 = @/® X 100)
18. | Rsmeia st FRtfeaaa afAfa i dew & gfdsnfaarParticipation in DOLIC meeting &g = 100% Ui = 04
¥+ Fr AV/Date of meeting TET Yaus/Branch Manager(zad ar sfRifafir /self or representative) qredis
() | 15.05.2023
(@) | 10.08.2023
(3 | 09.11.2023
() | 08.02.2024
19, Tt et ;B F e gefa Rae fafaa dk w9 "t g@= Information qET = IAF Qo = 12
regarding Quarterly progress report of Hindi to send regularly to Official Language Branch %’H‘I?f T gATCT °
faaTY @1 A AR RaE fo=r fr /Ry W 3T ATE Y S
Name of the Quarter Date of sending Quarterly report 5 ailfi@
(i) | Sfe7/June 2023
(i) | RdsR/September 2023
(iii) | feH=R/December 2023
(iv) | A/March 2024
20. T FRTEEEARENE @ e Rami 3%, geaes, enfsar sy &7 = 100% Qo = 04
Departmental meetings, conferences,seminars etc. organized by the branch e
¥ & R ST Jol, TFAT, TafSsat 3nfe A1 e TdEaT aTeds®
(=) ) . > )
Total number of meetings, conferences, seminars etc. held during the year
| T T R FTh, aigw R 3 o B e
No. of meeting for which agenda, minutes circulated in Hindi
i | T3 0 R, e A s
Percentage of agenda, minutes issued in Hindi (FF = @/% X 100)
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21. | sftreRat qamr fre aw MfeTor/inspection done by the Officers @& = 100% qUitE = 04
ol TR/ AR oar-odeT/ a3 ferdetor AT

Total no. of administrative/internal audit/technical/other inspection

(@) | Frae Roqo/RaE & & IR $r 1$/How many notings/reports prepared in Hindi

e # R feegofi/Raie i afaeraar

Percentage of notings/reports prepared in Hindi (FF = @/% X 100)

=)

@n

(T yaersh/ A e RifFcar afte)
(Branch Manager/IMO Incharge)

F9AT_ &4 &/Please note-

1) F9AT FI$ 3 o @rell o BIS|
Please do not leave any columns blank.

2) AT FE A T AT FATEH/ITLTTT-HE -2 FRATT F FIRAT AL &, o 3a% e “ony 7@ o
If any item is not related to your Branch Office/ DCBO, write “dTa[ @8 for the same.

3) I P A AT FETH/NTUTT-Hg-AT FATT ¥ T AL & 3UaT 39 #A H Fars nf@a A8 &
3R o TATHAT FT Seoig A T § A 3H A F g U FeT 3 YA AR U S|
If any item does not pertain to Branch Office/Dispensary-cum-Branch Office or no action is required in
that item and relevant rules are not violated, then that item will be excluded and total marks will be
given percentage wise.

4) AV FHel H 3h JU-3HJIIA IUR W I o8g & Ie[ed few Fean|

In the remaining items, the marks will be awarded on a pro-rata basis according to the maximum target.



