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Appointing Authority
Approval
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Bulk E-mail
Business Rule

C

Cadre

Cadre Controlling Authority
Cadre Review
Cancellation
Capacity Building
Cap and Collar rate
Casting vote
Casual Leave (CL)
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Date of Retirement
Deadline

Death-cum-Retirement Gratuity
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Declaration

Decorum

De Facto

De jure

Defalcation
Deferment
Delegation of Powers
Deletion

De novo

Department
Departmental Candidate

Departmental Examination

Departmental Inquiry

Departmental Proceedings

Departmental Promotion
Committee (DPC)
Deportation

Deputation

Deputation Allowance
Deputation Period
Dereliction of duty
Designation

Desk Officer

Detailed Vacancy
Deviation

Disciplinary Authority
Disciplinary Proceedings
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Discharge Certificate
Discontinuation
Dismissal

Disposal of Representation

Dissolution
Distribution List
Document

Document Verification
Domicile Certificate
Draft

Due Date

Duty Roster

E

Earned Leave (EL)
Educational Eligibility
E-File

Elementary Education
Eligibility Criteria
Eligible Candidate
Employee Code
Employer’'s Contribution
Employee Record
Employee Welfare
Employer

Employment Exchange
Enclosure
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Endorsement
Engagement

Entry Level

Equal Opportunity
Establishment
Establishment Section
Evaluation Committee
Ex-cadre Post
Executive Authority
Exemption
Experience Certificate
Expert Committee

Ex gratia

Ex gratia grant

Ex gratia payment
Ex officio

Ex parte

Ex post facto
Extension

Extension of Service
Extraordinary Leave (EOL)

F

Facilitation

Fact-finding Committee
File

Final Order

Final Seniority List
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Financial Upgradation
Fiscal year

Fitness Certificate
Fixed Pay

Follow-up Action
Forenoon

Fluid situation
Foreign Service
Forwarding Letter
Freight

Fresh Appointment
Fresh Receipt
Full-Time Employee
Functional File index

Functional Requirement

G

Gazette Notification
Gazetted Holiday
General Administration
General Conditions

General Instructions

General Provident Fund (GPF)

General Section

Government Accommodation

Government Employee
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Government Order
Grading

Graft

Grateful

Grant-in-Aid
Grievance
Grievance Redressal
Gross Emoluments
Group Insurance
Growth Rate

Guest of honour

H

Habitual defaulter
Half Pay Leave (HPL)
Handing Over Charge
Hard Copy
Headquarters

Head of Department
Head of Office
Hierarchical

Holiday

Honorarium

Hours of Employment

House Rent Allowance (HRA)

Human Resource

Human Resource Development (HRD)

LR TSR
DEREITY]
Read, g7
eIy 3ieere
IREIR G
IREIRCEEEIRG)

g AT

afarse 3fafy

AT Ot O




I

Identity Card
Imdemnify
Immediate Effect
Immigrant
Immovable property
Impartiality
Impeachment
Imperative
Implementation

Imprest account
Improvisation

Inadvertently
Incentive Scheme
In-charge
Incognito
Increment
Incumbent
Induction Training
Industrial Dispute

Information

Information Technology (IT)

Infringe

Initial Appointment
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Inquiry

In Service
Inspection Report
Integrity

Inter alia
Inter-departmental
Internal Circular
Internal Committee
Internal Communication
Internal Transfer
Inter se seniority
Invalid Pension
Invitation

Ipso facto

Ipso jure

Issue

J

Joining Report
Joint Cadre
Joint Secretary
Junior
Jurisdiction

Justification

forretor Rare

T 91ar & gry-ary
R-TFeehr




K
Key Responsibility
Know How

Knowledge Upgradation
L

Language Proficiency
Leave Encashment
Leave Sanction
Leave Travel Concession (LTC)
Legal Heir

Legal Opinion

Letter of Appointment
Letter of Intent

Level

Liability

Liasion officer
Library

Lien

Link Officer

Local Holiday

Local Office

M

Maiden Speech

Maintenance of Service Book
Maladjustment
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Maladministration
Malafide
Martyr

Material Acceptance Report

Material evidance
Means of subsistence
Medical Certificate
Medical Examination
Medical Fitness

Medium of Language
Medical Leave

Medical Reimbursement
Memorandum

Merit

Meritorious Service
Merit List

Methodology
Minimum Qualification
Ministerial staff
Misconduct
Modification

Monthly Report
Mortgage Lease
Movable Property
Movement Order
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Multi-Tasking Staff (MTS)
Mutatis mutandis

N

Name of Candidate
National Holiday
Native language
Newsletter
Nomination
Nominee
Non-Gazetted
Non-Joining
Non-Regular Service
Non-Transferable
Not Eligible

Noting

Note for Approval

No Objection Certificate (NOC)

Notification

O

Oath of Allegiance
Objection
Obsolescence
Office Copy

Office Memorandum
Office Note
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Office Order

Office Procedure

Office Working Days
Official

Official Correspondence

Official Language
Official Record

Officiating Allowance
Omission

On Deputation

On Joining

Open Competition
Order of Appointment
Order of Transfer
Original Certificate
Outstation Duty

Out source

P

Panel

Parental Leave
Part-Time Employee
Pay Level

Pay Matrix

Pay Slip

HIATTT 3T
HTATerT Tfshar
FATT HRICTH
TR/t

ARG TIRAR/FRTTN

YA /ATATCIT
Rgca ol
37eTehITeleh ey
ddel &R

T AfgTrw

adeT gdf




Penalty

Pending Case
Pensioner

Period of Probation
Permanent Employee
Permission
Perpetual lease
Personal File
Personal Information
Personnel Section
Persona non grata
Photocopy

Place of Posting
Police Verification
Policy

Position

Post

Post Creation

Post Held

Posting

Posting Order

Preliminary Scrutiny
Prescribed Format

Prescribed Qualification
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Presence

Prima facie

Probation

Probation Period
Promotion

Promotion Order
Promotion Policy
Property Return
Proposal

pro-rata

pro tempore appointment
Provisionally Selected
proximo

Public Holiday

Q

Qualification
Qualifying Service
quantum meruit
qguasi-permanent
Query

Query Sheet
Quota

R

Reappropriation
Record
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Record Room

Record Retention Schedule
Recovery

Recruitment

Recruitment Notice
Recruitment Rules (RRs)
Recurring charges
Re-designation

Redresal of grievances
Reference

Reference Number
Refutation

Regular Appointment
Regular Service
Reinstatement

Rejection

Relieving Order
Relinquishment of Charge
Reminder

Removal from Service
Renewal

Repatriate

Replacement

Reporting Officer
Representation

Reserved Category
Resignation
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Res judicata

Resolution

Restoration

Restricted Holiday (RH)
Retirement

Retirement Benefits
Retirement Order
Reversion

Review

Revised Seniority List
Revision

Right to Information (RTI)
Requisite information
Rule Position

Rules and regulation

S

Salary

Salary Certificate
Salient features
Sanction

Scarcity of resources
Screening

Screening Committee
Search Committee
Selection Committee

Selection Process
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Selection grade
Self-Appraisal
Self-Attested Copy
Seniority List
Service Book
Service Conditions
Service Matter
Service Particulars
Service Record
Service Verification
Shift Duty
Shortlisting

Show Cause Notice
Sine cure

Sine die

Sine qua non
Staff

Staff Strength

Standard Operating Procedure (SOP)

Station Leave
Status Report
Status quo ante
Stenographer
Stipend

Strenuous
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Subordinate Office

Sub judice
Superannuation
Superannuation Pension

Suspension

T

Technical Qualification
Temporary Appointment
Temporary Employee
Tenure

Termination

Terms and Conditions
Time Bound Promotion
Time Scale

Tour Report

Training

Training Calendar
Training Programme
Training Schedule
Transfer

Transfer Grant
Transfer Order
Transfer Posting
Transfer Policy

Travelling Allowance (TA)
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Tribunal
Triparting

U

Ultimo
Unauthorized Absence
Undersigned
Undertaking
Unfilled Vacancy
Uniform

Union Territory
Unit

Update
Upgradation
Upper Age Limit
Urgent

Utilization

\'

Vacancy Position
Vacancy Year
Valedictory address
Validity

Verification
Verification Report
Vetting

Vigilance
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Vigilance Angle
Vigilance Clearance
Vigilance Case
Voluntary Retirement

Voluntary Retirement Scheme (VRS)

w

Waiting List
Waiver

Welfare

Welfare Measure
Willingness
Withdrawal
Withdrawal of Resignation
Work Allocation
Work Distribution
Work Experience
Work Order

Work Profile

Work Schedule
Work place/Station
Working Day
Working Hours

Written Examination

X
Xerox Copy
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Y

Yardstick AEs

Year of Recruitment Fdt ay

Year of Vacancy Riga aw

Yearly Report Iy RAE
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ISHITAINR HEIATIT & IHHEN/TRISSN/FHEAT & AH

English

Director General Office (DG Office)

Office of the Additional Director
General (Intramural)

Office of the Additional Director
General (Extramural)

Senior Deputy Director General
Office

Senior Financial Advisor Office
Deputy Director General
(Administration) Office
Additional Director General
(Administration) Office
Administration Section

Bill Section

Communicable Diseases Division
(CD)

Central Procurement Cell (CPC)
Clinical Studies and Trials Unit
(CSTU)

Data Centre

Delivery Research Division
Descriptive Research Division

Development Research Division
Department of Health Research
(DHR)

f&dr

g FEaTeT (3
FTATY)

39T A (3NaRe)
FTATT

3R FGIACIF (SE) FATT

aRss 39 FgIaees FraTeT

aise AT goEeR FrRTE
39 ARG (FRATH) HrTord

HW AGIAGLF (FATHA)
HraTery

SIRITE 37o]8TTaT

forer 3tegetmar

FARY 9T FHET (TS

FET Te/ITIuT g (i)
Al 31T Td TRETUT SHIS
(Fwady)

3¢ &g

faeeor (f3eltedl) rgaens w1
auleeAs (f8T&hitea) sregaeme
T

Qe (saeiusie) reqaere yermT
ALY Jefere faemmT
(STT3R)




Discovery Research Division
E-Governance

Establishment Section

Extramural Finance Section
Finance & Accounts Section
Official Langugage Section
Human Resource Development
Division (HRD)

International Health Division (IHD)

Indian Journal of Medical
Research (IUJMR)
Intellectual Property Rights (IPR)

Innovation and Translation
Research (ITR)

Legal Section

Logistics Section
Maintenance Unit

Medical Cell
Non-Communicable Diseases
Division (NCD)

Policy and Communications
Division (P&C)

Personnel Section

Receipt & Issue Section (R&I)

Division of Reproductive, Child
Health & Nutrition (RCN)
Recruitment & Promotion Cell
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RTI & Grievance Cell

Store Section
Vigilance Section
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Director General (DG)

Additional Director General (ADG)
Senior Deputy Director General
Deputy Director General (DDG)
Additional Director General
(Administration)

Additional Director General
(Finance)

Senior Financial Advisor

Officer on Special Duty (OSD)
Scientist

Deputy Director (Official Language)
Assistant Director (Official
Language)

Junior Translation Officer (JTO)
Senior Administrative Officer (Sr.
AO)

Senior Accounts Officer (Sr. ACO)

Section Officer (SO)
Assistant

Personal Assistant (PA)
Private Secretary (PS)
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Senior Private Secretary (SPS)
Upper Division Clerk (UDC)
Lower Division Clerk (LDC)
Multi-Tasking Staff [MTS(G)]
Staff Car Driver

Principal Technical Officer
Senior Technical Officer
Technical Officer

Technical Assistant

Senior Technician
Technician

Laboratory Assistant
Laboratory Attendant

Field Worker

Library Clerk
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Consultant

Senior Consultant

Project Research Scientist
Project Technical Support
Project Nurse

Project Administrative Support
Project Coordinator

Project Manager

Project Officer

Project Consultant

Young Professional
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Data Entry Operator (DEO)
Office Assistant (Contractual)
Field Investigator

Field Assistant

Field Attendant

Research Assistant
Research Scientist
Computer Programmer
Software Developer
Statistician

Biostatistician

Data Manager

Data Analyst

Research Officer

Scientific Administrative Assistant

Senior Resident
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English feer
Abatement Heldl/FaT
Abstract of Expenditure gy 9
Acceptance of Tender fafaer wiepfa
Account Code AT FIE
Account Head o@r iy
Account Statement o@r faavor
Accountant AGTHR
Accounting I GTehet
Accounting Year SECIRG L]
Accounts Officer oEr rfaenT
Accrual 3UTolel
Accrued Expenditure 3UTfoid e
Accrued Income 3qIfoIa 3
Adjustment ARSI
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Advance Payment
Advance Register
Allocation

Annual Accounts

Annual Budget

Annual Financial Statement

Annual Maintenance Contract (AMC)

Appropriation Account
Arrear

Asset

Asset Register

Audit

Audit Objection

Audit Para

Audit Trail

Authorized Expenditure

B

Balance

Balance Amount
Balance Sheet

Bank Account

Bank Book

Bank Charges

Bank Draft

Bank Guarantee (BG)
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Bank Reconciliation Statement (BRS)

Bank Transfer
Basic Price
Beneficiary
Bid Capacity
Bid Document
Bid Evaluation
Bid Opening
Bid Security
Bid Validity
Bidder

Bill Passing
Bill Register
Billing

Book Value

Budget Allocation
Budget Control
Budget Estimate (BE)
Budget Head

Budget Provision
Budget Utilization
Bulk Purchase

By hand
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C

Calibration Charges

Capital Asset
Capital Expenditure
Capital Grant
Capital Receipt
Carry Forward
Cash

Cash Balance
Cash Book

Cash Payment
Cash Receipt

Cash Voucher

Central Public Procurement Portal

Certificate of Utilization
Certified Bill

Cess

Cheque Book

Claim

Closing Balance
Commercial Bid

Comparative Statement

Competent Financial Authority (CFA)
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Comprehensive Maintenance Contract a9 37I&TOT 3feleer

(CMC)
Conditional Bid
Consolidated Fund

Consolidated Statement of Expenditure

Consumable Item
Consumption Register
Contingency
Contingent Bill
Contract Agreement
Contract Price
Contract Value
Contractual Payment
Cost Analysis

Cost Centre

Cost Estimate

Cost of Procurement
Credit

Credit Balance
Current Asset

Current Liability
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D

Debit ATH/FOT

Debit Note AR FIAT-I
Deduction Heldr

Deficit HreT

Demand Draft (DD) A 3ve
Demand for Grants 3feJalet shr HaT
Departmental Purchase Committee  f33miha wa/ade afafa
(DPC)

Deposit STAT

Deposit Account STAT 1T

Deposit Register AT gfSrer
Depreciation Hedgrd

Direct Expenditure YcI&T =Iqg

Direct Tax Jc&y Y
Disallowance ﬁ%d‘\lqu/o-lle!-ioj\{ E2ap)
Discount BC

Disposal IGEEGE

Disposal Value g Hea
Distribution of Funds faferar s faavor
Double Entry System CALSURSECHE I
Drawing and Disbursing Officer 3TeX0T Uq Higavor
(DDO) JfERT (3813)
Due Payment o §TITCAeA

Duty [eh/acied
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E

Earnest Money Deposit (EMD)
Electronic Fund Transfer (EFT)
Electronic Payment

Electronic Receipt

Eligibility Criteria

Encashment
End User Certificate

Estimated Cost
Estimated Expenditure
Estimated Value
Evaluation

Excess Expenditure
Exchange Rate
Exemption
Expendable
Expenditure
Expenditure Control
Expenditure Head
Expenditure Register
Expenditure Sanction
Export Duty
Expression of Interest (EOI)
External Audit
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F

Fair Value

Fee

Final Bill

Final Payment

Final Settlement
Finance Committee
Finance Division
Finance Officer
Financial Adviser (FA)
Financial Approval
Financial Assistance
Financial Concurrence
Financial Liability
Financial Management
Financial Power
Financial Proposal
Financial Rules
Financial Sanction
Financial Statement
Financial Year

Fixed Asset

Fixed Deposit

Fixed Price Contract

Foreign Currency
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Foreign Exchange
Forfeiture

Fund

Fund Allocation
Fund Availability
Fund Flow

Fund Release

Fund Transfer

G

General Conditions of Contract (GCC)

General Financial Rules (GFR)
General Ledger
Goods and Services Tax (GST)

Goods Receipt Note (GRN)
Government Account

GeM Availability Report
Government e-Marketplace (GeM)
GeM Bid

GeM Bid Comparison

GeM Buyer
GeM Cart
GeM Catalogue
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GeM
GeM

GeM

GeM
GeM
GeM
GeM
GeM
GeM

Contract

Direct Purchase
L1 Comparison

L1 Purchase
Order

Order Acceptance
Portal

Seller

Vendor Assessment

Government Guarantee

Government Receipt

Government Revenue

Government Treasury

GST

GST Invoice
GST Registration

Grant

GST Return

Grant Allocation

Grant Balance

Grant Number

Grant Release

Grant Sanction
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Grant-in-Aid

Grant Utilization
Grant-in-Aid Bill
Grant-in-Aid Register
Grant-wise Expenditure
Grantee

Gross Amount

Gross Income

Gross Salary

Guarantee

H

Head of Account
Head of Expenditure
Hire Charges

Hiring

Honorarium

Hypothecation

I
Import Duty

Income Tax
Indent

Indenting Officer
Indirect Tax
Inspection

Inspection Certificate
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Inspection Note
Inspection Report
Instalment
Insurance
Insurance Charges
Internal Audit
Internal Auditor
Inventory
Inventory Control
Inventory Register
Invoice

Invoice Value
Irregular Expenditure
Irrevocable

Issue Register

Issue Voucher

J

Joint Account
Joint Inspection
Joint Measurement
Journal

Journal Entry
Journal Voucher

Justification

Justification Statement
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K

Key Performance Indicator (KPI)
KYC (Know Your Customer)

L

Laboratory Chemicals
Laboratory Instrument
Labour Charges

Late Fee

Late Payment

Ledger

Ledger Account

Legal Heir

Letter of Acceptance (LoA)
Letter of Authority

Letter of Award (LoA)

Letter of Credit (LoC)
Letter of Intent (Lol)
Liability

Life Cycle Cost

Life Cycle Costing

Limited Competition
Limited Tender
Limited Tender Enquiry (LTE)
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Liquid Asset

Liquidated Damages (LD)

Loading Charges

Local Purchase

Local Purchase Committee

Local Service Provider
Locus Standi

Logistic Charges
Logistics Support
Loss

Lowest Bid

Lowest Evaluated Bid
Lowest Responsive Bid

Lump Sum Contract

M

Maintenance
Maintenance Charges
Maintenance Manual

Maintenance Schedule
Major Head

Major Works

Make in India
Mandatory Document
Manual Payment
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Manufacturer

Manufacturer's Authorization Certificate

(MAC)

Manufacturer's Warranty
Manufacturing Cost
Manufacturing Defect
Market Price/Rate
Material Code

Material Dispatch
Material Handling Charges
Material Inspection
Material Issue Voucher
Material Receipt Register
Material Return

Material Specification
Material Stock

Material Transfer
Material Verification
Maximum Retail Price (MRP)
Measurement
Measurement Book (MB)
Measurement Certificate
Measurement Register
Measurement Sheet
Medical Consumables

Medical Equipment
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Memorandum of Understanding (MoU)

Minimum Order Quantity (MOQ)
Minor Head

Minor Works

Miscellaneous Charges

Mode of Payment

Money Receipt

Monthly Accounts

Monthly Expenditure

Monthly Financial Statement
Monthly Progress Report (MPR)
Monthly Reconciliation Statement
Mortgage Lease

Multi-source Procurement
Multi-Year Contract

N
Name of Account
National Competitive Bidding (NCB)

National e-Governance Services Ltd.
(NeSL)

Negotiation Committee
Net Amount

Net Asset

Net Contract Value
Net Payable
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Net Payment
Net Price
Net Quantity
Net Rate
Net Receipt
Net Worth

No Claim Certificate

No Demand Certificate (NDC)

No Due Certificate (NDC)
Nodal Agency

Nodal Officer

Nominal Value
Nomination

Nominee
Non-Compliance
Non-Consumable Iltem

Non-Expendable

Non-Performing Supplier

Non-Proprietary Item

Non-Recurring Expenditure

Non-Recurring Grant
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Non-Responsive Bid

Non-Standard Item

Non-Tax Revenue

Normal Wear and Tear

Note for Approval

Notice Board

Notice Inviting Bid (NIB)
Notice Inviting Quotation (NIQ)
Notice Inviting Tender (NIT)

Notification

National Open Competitive Procurement
Negative Balance

Net Invoice Value

Net Tax Payable

New Purchase
Non-Judicial Stamp Paper
Non-Refundable Deposit
Notional Value

Numerical Code

O

Object Classification

Objection Memo
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Office Contingency

Office Copy

Office Expenses/ Expenditure
Official Receipt

On Account Payment
One-Time Payment
Online Payment

Open Competitive Bidding
Open Market Purchase
Open Tender

Opening Balance
Opening of Financial Bid
Opening of Technical Bid
Opening Stock

Operating Budget
Operating Expenditure
Order Acceptance

Order Amendment

Order Cancellation

Order Confirmation

Order Placement

Order Processing
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Order Status
Original Bill

Original Equipment Manufacturer

Authorization

Original Invoice

Out-of-Pocket Expenses

Outstanding Advance
Outstanding Amount
Outstanding Liability
Over Budget
Overhead Charges
Overpayment
Overwriting
Ownership Certificate

Outward Register
Order Acknowledgement

Order Compliance
Order Execution
Order Fulfilment
Order Revision
Order-wise Payment

Original Document
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Overdue Amount

Overdue Payment

P

Packing Charges
Packing List

Partial Payment
Partial Supply

Pay and Accounts Office (PAO)
Pay Order

Payee

Payment Advice
Payment Approval
Payment Authority
Payment Confirmation
Payment Due Date
Payment Gateway
Payment Processing
Payment Release
Payment Schedule
Payment Status
Payment Terms
Payment Voucher
Penal Interest
Penalty

Pending Bill
Pending Payment
Per Unit Cost/Price
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Performance Bank Guarantee (PBGQG)
Performance Certificate
Performance Evaluation
Performance Report
Performance Security
Performance Warranty
Period of Contract
Periodic Verification
Permanent Advance
Physical Verification
Pre-Bid Meeting
Preliminary Estimate
Pre-Dispatch Inspection
Price Bid

Price Comparison
Price Discovery

Price Escalation

Price Preference

Price Reasonableness
Price Schedule

Price Variation Clause
Procurement
Procurement Approval
Procurement Committee
Procurement Manual
Procurement Plan
Procurement Policy
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Procurement Process
Procurement Proposal
Procurement Schedule
Procurement through GeM
Product Specification
Project Completion Report
Project Expenditure

Project Financial Statement
Project Grant

Project Sanction

Project Utilization Certificate

Project-wise Expenditure
Proof of Delivery (POD)
Proprietary Article Certificate (PAC)

Provisional Payment
Public Financial Management System
(PFMS)

Public Procurement
Public Procurement Policy
Purchase Committee
Purchase Indent
Purchase Manual
Purchase Order

Purchase Preference
Purchase Proposal
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Purchase Register
Purchase Requisition
Purchase Value

Q

Qualification Criteria
Qualified Bidder
Qualified Vendor
Quality Assurance
Quality Certificate
Quality Check
Quality Control
Quality Inspection
Quality Standards
Quality Testing
Quantity

Quantity Discount
Quantity Supplied
Quantity Verification
Quarterly Expenditure
Quarterly Financial Statement
Quarterly Report
Quotation

Quotation Evaluation
Quotation Opening

Quotation Register
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Quoted Price
QCBS (Quality-cum-Cost Based
Selection)

R

Rate Analysis

Rate Contract

Rate Justification

Rate Reasonableness
Rate Schedule

Rate Validity

Receipt and Payment Account
Receipt Register
Receipt Voucher
Receivable

Receiving Officer
Receiving Report
Reconciliation
Reconciliation Statement
Record Retention
Record Room

Record Verification
Recovery

Recovery Register
Recovery Statement

Recurring Expenditure
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Refund Claim
Refund Order
Refund Voucher
Registration Fee
Reimbursement
Reimbursement Bill
Reimbursement Claim
Rejected Material
Release of Funds
Release Order
Release of Payment
Remittance
Remittance Advice
Renewal

Repair Charges

Repair and Maintenance

Replacement
Replacement Cost
Replacement Warranty
Requisition

Research Grant
Research Project
Reserve Fund
Reserve Price

Residual Value
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Resolution

Resource Allocation
Response Time
Restoration Charges
Restricted Tender
Retention Money
Return of Goods
Return Register
Revenue

Revenue Expenditure

Revenue Receipt

Revised Administrative Approval

Revised Estimate (RE)
Revision of Rates

Running Bill

S
Salary Bill

Sale Proceeds

Sale Register

Sale Value

Sample Approval
Sample Testing Report
Sampling

Sanction
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Sanction Amount
Sanction Order
Sanctioned Budget
Sanctioned Cost

Savings

Schedule of Rates (SOR)

Schedule of Requirement (SoR)

Scientific Consumables
Scientific Equipment
Scientific Grant
Scientific Instrument
Scientific Procurement
Scope of Work
Security Bank Guarantee
Security Deposit
Security Forfeiture
Security Money
Security Refund
Self-Certification

Service Charges

Service Completion Certificate

Service Contract

Service Invoice
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Service Level Agreement (SLA)

Service Provider

Service Register

Service Tax

Settlement

Settlement of Account
Short Supply

Shortfall

Single Source Procurement

Single Tender
Site Acceptance Test (SAT)

Site Inspection

Software License
Software Maintenance
Spare Item

Spare Parts

Special Conditions of Contract
Special Repair
Specification
Specification Compliance
Standard Bid Document
Standard Cost
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Standard Operating Procedure (SOP)

Standard Rate
Standardisation
Standing Advance
Standing Committee
Standing Offer

Statutory Compliance

Statutory Deduction
Stock Adjustment
Stock Balance
Stock Book

Stock Entry

Stock Issue

Stock Ledger

Stock Position
Stock Reconciliation
Stock Taking

Stock Transfer
Stock Verification
Stores Issue Voucher
Stores Ledger

Stores Receipt

Stores Receipt Voucher
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Stores Register
Stores Verification
Sub-allocation
Sub-head
Sub-voucher
Submission of Bill
Subsidy
Supplementary Grant
Supplier

Supplier Performance
Supply Acceptance
Supply Completion Certificate
Supply Delay

Supply Order

Supply Status

Supply Verification
Supporting Documents
Surplus

Survey Report

T

Tax
Tax Assessment

Tax Compliance

Tax Deducted at Source (TDS)
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Tax Deduction

Tax Exemption

Tax Invoice

Tax Liability

Tax Payment
Tax Refund

Taxable Amount

Taxable Value

Technical
Technical
Technical
Technical
Technical
Technical
Technical
Technical
Technical
Technical
Technical
Technical
Technical
Technical
Technical

Technical

Bid

Bid Evaluation
Committee
Compliance
Deviation
Evaluation Committee
Examination
Expert

Inspection
Qualification
Sanction
Sanction Estimate
Scrutiny
Specification
Support

Verification

Tender Acceptance
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Tender Amendment
Tender Award
Tender Cancellation

Tender Capacity

Tender Comparison Statement

Tender Conditions
Tender Document
Tender Enquiry

Tender Evaluation Report
Tender Fee

Tender Inviting Authority
Tender Notice

Tender Number

Tender Opening
Tender Opening Committee

Tender Process
Tender Schedule
Tender Scrutiny
Tender Validity
Terms and Conditions
Test Certificate

Test Report

Testing Charges

Testing Laboratory
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Third Party Inspection
Time Extension
Time Limit

Time Overrun

Time Schedule
Timely Payment
Tool Kit

Tools and Equipment
Total Contract Value
Total Cost

Total Expenditure
Total Project Cost
Trade Discount
Trade Licence
Training Charges
Training Expenditure
Transaction
Transaction ID
Transfer

Transfer Entry
Transfer Order
Transit Insurance
Transport Bill
Transport Charges

Transportation Register
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Travel Advance
Travel Allowance (TA)
Travel Claim

Travel Expenses
Treasury

Treasury Challan
Trial Run

Turnkey Project

Turnover

U

Unadjusted Advance

Unauthorised Expenditure

Unbudgeted Expenditure

Unclaimed Amount

Unclaimed Deposit

Unconditional Bank Guarantee

Unconsumed Balance
Undisputed Amount
Undue Payment
Unencumbered Balance
Unforeseen Expenditure
Unit

Unit Cost

Unit Price
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Unit Rate

Universal Account Number
Unloading Charges
Unliquidated Advance

Unpaid Bill

Unpaid Invoice
Unpaid Liability
Unrecoverable Amount
Unserviceable Articles
Unserviceable Stores
Unspent Balance
Unspent Grant
Unsuccessful Bid
Unsuccessful Bidder
Unsecured Advance
Unsecured Loan
Usage Certificate
Use-by Date

User Acceptance Test (UAT)

User Charges
User Department

User Manual

SIS X
araeifAe @rar aer
(Juue)

3T THR
AT/ 3R AR
d A

3vied oo

Ve drelled

3ved Sadr

39T RS g5 A
39T JrEed
KGR ICIEIENy
3R Aw
3R Hefar
3B STl

B drelierar
gfara HfaA
3rgIfETd ®/oT
39T YATOT-IF
39gmer Fr 3ifas far
3TNl TAIhTd
dtafoT ()
3UANThRAT eh/THR
EEpICICICEIC)
3TNl JRecenT




User Requirement

Utilisation

Utilisation Certificate (UC)

Utility Bill

Utility Charges

Utility Services

\'

Validity

Validity Period
Valuation

Valuation Report
Value

Value Added Tax (VAT)
Value for Money
Value of Goods

Value of Supply
Value-wise Expenditure
Variable Cost
Variation

Variation Order
Vendor Assessment
Vendor Registration
Vendor Selection

Verification Certificate
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Verification Report
Verified Bill
Verified Invoice
Voucher

Voucher Entry

w
Wages Register

Warehouse
Warehouse Register
Warranty Certificate
Warranty Claim
Warranty Service
Way Bill

Weighment
Weighment Certificate
Weighment Slip
Wholesale Price
Withdrawal
Withdrawal Register
Withholding Tax
Work Completion Certificate
Work Contract

Work Estimate

Work Execution

Work Measurement
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Work Order

Work Site

Work Statement
Work-in-Progress (WIP)
Working Capital
Workmanship
Workshop Charges
Write-off

Write-off Proposal
Written Approval

Y
Year End Closing

Year-wise Allocation
Year-wise Budget
Year-wise Expenditure
Year-wise Progress
Yearly Accounts

Yearly Expenditure

Yearly Financial Statement

Yearly Report
Yield
Yield Report
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Zero Balance

Zero-Based Budgeting (ZBB)
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Zero Cost

Zero Inventory
Zero Rated Supply
Zero Value

Zero Value Asset
Zero Value Stock
Zonal Office

Zone
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Abbreviation Full Form

Annual Maintenance
AMC

Contract
Comprehensive
CMC )
Maintenance Contract
Drawing and Disbursing
DDO ]
Officer
EMD Earnest Money Deposit
Government e-
GeM
Marketplace
Goods and Services
GST
Tax
L1 Lowest Bidder
Original Equipment
OEM g quip

Manufacturer
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Abbreviation Full Form

PAC

PAO

PBG

PFMS

QCBS

SOR

TDS

uc
UAT

Proprietary Article
Certificate

Pay and Accounts
Office

Performance Bank
Guarantee

Public Financial

Management System

Quality-cum-Cost Based

Selection
Schedule of Rates

Tax Deducted at
Source

Utilisation Certificate

User Acceptance Test 3YAMTehdl Felehicl TI&TOT
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English

Absent

Abstention from Voting
Actionable Item

Action Point

Action Taken Note (ATN)
Action Taken Report (ATR)
Additional Agenda
Adjourned Meeting
Advisory Committee
Agenda Circulation
Agenda ltem
Agenda-wise Discussion
Annual Meeting

Approval of Minutes
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English
Attendance Register

B

Background Note
Background Paper
Biosafety Committee
Biosafety Review
Board Meeting

Board Proceedings
Board Resolution
Brainstorming Session
Break

Break for Lunch

Brief

Brief for Chairperson
Briefing Note
Business of the Meeting
Business Session
Business Transacted
C

Chair

Chairperson
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Chairperson's Remarks
Chair's Approval

Circular Resolution

Clinical Trial Steering Committee
Closed-Door Meeting
Co-Chairperson

Committee Constitution
Committee Deliberation
Committee Proceedings
Committee Recommendation
Committee Secretariat
Concept Note

Conclusion

Confirmation of Minutes
Conflict of Interest

Conflict of Interest Declaration
Consensus

Consultation

Convenor

Co-opted Member
Coordination Committee

Core Committee
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Corrigendum to Agenda HIRAET T Qe faaT

Council Meeting gRue &

D

Data Safety Monitoring Board SeT T HaRwE a8

Decision Sheet oot g9

Decision Taken forar arar Aot

Deliberation foaR-faeet

Departmental Promotion Committee fd3msfar ueieafa afafa

Discussion T

Dissent rEgAfa

Dissent Note 3ragAfa feoaof

Document Circulation TdaSl gRETele

Draft Agenda FRE I T

Draft Minutes SR I&T

Draft Resolution Hhed T

Due Date for Comments fevfoTal sreey Yt A et
faf

E

Emergency Meeting 9T 5

Ethics Committee Afafaygs aafa

Evaluation Committee Hodiehsl AfATY

Executive Committee AR afafa

Executive Session FISRRT T

Ex-officio Member sl HEET

Expert Committee faews afafa




Expert Opinion
Expert Presentation
External Member

Extraordinary Meeting

F
Feedback

Feedback Report
Final Agenda

Final Minutes

Final Recommendation
Follow-up Action
Follow-up Meeting
Follow-up Note

Forum

Forum Discussion

G

General Body Meeting (GBM)
General Discussion

General Resolution
Governing Body Meeting
Governing Council

Governing Council Meeting
Group Discussion

Group Leader

Group Recommendation
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Guest Member

Guest Speaker

Guiding Principle

H

Handout

Head of the Committee
Human Ethics Committee

Human Ethics Committee
Meeting

Hybrid Meeting
I

In-camera Meeting
Independent Expert
Information Note

Institutional Animal Ethics
Committee

Institutional Biosafety Committee

(IBSC)

Institutional Ethics Committee
(IEC)

Institutional Scientific Advisory
Committee

Interim Agenda

Interim Report

Internal Committee (IC)
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International Conference
International Scientific Meeting
Invitation Letter

Invite Members

Invite Special Expert
J

Joint Committee

Joint Meeting

Joint Recommendation

Joint Session

Joint Working Group (JWG)
Judgement of the Committee

Jurisdiction of the Committee

K

Key Decision

Key Discussion Point
Key Observation

Key Recommendation
Key Resolution
Keynote Address
Keynote Speaker
Knowledge Partner

Knowledge Sharing Session

HARTSET FFAST
ARSI AT Soh
JTHFOT-TF

AT HeE T

AT Oy Awe

wgd wfAf
SESELL

HYFA I
SRR

HgFd dRCH (Sissegai)
afafa & o

afAfa &1 3fbeR-aT

HET 37e1e0dr
9 9

AT FfasTeft
ATA-ATSTHIOT I




L

Lead Discussant
Lead Presenter
Leave of Absence
Lecture

List of Agenda Items

List of Participants

Local Organising Committee (LOC)

Local Organising Secretary

Local Scientific Committee

M

Meeting Calendar
Meeting Coordinator

Meeting Proceedings
Meeting Secretary

Meeting Venue

Member

Member Secretary
Minutes of Meeting (MoM)
Monitoring Committee
Motion

Motion for Consideration
Motion of Thanks
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Multi-disciplinary Committee

N

Nomination

Nomination Committee
Nominee Member

Notice of Adjournment
Notice of Special Meeting

Notice Period

O

Observations
Observer Member

Office Bearer

Office Order Constituting Committee

Online Meeting

Open Discussion

Open House Discussion
Oration

Orientation Meeting

Outcome of the Meeting

P

Panel Discussion
Panel Member
Panel of Experts

Participation
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Participation Certificate gfqefEar gAoT-gx

Particular Agenda Item faferse FRgET A7
Physical Meeting YcJaT doh
Point of Discussion EEURECY
Point of Order SIaEAT &I 9T
Position Paper Fyufa-ax
Post-Meeting Action do&h 3N PRATS
Post-Meeting Follow-up Sk IWIA 3fegacd HNarS
Post-Meeting Report o IR Rac
Pre-Meeting Discussion doh-qd ==
Presentation FEATRToT
Presenter T cehell
Presiding Officer qrorde 3T
Project Review Committee (PRC) T HiA
(3T
Proposal for Consideration farre geae
Proxy Attendance gfafafer sufeafa
Public Consultation el TRIA
Q
Qualified Expert 36 fadwa
Quorum roTqfl/aRe
Quorum not Complete HRA o7 o ger
Quorum Requirement PRA FI IR AT
Question from the Chair ETRT T U
Question for Consideration foarTey geaT




Question-and-Answer Session

R

Recommendation

Recommendation of the Committee

Recommendation Report
Recommended Action
Reconsideration
Reconstituted Committee

Reconstitution of Committee
Reconvened Meeting

Record of Discussion (RoD)
Remarks

Remote Participation
Representation
Representative

Resolution Register

Review Committee

Review of Action Taken Report
Review of Progress

Review Report

Review Session

Revised Agenda

Revised Minutes

Revised Recommendation
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Revised Resolution

Round Table Discussion

S

Scientific Advisory Committee

(SAC)
Scientific Session

Screening Committee

Search-cum-Selection Committee

Secretariat

Secretary to the Committee

Selection Committee
Seminar

Session

Session Chair
Session Coordinator
Session Rapporter
Special Meeting
Special Session
Stakeholder
Stakeholder Consultation
Standing Committee
Steering Committee
Sub-Committee
Subject Expert

Submission of Agenda

gRenfaa deea
Mo ==

(TET)

T a7

S afafa
gror-gg-aa+ afafa

gfafa kg
T+ gfafa

qATETET

3 GHeadsh
a7 R
Iy do=
faw |7

fedeme oA
Tt afAafa
favg-Aatasr afafa
39-afafa

vy faQws
HIEG Tl AT




Summary of Discussion

Summary of Recommendations

Supplementary Agenda
Symposium
T

Task Force Meeting

Technical Advisory Committee

(TAC)
Technical Committee

Technical Expert

Terms of Reference (ToR)

Thematic Discussion
Thematic Session
Training Programme
Training Workshop
Two-thirds Majority

U

Unanimous Decision
Unanimously Approved
Unfinished Agenda
Urgent Agenda ltem
Urgent Matter

\'

Validity of Resolution

Venue of Meeting
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Verbal Presentation
Vice-Chairperson

Video Conference

View of the Committee
Virtual Meeting

Virtual Participation
Virtual Presentation
Virtual Session

Vote of Thanks

Voting

Voting by Show of Hands
Voting Rights

w

Welcome Address
Whole-time Member
Working Group
Working Group Meeting
Working Paper
Workshop

Workshop Coordinator
Wrap-up Session

Y

Yearly Meeting

Yearly Review Meeting

Yearly Work Plan Review

Young Investigator Meeting

Zz
Zoom Meeting
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Abdomen 3T
Abdominal cavity 3T IgT
Abnormality HATHTIAT
Absorption EICHINI]
Accreditation BRG]
Acquired disease 3ifora T
Acute disease e eT
Adaptation Sfedehetel
Adaptive immunity 3eTspell FfaRet
Adjuvant Herdsh
Adrenal gland Hergeren AT
Advanced Diagnostics 3eold Togre
Adverse event fciepel &t
Adverse reaction CIGEGRSIGIER
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Aerobic bacteria
Agglutination
Airborne transmission
Allergen

Allergy

Alveolus

Amoeba
Amplification
Anaemia

Anaerobic bacteria

Analgesic
Anaphylaxis

Anatomy

Antibiotic

Antibiotic resistance
Antibody

Antibody titre
Antifungal drug
Antigen

Antigen presentation
Antigen-presenting cell

Antigen test

Antimicrobial resistance (AMR)
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Antipyretic
Antiviral

Aorta

Artery

Arthritis
Arthropod
Asthma
Asymptomatic
Attributable risk
Autoclave
Autoimmune disease

Autoimmunity

B

Bacteria
Bacteriology
Bacterium

Basal metabolic rate
Basophil

Benign

Bilateral Cooperation
Bioassay
Biochemical test
Biofilm

Biofortified

Biohazard
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Biomarker K CIERGED

Biomaterials ST-aHAT (STA-ACRT)

Biomedical research Sa-RafrcdiT g

Biomedical Waste Management 3‘?_ ) Sl
e

Biopsy Fdeh gd&or

Biosafety cabinet STa-gret

Bio security STa-GeT

Bio-statistics Sta-aifEgehr

Birth rate Sled X

Blood circulation T&d 9RITROT

Blood pressure IFddq

Blood sample {Fd AHAT

Blood transfusion kAT ol

Blood vessel T&d arfgenr

Booster dose TEX Gl

Brain HTETSH

Breeding site Ioleled Fel

Bronchus SERp]

Burden of disease

C

Cancer
Capillary
Capsule

Carrier Host
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Case

Case Definition
Case Fatality Rate
Case-Control Study
Catalase Test

Cell

Cell Culture

Cell Line
Cell-Mediated Immunity
Cell Wall

Central Nervous System
Centrifuge
Centrifugation
Cerebellum
Cerebrum

Cervix

Chemokine
Chemotherapy
Chest

Chikungunya
Chromosome
Chronic Disease
Clinical Examination
Clinical Research

Clinical Trial
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Clone

Clonal Expansion
Cluster

Cluster Sampling

Coagulation
Cohort Study

Cold Chain

Colon

Colonization

Colony

Colony Count
Commensal Organism
Communicable Disease
Community-Based Study
Community Health Centre (CHC)
Comparative Study
Complement System
Complication

Confirmed Case
Confounding

Congenital Disease
Contact Tracing

Contact Transmission
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Contagious Disease GehTHS 9T

Contamination NI

Continuous Variable ddd W

Control Group IGRELIR:E
Correlation TEaaYT

Corticosteroid PICHIEIITS

Cough QT

Cross Infection IR-HehHAUT
Cross-Sectional Study AT TG
Cross-Contamination IR-HeyoT

Culture oy

Culture Medium Hads AregH

Culture Tube Hadls el

Cure WA FA/3TIR

Cyst /AT

Cytokine G ED

Cytology HfAerr T
Cytopathic Effect IRIHT faepidst=a wsrma
Cytoplasm Fifrged

Cytotoxic T-Cell FifAF-fawrFa S-Fiferer
D

Data 3ilepgT/3er

Database CTACE: ]

Data Analysis 3iTenaT faRevor/ser fageyor

Data Collection 3fThsT TG




Data Entry

Data Management
Data Validation
Death Rate
Decontamination
Deficiency
Definitive Host
Dehydration
Dendritic Cell
Dengue

Density
Deoxyribonucleic Acid (DNA)

Depression
Dermis
Detection
Determinant
Diabetes
Diagnosis
Diagnostic Criteria
Diagnostic Test
Diarrhoea
Diffusion

Digital Health

Dilution
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Direct Transmission gcgeT garoT

Disability feearerar

Disability-Adjusted Life Year (DALY) - ) S

Disinfectant IERETAED

Disinfection [ERET

Disease Control AT fAg=oT

Disease Eradication AT STl

Disease Mapping T TFRAHIOT

Disease Registry W IS

Disease Surveillance AT IR

Disorder IEEQLS
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DNA Extraction AT ToTSHyoT

DNA Fingerprinting SITT 3] BIah

DNA Sequencing SITAT 3HshaToT

DNA Vaccine ATAT ST

Dose Schedule G AT

Double-Blind Study Gia-314 3regTT
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Droplet Infection 9& HhATT

Droplet Transmission Jal aRT HROT
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Drug Development
Drug Discovery
Drug Resistance
Drug Sensitivity Test
Duct

E

Early Detection

Early Diagnosis

Early Warning System
Ecological Study
Ecosystem

Edema

Effectiveness

Effector Cell

Efficacy

Elimination
ELISA

Embryo

Emergency

Emergency Response
Endemic Disease
Endoplasmic Reticulum

Endospore
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Early Detection

Endpoint

Energy Metabolism
Enrolment

Enteric Disease
Environmental Health
Environmental Monitoring
Environmental Risk
Enzyme Activity
Epidemic Curve
Epidemiology
Epigenetics

Epithelium

Eradication

Esophagus

Essential Medicine
Ethics Committee
Etiology

Evaluation

Event-Based Surveillance
Evidence-Based Medicine
Excretion

Exposure

Exposure History

External Quality Assurance
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F
Face Shield

Facility

False Negative
False Positive
Family History

Field Investigation
Field Study
Filariasis

Filtration
Food-borne Disease
Formalin
Formulation
Fumigation

Fungal Culture
Fungal Infection

Fungicide
Fungus

G

Gene

Gene Expression
Generalizability
Gene Therapy

Genetic Counselling
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Genetic Disorder
Genetic Marker
Genetic Testing
Genome Sequencing
Genomics

Genomic Surveillance
Genotype

Germ Cell
Germplasm
Gestational Age
Global Health Initiative

Glycoconjugate

Good Clinical Laboratory Practice

(GCLP)

Good Clinical Practice (GCP)

Good Documentation Practice (GDP)
Good Laboratory Practice (GLP)
Good Manufacturing Practice (GMP)

Gram Stain
Growth Factor

H

Hazard

Hazardous Waste
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Healthcare-associated Infection

Health Database
Health Education

Health Indicator

Health Information System

Health Policy
Health Promotion
Health Research

Health Screening

Health Surveillance

Heart Rate
Helminth
Hepatitis

Herd Immunity

Histology
Histopathology
Host

Host Cell

Human Research
Human Subject
Hybridization
Hyperglycaemia

Hypertension
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Hypoglycaemia
Hypothesis
|

Inclusion Criteria
Indoor patient
Infection
Infectious Agent
Infectious Disease
Infectivity
Inflammation
Influenza
Information Sheet
Informed Assent
Informed Consent
Inoculation
Inoculum
Insecticide

Insecticide Resistance

Institutional Ethics Committee

Integrated Disease Surveillance
Intensive Care Unit (ICU)

Intermediate Host

Internal Quality Control
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International Classification of Diseases

Interoperable
Intervention
Intervention Study
Interview Schedule
Investigational Product
Investigator
Investigator Brochure
in Vitro

in Vivo

Isolation

J

Japanese Encephalitis
Joint Monitoring
Journal

Journal Article

K

Kala-azar

Kidney Function Test (KFT)

Knowledge, Attitude and Practice

Survey
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L

Laboratory ERICRICH
Laboratory-acquired Infection JIRTRITENT-31TSTd TehaoT
Laboratory Animal ERICIC I
Laboratory Diagnosis ERICRICINE G
Laboratory Information System (LIS) SaTRITell FHAT JUTrell
Laboratory Network JATITRTAT iedeh
Laboratory Surveillance gAeTRTer fAIRTAT
Laminar Airflow AR Iy yarg
Larva CICIEL = C

Larvicide ATaTATRIR/ f3FsTeharaft
Lateral Flow Assay q1ed dTg T{IeTor
Leukocyte Qdd T HIfAAT

Life Expectancy SiiaeT g

Line Listing FRIOT FhIOT

Lipid Profile IGIEERICIES]

Live Vaccine Shfad (dfshr) &t
Longitudinal Study e Jegye

Low Birth Weight $H SlcH AR

Lymph o TenT

Lymph Node IR AT
Lymphocyte et hIfereRT

M

Macrophage gEcl HeTh PIRABT/ARIDST

Malignant BIED




Malnutrition

Mass Drug Administration (MDA)
Mass Screening
Maternal Mortality Ratio
Mean Survival Time
Median

Medical Device

Medical Record

Medical Research
Medical Statistics
Messenger RNA (mRNA)
Metabolism

Metadata

Metastasis

Microbiology
Microorganism
Microscope
Migration
Molecular Biology

Molecular Diagnosis
Molecular Epidemiology

Molecular Marker

Molecular Surveillance
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Monoclonal Antibody

Monocyte

Morbidity

Mortality

Mortality Rate
Multicentric Study
Multidrug Resistance
Multilateral

Mutation

Mycology

N

National Health Mission (NHM)
National Tuberculosis Elimination
Programme (NTEP)

Natural History of Disease
Natural Killer (NK) Cell
Nausea

Needle Stick Injury

Negative Control

Neonatal Mortality Rate
Neoplasm

Nephrology

Nerve

Nervous System
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Nested PCR

Network Laboratory

Neutralization Assay

Neutralizing Antibody

Neutrophil

Next Generation Sequencing (NGS)
Nodal Centre

Nodal Officer

Nominal Variable

Non-Communicable Disease (NCD)
Non-Inferiority Trial

Non-Responder
Normal Distribution
Normal Range
Nosocomial Infection
Notifiable Disease

Nucleic Acid

Nucleic Acid Amplification Test
(NAAT)

Nucleolus

Nucleotide

Nucleus

Null Hypothesis
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Nurse

Nursing Care
Nutraceutical

Nutrient

Nutrition

Nutritional Assessment
Nutritional Deficiency

Nutritional Status

O

Objective
Observational Study
Occupational Exposure
Occupational Health
Odds Ratio

Oncology

Onset of Disease
Opportunistic Infection
Opportunistic Pathogen
Organ Culture

Organ Donation
Organ Failure
Organism

Outbreak

Outbreak Investigation

Outcome
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Outcome Assessment
Outdoor patient
Outdoor patient Department (OPD)

Outlier

Oxidase Test

Oxidative Stress

Oxygen Saturation

P

P-value

Pandemic

Parasite

Parasitology
Participant Information Sheet
Participant Recruitment
Pathogen
Pathogenesis
Pathogenicity
Pathology

Patient

Patient Safety

Pediatric Research

Peer Review
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P-value
Peptide

Performance Indicator

Personal Protective Equipment (PPE)

Pharmacodynamics

Pharmacokinetics
Pharmacology

Pharmacovigilance

Phase | Clinical Trial
Phenotype

Pilot Study

Plasma

Plasma Cell

Platelet

Point Prevalence
Point-of-Care Testing (POCT)
Polymerase

Polymerase Chain Reaction (PCR)
Population-Based Study
Positive Control

Postgraduate Research
Post-Marketing Surveillance

Potency
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P-value
Precision Medicine

Preclinical Study
Prediction Model
Predictor

Pregnancy Outcome
Pregnancy Registry
Prevalence
Preventive Medicine
Primary Endpoint
Primary Health Care
Primary Outcome

Primary Research

Principal Investigator (PI)

Procedure

Prognosis

Programme Evaluation
Project

Project Coordinator
Prosthetics

Protocol Amendment
Protocol Deviation
Protocol Violation

Protozoa
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P-value

Public Health

Publication

Publication Ethics

Public Health Intervention
Public Health Surveillance
Pulse Oximeter

Pulse Rate

Pure Culture

Q

Quality Assurance (QA)
Quality Audit

Quality Control (QC)

Quality Improvement

Quality Management System (QMS)

Quality Policy

Quality Standard
Quantitative Analysis
Quantitative PCR (qPCR)
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J[OTT Y&l JoTrell
JoTeEr shfa
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Quarantine GIRTET
Questionnaire gRATdel
Quasi-Experimental Study IY-UAIfEe reTTe
Quick Response Team (QRT) cala gfafsar go




R

Rabies

Randomization

Randomized Controlled Trial (RCT)
Random Sampling

Random Variable

Range

Rapid Diagnostic Test (RDT)
Rapid Response Team (RRT)
Reagent

Real-Time PCR (RT-PCR)
Receptor

Recombinant DNA
Recombinant Protein
Recombinant Vaccine
Recovery

Reference Laboratory
Reference Range

Reference Standard
Reference Strain

Referral

Regression Analysis
Regulatory Approval
Regulatory Authority

Reinfection
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Relapse QeRIg /e el

Relative Risk e AEH
Reliability ICECEEILEI
Remission QT FfFARNT H gfrorar
Remote Monitoring Y AR
Renal Function Test (RFT) geFeh SRT qETOT
Reproductive Health Fololod EOTELY
Research Grant ITHYTST 3TeleTel
Research Methodology 3feEeTe SHrfafer
Research Network I Aedsh
Research Participant 3eTHeTeT Sicreaft
Research Project ITHTT GRETSTAT
Research Protocol 3TTHET WIeTehlel
Research Scholar et

Research Site ITHYTT T
Research Team IHYTT &
Researcher QT eTehcil/ 3T eNTTohell
Reservoir STATI/HER
Reservoir Host SR qRanT
Residual Effect 3afarse gaTa
Residual Insecticide 37afArse dieaATRIHR
Resistance gfoRIes &7ddar
Resistance Monitoring gfeRiyge AR
Respondent ERECARICIGEIC

Response Rate gfafear ex




Restriction Enzyme
Result

Retrospective Study
Reverse Transcriptase
Reverse Transcription
Review Committee
Reviewer

Review Report
Ribonucleic Acid (RNA)

Ribonucleic Acid Extraction
Risk Assessment

Risk Communication

Risk Factor

RNA Sequencing

RNA Virus

Routine Immunization

S

Sample Collection
Sample Processing
Sample Registration
Sample Repository
Sample Storage
Sample Transport

Sampling
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Sampling Frame
SARS-CoV-2
Schedule

Screening Programme
Secondary Endpoint
Secondary Outcome
Secondary Research
Secondary Transmission
Sensitivity

Sentinel Site

Sentinel Surveillance
Sequence Analysis
Sequencing

Seroconversion
Serological Survey

Serology

Serum

Severity

Significance Level
Single-Blind Study

Site Monitoring

Skin Test

Slide Positivity Rate (SPR)

Social Determinants of Health
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Source Data Verification (SDV)
Source Document

Source Reduction

Specificity

Specimen

Specimen Collection
Specimen Transport

Spike Protein

Sponsor

Sponsor-Investigator

Sporadic Disease

Standard Deviation

Standard Operating Procedure
Standard Precautions
Standard Treatment Guidelines
Statistical Analysis

Statistical Significance
Statistics

Stem Cell

Sterility Test

Sterilization

Storage Condition

Strain

Stratified Sampling

Study
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Study Coordinator IEIIA JHAIID

Study Design I ATAFeT
Study Monitoring eI AIRTET
Study Period I TS
Study Population IETTA AT/ ST
Study Protocol IETTT HIeThicT
Study Visit T GRT
Subgroup Analysis 3uaHg fagelvor
Surveillance System fAeRTAT goTrelT
Survival Analysis FAdeifadr fageryor
Survival Rate 3adeiiadr &<
Suspected Case Hieaer garoT
Sustainable Development Goals

(SDGs) P gad farE o8
Symptom ol&ToT

Syndrome SI&T0T HHG
Systematic Review SIaTEd HHET

T

Target Population A& SIS /ST HHE
Technical Advisory Group (TAG)  dehellehl HellgehR HEE
Technical Report RETICIMII
Temperature Monitoring argHTT IR
Test Kit g&ToT fohe

Test Positivity Rate (TPR) GAGTT YATcHRT &3
Test Result TETT IROTH
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Test Sensitivity

Test Specificity

Test Validation
Tetanus

Therapeutic equivalence
Therapeutic Trial
Therapy

Tissue

Tissue Culture

Tissue Sample
Toxicity

Toxicology

Tracer Study
Transcriptomics
Transfusion
Transmissible Disease
Transmission Dynamics
Transmission Route
Transplantation
Treatment

Treatment Arm
Treatment Outcome
Triage

Trial

Trial Monitoring
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Trial Registration
Trial Site
Triple-Blind Study
Tuberculosis (TB)
Tumour Marker
Tumour Registry
Twin Study

U

Ultrasonography (USQG)
Underreporting

Universal Precautions
Unknown Etiology

Unlinked Sample
Unvaccinated

Updated Protocol

Urinary Tract Infection (UTI)
Urine Sample

Usability Study

User Acceptance Testing (UAT)

\'

Vaccination

Vaccine Coverage
Vaccine Development
Vaccine Effectiveness

Vaccine Efficacy
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Vaccine Hesitancy
Vaccine Safety
Vaccine Uptake
Validation

Validation Study
Validity

Variant

Vector

Vector Control
Vector-Borne Disease
Venous Blood Sample
Viral Load

Viral Vector

Virology

Virulence

Virus

Vital Statistics
Vitamin Deficiency
Volunteer

Vulnerable Population

W
Wash Buffer
Waste Disposal

Water-Borne Disease

White Blood Cell (WBC)
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Wild-Type Strain

Withdrawal Criteria

Withdrawal of Consent

Working Group

Work Plan

World Health Organization (WHO)

X

X Chromosome
XDR Tuberculosis (XDR-TB)
Xeno biotic
Xenograft

Xeno transplantation
X-linked Disorder
X-ray

Y

Yellow Fever

Yield

Young Adult

y4

Zika Virus
Zoonosis

Zoonotic Disease
Zoonotic Pathogen

Zygote
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Rffcar va seqEue F vafoa d@ffcaer

(Common Biomedical & Research Abbreviations)

Hf@rcaret qut ¥ (English) T

ADR Adverse Drug Reaction wfceper 3iwfer rfAfHar

AE Adverse Event fceher TeaT

AEF] Adverse Event Following EIPTROT I el
Immunization gcdT

AIDS Acquired Immunodeficiency wrﬁ?r gfaRad rqofar
Syndrome HeTaTor

AMR Antimicrobial Resistance / >

gfaRrer

ANC Antenatal Care SIS SEHTeT

ANM Aucxiliary Nurse Midwife TEad A9 a5

ARI Acute Respiratory Infection g 2qHT HhHHAUT

BCG Bacillus Calmette-Guérin Vaccine Sr&tsit Erepr

BSL Biosafety Level STageT TR

CBC Complete Blood Count quT T 10T

CFR Case Fatality Rate JhIOT g X

CDSCO Central Drugs Standard Control é»‘gﬁ'a 34T‘rw Al
Organization T HetaeT

Cl Confidence Interval faeara reRTer

CLIA Chemiluminescent Immunoassay iR ey

adreTor
CRF Case Report Form geheoT RUlE guT
CRO Contract Research Organization ¥fdeT 3JHUTT HaTH




Hfgreare qot ¥ (English) T

. , , , fFafase grae IFE-
CTRI Clinical Trials Registry-India
AT
DALY Disability Adjusted Life Y Frer-
isabili usted Life Year
y e Sirdel Iy
, o SHTFERSS g [Fereh
DNA Deoxyribonucleic Acid ®
3Fol
Enzyme-Linked Immunosorbent TUSTSH-Tacy UfcRal
ELISA N
Assay gI8ToT
FDA Food and Drug Administration — @Id Ud 3{oer gemded
FBS Fasting Blood Sugar 399TH J&Fd AT
FGD Focus Group Discussion Hied wHg ==
Global Alliance for Chronic Ereen fores 9T & forw
GACD . .
Diseases CIECEIT T
Good Clinical Laboratory 3AH Aiae JATITRTET
GCLP _
Practice geufa
GCP Good Clinical Practice 3qH el Teuid
GDP Good D tation Practi
ood Documentation Practice
SCRIT
GLP Good Laboratory Practice 3IH FAREIRITET Jeuid
GMP Good Manufacturing Practice  3a# fafador ggufa
Hb Hemoglobin [EIECICG]
HBV Hepatitis B Virus guersieq-«T fawmy
HCV Hepatitis C Virus guersfed-4r fawmy
HIV Human Immunodeficiency Virus #letd FfaReTmeretar fasmog




Hfgreare qut ¥ (English)

HPLC

HR

HREC

ICF

ICD

ICU
IEC
ILI

ICMR

IRB
ITT
KAP

LIMS

LIS
MDA
MDR
MOA
MRI
mRNA

High Performance Liquid
Chromatography

Hazard Ratio

Human Research Ethics
Committee

Informed Consent Form

International Classification of

Diseases

Intensive Care Unit

Institutional Ethics Committee

Influenza-Like lliness

Indian Council of Medical

Research

Institutional Review Board

Intention-to-Treat

e

3¢d G&TdT &4 quleldsl
"ehe 3T

AT T AfcThel
afafa

gad geAfa g9
A3 T 3TARITSET
gafferoT

=T Rfhcar s
FEIWTT Afderar afAafa
Sl Uoll HG2T e
AR 3Tgfa=iret
ITHUTT IRE
TEATTT FHET 15
3YAR-3MAT faervor

Knowledge, Attitude and Practice 7«1, AfAgf Td cgagR

Laboratory Information
Management System

Laboratory Information System

Mass Drug Administration

Multidrug Resistance

Mechanism of Action

Magnetic Resonance Imaging

Messenger RNA

ST AT Feersl
BRI
SRASTRITAT HeAT JOTell
e e faazor
Hrifafy

IR 3efTe TfafeeeT
HeQATgdh 3TRTAT




Hfgreare qot ¥ (English)

NAAT

NABL

NCD
NGS
NHM

NIV

OPD
OR
PCR
Pl
PPE
QA
QC

gPCR

RCT

RNA
RRT

RT-PCR

Nucleic Acid Amplification Test

National Accreditation Board for

Testing and Calibration
Laboratories
Non-Communicable Disease
Next Generation Sequencing

National Health Mission
National Institute of Virology

Outpatient Department

Odds Ratio

Polymerase Chain Reaction
Principal Investigator

Personal Protective Equipment
Quality Assurance

Quality Control

Quantitative Polymerase Chain
Reaction

Randomized Controlled Trial

Ribonucleic Acid

Rapid Response Team
Real-Time Polymerase Chain
Reaction
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Hfgreare qut ¥ (English)

SAE
SD

SDG
SDV
SOP
SPR
B

TAG
TPR

UAT

UHC
UTI
VTM
WBC
WHO

Serious Adverse Event
Standard Deviation
Sustainable Development Goal
Source Data Verification
Standard Operating Procedure
Slide Positivity Rate
Tuberculosis

Technical Advisory Group
Test Positivity Rate

User Acceptance Testing

Universal Health Coverage
Urinary Tract Infection
Viral Transport Medium
White Blood Cell

World Health Organization
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FATerd 1 ARG FE@ §F T97 (Form)

1. T &1 a1 (B #):
Name of the Office (in Hindi)

HIATAT HT ATH (3T F):
Name of the Office (in English)

FIATET T AN . Td A
Telephone no. & Email ID of the Office:

2. FETT H HIRA .
&N ol TEIT (THE T F

FHAATRAT I BISHT)

Total no. of Officers/Employees working in the

Office (Except the employees of Group-D)

3. & &1 Fdarus AW S W@ arer

aﬁmﬁa‘rmﬁmﬁﬁr &I Fol e — . Fo HE
&A1

Total no. of

Officers/Employees possessing

Working knowledge of Hindi?

4. T SR /HATRAT (FHE T F
FAARAT & BIsHT) H ¥ S a1 Frdaws
A @A Tl ool AR 3R Rt
& gfaerd fraer 82

Out of total of Officers/Employees

(except the employees of Group-D),

what percentage possess a working
knowledge of Hindi?

FRATATETET & gEAeN, AT Afgd

Sign of the Head of Office with Stamp

167




1. B &1 FdEas A6 - FE FATN & T) F Ig gHST Seew &
30 e & s A g & foar §; 3l sae-

Working Knowledge of Hindi - An employee shall be deemed to
have acquired a working knowledge of Hindi; If he has:-

(i) Afcwd Tdem a1 3TF TFEGET AT 3TV ITaaR e By fowwr & @y
FoT #T g

Passed the Matriculation or an equivalent or higher examination with

Hindi as one of the subijects;

3Tar
or

(i) HET THR Fr S ReTor At & 3iaeTa 3mAford arer oiem ar
39 SR ¢an fardl fArday afia & 38 SR anT fFdr faw Aoft
& U & "eu # Auia :I5 Araax ofem 0ot & §;

the Pragya examination conducted under the Hindi Teaching Scheme
of the Central Government or when so specified by that Government
in respect of any particular category of posts, any lower examination
under that Scheme; or

3yar

or

(iii) Ifg ag g o AT § F 3Ea v A g X fom g

If, he declares himself to have acquired such knowledge.




FRFIRAY /ARt & gorasT A fr o @
-

1. JfOFR/FEFAR #T AT (Rl ) ¢ o

BT ) ¢ o
2. YGATH & oveeveieeeeiiieeeeiies
3. TTHRIIHTIT FT T oo 4, M&F AIIAT too
(i) ot odremait @1 AT
R3Sl
L1 1L OO 6.3eN0T Epor-adietr - fewdr Ar 3RS

1. R & yorarfad Al & I & I8 gHen Seen & 3§ Redr F gdorar urea € afe sae-

() A qleT a1 3T% THFET AT 3AY 3TAR HIS TET Rl T Agd & & F 391
ot & §; 3rar

(@) T TAET F U7 TAGH TG & THFBET I 3TY TR haT 3= qleT & Fedr
F I T AHOTF AT F &9 A fovar o I

@ g ¥ Vo X § R 3% R F e grea B

2. &= &1 AT A- R FE & X F I gHs e F 39S Ry w1 FEEes A
gred F o §; Ifg 38-

(i) Afeer ada a1 3uF GARET AT 3AY IoTR GAT RBedr v & @y 3o A §; 3rerEr

(i) FaT WER H By ReTor NS & Ieddia 3NIT 9 9Qem A1 38 WHR &aR’T
R RRIST a9 & vel & d9y F [uiRd F1% Praear adem oot & §; ruar

(iii) Ifg a8 I8 9o FRar § 3@ @ A= ued &) o g

RFRY/FR & gEaER

)
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G L S
Jar#H,
ICARE
ARG /GG,
SWFd fawa & He A FUA HUS  TH/ISYU
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Classification of ICMR Institutes/Centers on the Basis of
Language

The entire country has been divided into three regions, ‘A’, ‘B’ and ‘C’
on the basis of the language. These are as follows:

Region ‘A’ — Those States where Hindi is widely used.

Region A — Bihar, Haryana, Himachal Pradesh, Madhya Pradesh,
Chhattisgarh, Jharkhand, Uttarakhand, Rajasthan and Uttar Pradesh,
the Union Territory of Andaman and Nicobar Islands and NCT Delhi

Region ‘B’ — Those States where Hindi is used relatively more.
Region B —Gujarat, Maharashtra and Punjab and the Union Territories
of Chandigarh, Daman and Diu and Dadra and Nagar Haveli

Region ‘C’ — Remaining States and Union Territories.

Region C — Jammu and Kashmir, Tamil Nadu, Karnataka, West Bengal,
Kerala, Assam, Andhra Pradesh, Odisha, Goa, Arunachal Pradesh,
Manipur, Sikkim, Nagaland, Meghalaya, Tripura, Mizoram, Telangana,
etc.

In this regard, the 27 institutes of the Council spread across different
States of India have also been divided into three regions on the basis
of language, and accordingly, the Official Language targets for institutes
located in different States are also distinct. Therefore, from the
perspective of Official Language implementation, the classification of
council’s institutes according to Regions ‘A’, ‘B’ and ‘C’ prescribed by
the Government of India has been made as follows:
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25 | ICMR- W ICMR- mﬂﬂ-m
NIN National .
(Hyderabad) Institute of TSOT Y
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This covers the region-wise classification of all our Council
institutes on the basis of language. Although all institutes, as members
of the Council family, would be aware of their respective regions, it is
also necessary for us to know the language-based region of our fellow
institutes so that, on the basis their region-classification, we can ensure
necessary steps to achieve the prescribed correspondence percentage

and targets.
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Official Language Targets According to the Region of
Different Institutes

India has been divided into three parts on the basis of language.
Keeping the same in view, the different institutes of the Council have
also been divided into three parts on the basis of language for their
convenience, and the Official Language targets prescribed for them are
also indicated below, which the institutes are expected to make
sustained efforts to achieve.
For the institutes of the Council located in Region “A”, such as
e ICMR-National JALMA Institute for Leprosy & Other
Mycobacterial Diseases (NJILOMD), Agra
e ICMR-Bhopal Memorial Hospital & Research Centre (BMHRC),
Bhopal
e ICMR-National Institute for Research in Environmental Health
(NIREH), Bhopal
¢ ICMR-National Institute of Health Research (NIHR), Gorakhpur
e ICMR-National Institute for Tribal Health Research (NITHR),
Jabalpur
e ICMR-National Institute of Health Research (NIHR), Jodhpur
e ICMR-National Institute of Child Health Research (NICHR),
New Delhi
e ICMR-National Institute of Malaria Research (NIMR), New
Delhi
e ICMR-National Institute for Research in Digital Health
(NIRDH), New Delhi
e ICMR-National Institute of Cancer Prevention and Research
(NICPR), Noida
e ICMR-Rajendra Memorial National Institute of Health
Research (RM NIHR), Patna
e ICMR-Regional Medical Research Centre (RMRCSVP), Sri
Vijaya Puram (Port Blair), etc., the Official Language targets are
as follows — here it is necessary to note that the
correspondence of the above-mentioned institutes with




institutes located in Region B should be 100 per cent and with
those located in the Region C should be 70 per cent.

S. No. | Work Details Region “A”
1. Original correspondence | 1. Region A to Region A—100%
in Hindi (including e- 2. Region A to Region B—100%
mail) 3. Region A to Region C—70%

4. Region A to offices/persons
in States/Union Territories of
Regions A and B — 100%

2. Letters received in Hindito | 100%
be answered in Hindi

3. Noting in Hindi 80%

4. Training programmes 75%
through Hindi medium

5. Recruitment of employees | 80%
utilized for Hindi Typing &
Stenographers

6. Dictation in Hindi/direct | 70%
typing on keyboard

(self and by the Assistant)
7. Hindi training (language, | 100%
typing/stenography)
8. Preparation of bilingual 100%
training material

Similarly, for the institutes of the Council located in Region B, such as

e ICMR-National Institute of Occupational Health Research
(NIOHR), Ahmedabad,

e ICMR-National Institute for Research on Blood and Immune
Disorders (NIRBID), Mumbiai,

e ICMR-National Institute for Research on Women’s Health
(NIRWoH), Mumbiai,
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e ICMR-National Institute of Translational Virology and AIDS
Research (NITVAR), Pune,

e ICMR-National Institute of Virology (NIV), Pune, etc., the
Official Language targets are as follows. Here it is necessary to
note that the correspondence of the above-mentioned
institutes in Region B with institutes located in Regions A and B
should be 90 per cent and and with those located in Region C
should be 60 per cent respectively.

S. No. | Work Details Region “B”

1. Original correspondence 1. Region B to Region A —90%
in Hindi (including e-mail) | 2. Region B to Region B —90%
3. Region B to Region C — 60%
4. Region B to offices/persons
in States/Union Territories of
Regions A and B —90%

2. Letters received in Hindi to 100%
be answered in Hindi

3. Noting in Hindi 55%

4, Training programmes 65%
through Hindi medium

5. Recruitment of employees 70%
utilized for Hindi Typing &
Stenographers

6. Dictation in Hindi/direct 60%
typing on keyboard

(self and by the Assistant)
7. Hindi training (language, 100%
typing/stenography)
8. Preparation of bilingual 100%
training material

Similarly, for the institutes of the Council located in Region C, such as




ICMR-National Institute of Traditional Medicine (NITM),
Belagavi

ICMR-National Institute of NCDs Epidemiology (NINE),
Bengaluru

ICMR-National Institute of Health Research (NIHR),
Bhubaneswar

ICMR-National Institute of Epidemiology (NIE), Chennai
ICMR-National Institute for Research in Tuberculosis (NIRT),
Chennai

ICMR-National Institute of Health Research(NIHR), Dibrugarh
ICMR-National Institute for Pre-Clinical Research (NIPCR),
Hyderabad

ICMR-National Institute of Nutrition (NIN), Hyderabad
ICMR-National Institute for Research in Bacterial Infections
(NIRBI), Kolkata

ICMR-National Institute for Vector Control Research (NIVCR),
Puducherry, etc., the Official Language targets are as follows.
Here it is necessary to note that the correspondence of the
above-mentioned institutes located in Region C with the
institutes located in Regions A, B and C should be 60 per cent.

S. No. | Work Details Region “C”
1. Original correspondence in | 1. Region C to Region A —60%
Hindi (including e-mail) 2. Region C to Region B — 60%
3. Region C to Region C—60%
4. Region C to offices/persons
in States/Union Territories of
Regions A and B — 60%
2. Letters received in Hindi to 100%
be answered in Hindi
3. Noting in Hindi 35%
4. Training programmes 35%

through Hindi medium




5. Recruitment of employees 45%
utilized for Hindi Typing &
Stenographers

6. Dictation in Hindi/direct 35%
typing on keyboard
(self and by the Assistant)
7. Hindi training (language, 100%
typing/stenography)

As indicated in the table above, the targets relating to correspondence,
noting, training, dictation, replies to the letters received in Hindi, etc.
of all institutes of the Council have been outlined. In addition to these
targets, it is also mandatory for each institute to comply with certain
important rules for promoting the progressive use of the Official
Language, the main ones being:

i.  The 14 types of documents covered under Section 3(3) must
compulosarily be issued in both Hindi and English. Non-
compliance with this shall be considered a violation of
constitutional provisions prescribed in the aforementioned
section.

ii.  Organise one Hindi workshop every quarter.

iii.  Organise a meeting of the Official Language
Implementation Committee every quarter under the
chairmanship of the Director/Committee Chairman.

iv.  Obtain membership of the Town Official Language
Implementation Committee and have the Head of Office
participate in the meetings held every six months.

v. lIssue the agenda and minutes of all meetings of the
institute in Hindi/bilingual form.
vi.  Rewarding officers/employees by implementing the

20,000-word incentive scheme introduced by the
Department of Official Language. Additionally, if required, a
special incentive scheme for scientists and technical




Vii.

viii.

Xi.

Xii.

personnel may also be implemented with the approval of
the Institute's Director.

Nominating stenographers, typists, and Lower Division
Clerks for training, and implementing the Department of
Official Language's incentive scheme for stenographers.
The names and titles on all files, registers and service books
of the office should be written first in Hindi and then in
English, and entries in service books and Registers should
mandatorily be made in Hindi.

While purchasing books for the office library, 50 per cent of
the library budget should be spent on the purchase of Hindi
books.

Install Unicode-supported Microsoft Indic software on all
computers of the office and encourage all
officers/employees to undertake maximum typing in Hindi
on computers. Employees should be nominated for
computer training and organizing computer workshops.
Create a positive learning environment by organising
various competitions and activities on the occasion of Hindi
Day.

The basis of the Official Language Policy is motivation,
encouragement and goodwill; however, compliance with
Official Language instructions is to be ensured firmly.
Disciplinary action would be taken for deliberate disregard
of Official Language orders.




Guidelines for Filling the Quarterly Progress Report (Part-I
and Part-Il)

The Quarterly Progress Report reflects the actual status of the
use of Hindi in our office/institute/office. It is not a formal document,
but a mirror of the progressive use of Hindi and forms the basis of the
assessment process undertaken by the Parliamentary Committee on
Official Language, the Ministry and the Department of Official
Language. This is why it is a very important document, which we send
to our Headquarters within 15 days of the end of each quarter. On this
basis, the Headquarters reviews the report and draws attention to the
shortcomings relating to the Official Language so that the concerned
institute/office may remove those shortcomings and move forward in
the direction of Official Language use and, if an institute/office is
inspected by the Parliamentary Committee on Official Language, the
institute/office does not have to face a disappointing situation before
the Committee. Many times, errors remain in the report due to lack of
correct information about the relevant items, carelessness in
compilation of data, or lack of coordination among different sections.

The purpose of providing information in this regard is not
merely to point out errors, but to explain to all officers and employees
in simple language what information is to be provided under each item
and how the report can be made more factual and effective.

For this, the following important points are required to be followed.

1. It should be kept in mind that only the updated format of the
Quarterly Progress Report downloaded from the website of the
Department of Official Language should be used.

2. The Quarterly Progress Report should be sent to Headquarters
within 15 days of the end of each quarter. (15 April, 15 July, 15
October, 15 January)




3. The information sought in the report should be read carefully and
correct and clear information should be provided in factual form,
rather than attempting to create confusion.

4, At the end of each Quarterly Progress Report and on the
certificate, the signature of the Head of Office should be affixed
along with the office stamp.

In this chapter, an effort has been made to explain, in simple words, the

information to be filled in each item of the report so that all institutes
take their respective Quarterly Progress Reports seriously and fill each
item correctly.

Part-l, ltem No. 1

Use of Hindi in Meetings and Files at the Director/Equivalent Level
Under this item, the status of use of Hindi in meetings organised at the
Director/Head of Office level, documents issued and files is to be
indicated by the institute/office, and in addition to, Headquarters is to
indicate the status of use of Hindi in meetings organised at the
Secretary level, documents issued and files. However, generally, we
provide the total number of meetings under this item but do not
provide details of the agenda and minutes. For this, we should keep the
following points in mind.

v A record of all important scientific/administrative meetings held at
the Director/Secretary level should be maintained.

v The agenda and minutes of the meeting should, as far as possible,
be issued in Hindi/bilingually.

v Data should be provided on the basis of available records and not on
the basis of estimates.

v Separate records should be maintained for the number of total
documents issued and documents issued in Hindi.

Item No. 2

Under this item, information is required only about the following 14
types of documents issued under Section 3(3) of the Official Languages
Act, 1963. These 14 types of documents are as follows:




General Orders

Resolutions

Circulars

Rules

Administrative and Other Reports
Press Releases

Contracts

©® N kWb =

Agreements

9. Licences

10.Tender Forms

11.Permits

12.Tender Notices

13.Notifications

14.Reports and Papers to be Laid before Parliament

However, it is often observed that while filling the report, we
mistakenly fail to understand the difference between Section 3(3) and
correspondence. It should be kept in mind that under this item,
information relating only to the above-mentioned 14 types of
documents is to be provided. Correspondence issued by the
institute/office is not to be included here at all. It should also be kept
in mind that these documents must mandatorily be issued together in
bilingual form and the number of documents issued should be given
under this item. Non-compliance with this Act shall be considered a
violation of constitutional provisions and is taken very seriously. For
this, we should keep the following in mind...

e A separate record of Section 3(3) documents should be
maintained in all sections and, out of the 14 types of
documents, only those documents relating to the
institute/office should be included, such as General Orders
(Office Memoranda, Office Orders, Advertisements), Circulars,
Press Releases, Contracts, Agreements, Licences, Tender Forms,




Permits, Tender Notices, Notifications, etc., which are mainly
issued by institutes. The remaining documents relate to
Headquarters and Parliament and do not relate to institutes.

Item No. 3

Replies to Letters Received in Hindi

Under this item, details are to be given only of the data relating to
letters received in Hindi and their replies. As per Rule 5 of the Official
Language Rules, 1976, replies to letters received in Hindi must be given
in Hindi. Its violation shall be considered a violation of constitutional
provisions. Therefore, the following should be kept in mind:

v A record of letters and e-mails received in Hindi should also be
maintained.

v A separate register of letters received in Hindi should also be
maintained by the sections.

v For this purpose, a nodal officer should be appointed in all sections,
and the responsibility should be assigned to the concerned individual
in writing.

Item No. 7:

Hindi Workshop: As you all know, under the Official Language Act, one
Hindi workshop is required to be conducted every quarter at regular
intervals. In the concerned workshop, lecturers may be invited for
lectures, practice and discussion on the following subjects, mainly: 1)
Official Language Policy, Rules and Act, 2) Correspondence, 3) Noting
and Drafting, 4) Spelling Errors and their Solutions, 5) Hindi Grammar,
6) Hindi in Official Work, 7) Introduction and History of Official
Language Hindi, etc. In addition to these subjects, one Hindi workshop
may also be conducted in a year on general scientific or health-related
subjects useful for all. It should be known here that almost all officers
and employees of the institute/office should be included by rotation in
the four workshops to be conducted throughout the year. It is often
seen that institutes write “Not Applicable” in this column. If a workshop
is conducted, the number of participants is entered as zero, which
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indicates carelessness in filling our report. Therefore, while filling this
column and organising the workshop, please keep the following points
in mind.

v One Hindi workshop must be organised every quarter.

v A record of the attendance list, subjects, etc. of the
officers/employees present in the workshop should be maintained.

Item No. 8

Meeting of the Official Language Implementation Committee: As we
are all aware, it is mandatory for every institute/office to constitute an
Official Language Implementation Committee, whose Chairman shall
be the Head of Office/Director and which should include the
Administrative Officer, Senior Administrative Officer, Accounts Officer,
Senior Accounts Officer and Heads of Divisions as members. One
meeting of the Official Language Implementation Committee is
required to be held every quarter at regular intervals (by 15 April, 15
July, 15 October and 15 January), in which the Quarterly Progress
Report and progress of Official Language of the institute/office are
reviewed and solutions and suggestions are discussed. Its agenda and
minutes should be issued in Hindi.

Item No. 9

Special Achievements / Noteworthy Work: It has been observed that
this item is left blank or routine work is shown as an achievement.
However, under this item, scientific, administrative and health-
awareness-related programmes organised in Hindi, scientific training,
scientific work, activities, Hindi publications, awards/honours received
by the institute in the field of Official Language and public-utility work,
etc. are to be included, which are exceptional efforts and achievements
made towards compliance with the Official Languages Act and
promotion of the use of Official Language.

Part-ll: Information relating to Annual Information
(The format to be sent along with the Quarterly Progress Report ending
in March of each year)
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Item No. 1: Notification under Rule 10(4) of the Official Language
Rules, 1976 — Under this item, information regarding notification of the
institute/office is sought, but offices enter “Not Applicable”, which is
not correct and accurate information because even after being
notified, writing “Not Applicable” is not correct. Therefore, the
information specifically sought under this item should be read carefully
and provided. This is also clearly given in brackets.

The following points should be kept in mind in this regard.

v If 80% of the total officers/employees of the office have acquired
working knowledge, the office should request its Headquarters by
letter to have the office notified and, along with this, send details of its
officers/employees having 80% working knowledge. A format for this is
enclosed at the end of the booklet, which should be filled in and sent.
V' If 80 per cent of the total officers/employees of the office do not
have working knowledge for getting the office notified, training should
be provided to as many employees as possible to enable them to
acquire working knowledge.

Item No. 2

Item 2(i): Knowledge of Hindi of Officers/Employees — Under this
item, (a) the total number of officers of the office/institute/office, (b)
the number of officers/employees performing administrative work
under officers/employees related to ministerial work, are to be
mentioned. Under (c), while giving the number of officers/employees
having working knowledge and proficiency, care should be taken to
divide the officers/employees according to the definitions of working
knowledge and proficiency. Under (d) and (e), the number of those
employees who remain after the number shown under (c) should be
indicated.

v Understand the difference between the total number of employees
and the number of employees knowing Hindi.




v/ Understand the difference between the definitions of “Proficiency

in Hindi”! and “Working Knowledge"z.

For example: if an institute/office has 100 employees, of whom 10
have proficiency and 80 have working knowledge, the number
remaining for training cannot be 20. This number should be 10. For this,
each institute/office should prepare a roster maintaining the status of
Hindi knowledge of employees/officers and, from time to time, have
newly joining officers/employees fill the Hindi Knowledge Status form
(enclosed at the end of this booklet) and keep it updated. Based on
the same roster, the total number of officers/employees, personnel
having proficiency, and officers/employees having working knowledge
should be entered in the Quarterly Progress Report.

Item No. 2(ii): Knowledge of Hindi Stenography and Hindi Typing -
Generally, on seeing the word Hindi under this item, institutes/offices
consider this information to be related to the Hindi Section, but under
this item the total number of all stenographers, assistants and typists
of the institute/office is to be given, and in the next column the number
of stenographers, typists and data entry operators trained in Hindi is to
be given, i.e. the number trained in Hindi stenography. The term Hindi-
trained typist/data entry operator means only the number of
typists/data entry operators trained in Hindi typing.

1. Proficiency in Hindi — An employee shall be deemed to possess proficiency in Hindi if he/she has—

(a) passed the Matriculation examination or an examination equivalent thereto or higher, with Hindi as the medium of
instruction; or

(b) taken Hindi as an elective subject in the Graduation examination or in any other examination equivalent to or higher
than the Graduation examination; or

(c) declared that he/she possesses proficiency in Hindi.

2. Working knowledge of Hindi — An employee shall be deemed to have acquired a working knowledge of Hindi if he/she
has—

(i) passed the Matriculation examination or an examination equivalent thereto or higher, with Hindi as a subject; or
(i) passed the 'Pragya' examination conducted under the Hindi Teaching Scheme of the Central Government or any
lower-level examination prescribed by that Government for specific categories of posts; or

(iii) passed any other examination specified in this behalf by the Central Government; or

(iv) declared that he/she has acquired such knowledge.




Item No. 2(iii): Knowledge of Translation Work — Under this item,
information is to be given about Hindi-related posts performing
translation-related work under the Hindi Section of the institute/office,
and not about any incumbent from whom Hindi translation work is
being obtained.

Item No. 3: Training for Hindi Typing on Computer — Under this item,
the number of officers/employees performing Hindi work on
computers is shown as low compared with the total number of
officers/employees. In this regard, Unicode-supported Microsoft Indic
software should be downloaded on all computers of the institute/office
and all officers/employees should be informed about it and trained, or
workshops on Hindi typing on computers should be organised.
Computer training should be provided through the Central Hindi
Training Institute so that the number of persons working in Hindi on
computers can be correctly shown.

Item No. 4: Details relating to Computers/Laptops — Under this item
also, a difference is shown between the total number of computers and
laptops and the number of Unicode-supported computers/laptops,
whereas all computers and laptops of the institute/office are required
to be Unicode-supported. If the facility to work in Hindi is available on
all computers, employees will be encouraged to work.

Item No. 5: Codes, Rules, Manuals and Procedural Literature (Rule 11
of the Official Language Rules, 1976) — Under this item, there is a
provision for making manuals, codes, procedural literature and forms,
etc. available in both Hindi and English. However, ICMR
institutes/centres generally follow the rules, codes, manuals and
guidelines issued by Council Headquarters and the Government of
India; therefore, “Not Applicable” may be written under this item.
However, many times zero is also entered under (b) Standardised
Forms, which is completely incorrect information because there is no




institute/office that does not have its own general forms. Therefore,
under this item, the number of forms (Forms/Proformas) mainly used
at the institute's/office's own level is to be given. For example:
e Leave, LTC, Medical Application Forms
e Claim Forms
e Administrative/Establishment-related Formats
e Purchase and Stores-related Forms
e Employee Service-related Forms
e Other forms/formats related to internal use, etc.

v All forms should be made available in Regional Language, Hindi and
English.

v Bilingual forms should be uploaded on the website of the
institute/centre so that all officers and employees can use them
easily.

v Each institute/office may make these forms available under
“Employee Corner” on its website.

v It should be ensured from time to time that the forms available on
the website are updated; new forms should also be made
available/updated only in bilingual/trilingual form.

Item 6: Individual Orders under Rule 8(4) of the Official Language
Rules —

Item No. 6: Individual Orders under Rule 8(4) of the Official
Language Rules —

Under Rule 8(4) of the Official Language Rules, it is mandatory to issue
individual orders to employees having proficiency in Hindi for working
in Hindi. Under this item, the said individual order is issued twice a year
in the name of each officer/employee having proficiency. In this regard,
the institute/office should prepare a list of officers/employees having
proficiency from the roster relating to the Hindi knowledge of its
officers/employees (mentioned earlier) and these orders should be




issued only to them. It should also be ensured that all employees
having proficiency in Hindi to whom individual orders have been issued
perform their entire work 100 per cent in Hindi.

Item No. 7/8: Official Language Inspection — Under this item, the total
number of sections of the institute/office, the number of those
sections in which Official Language inspection has been conducted, and
(b) the number of sections designated by the Head of Office to perform
their entire work in Hindi are required to be given. This item should not
be left blank and correct information should be provided. For this, a
decision should be taken after discussion in the quarterly meeting and,
as directed by the Chairman, two sections out of the total sections
should be designated to perform their entire work in Hindi. In this
manner, one or two sections should be designated every quarter and,
throughout the year, all sections should be designated in rotation to
perform their entire work in Hindi so that the use of Official Language
in the institute/office may be promoted.

Item: Purchase of Hindi Books — Under this item, as per the rules, 50
per cent of the library budget is required to be spent on Hindi books.
Correct information relating to this should also be provided and the
item should not be left blank. Regarding the list of Hindi books, the
institute/office may select books relating to Hindi literature, medical
science, health research, administration, technical subjects, Official
Language reference material, etc., either on its own or from the list of
Hindi books available on the website of the Department of Official
Language.

Item No. 11/12: Work in Hindi by Officers at the Level of Deputy
Secretary/Equivalent and Above — Under this item, officers having Pay
Level 11 and above under the Deputy Secretary level should be
included and information is required regarding the percentage of work
performed by them in Hindi, i.e. what percentage of work the
concerned officer performs in Hindi. Hindi work includes noting,
drafting, correspondence, entries and oral discussions.




Item No. 13: Website — Under this item, information regarding the
website being fully/partially bilingual is sought. It should be kept in
mind that the website of the institute/office must be bilingual and, as
soon as its first page opens, there must be an option for Hindi/English.

Item No. 15: Town Official Language Implementation Committee
(NARAKAS) — Under this item, every institute/office must be a member
of the Town Official Language Implementation Committee (NARAKAS)
of the relevant area of its city and the Head of Office/Director must
participate in its meetings held every six months along with the Hindi
Officer. This should be taken seriously by the Head of Office because
the report clearly asks for the name of the participating officer/Head
of Office as well.

If the Quarterly Progress Report is filled seriously and sent to
Headquarters on time while complying with the guidelines mentioned
above, the status of progressive use of Official Language in the institute
will certainly be strengthened and, if the Parliamentary Committee
Inspection of the institute is successful, the Head of Office will feel
proud.




Inspection Questionnaire of the Parliamentary Committee
on Official Language

To ensure effective implementation of the Official Language Policy of
the Government of India, Official Language inspections of Central
Government offices are conducted from time to time by the
Parliamentary Committee on Official Language. It is a high-powered
Committee. The objective of this inspection is not merely to point out
the Official Language-related shortcomings of the concerned office,
but to assess the progress of the progressive use of Official Language
Hindi in offices and provide necessary guidance regarding the
shortcomings found.

ICMR is an autonomous institute/office of the Central
Government under which there are about 27 institutes/offices in
different parts of the country. Official Language inspections of these
institutes are conducted from time to time by the Parliamentary
Committee on Official Language, during which the Head of Office has
to face embarrassment due to shortcomings found in the inspection
guestionnaire. This is why the Quarterly Progress Report should be
filled on the basis of the information and details given in the various
chapters of this “ICMR Official Language Handbook”, because when
sudden information of an inspection is received from the Committee,
the figures of all four Quarterly Progress Reports of the previous year
are consolidated and entered in the inspection questionnaire. Every
institute/office must keep in mind that the Quarterly Progress Report
is not merely a document, but an annual picture of the Official
Language progress of the institute/office presented before the
Parliamentary Committee on Official Language, and the Committee
members conduct the inspection on the basis of the same report. We
should make maximum use of Official Language Hindi in our day-to-day
official work and move forward in the direction of compliance with the
Official Language Rules and Act so that this is also visible in our Official
Language Quarterly Progress Report and the inspection questionnaire
of the Parliamentary Committee on Official Language.




During the Official Language inspections conducted by the
Parliamentary Committee on Official Language in ICMR institutes,
special attention should be paid to the following general points.

1.

Institutes should use the same updated inspection
guestionnaire that has been sent by the Committee along with
the inspection programme.

While filling the questionnaire, the page settings of the
guestionnaire should be the same as those of the blank
questionnaire.

The 14 copies of the questionnaire to be submitted to the
Committee Secretariat by the institution under examination
must bear the original signature and official seal of the
Director/Head of Office at the end of the questionnaire.

The list of annexures given at the beginning of the
questionnaire should accordingly be attached at the end of the
questionnaire itself.

Each piece of information given in the questionnaire should be
filled only after verification from the relevant records, registers,
Quarterly Progress Reports and available data.

While filling information item-wise in the inspection questionnaire,
the following points should be kept in mind.

1.

Under Item Nos. 1 to 5, the basic information of the
institute/office (name, address, e-mail) should be filled
correctly and accurately.
Under points (i) to (iv) of Item 6 (l), it should be kept in mind
that
e The total number of officers/employees in point (ii) and
the total number of employees having proficiency in point
(iii) and working knowledge in point (iv) should be equal.
e The number of employees having proficiency and working
knowledge should be taken from the Hindi Knowledge
Status roster maintained by the institute/office and




should match the information entered in the Quarterly
Progress Report.

e Under point (vi), only that number should be shown as
remaining for training which remains after subtracting the
total number having proficiency and working knowledge
from the total number of officers/employees in position;
the same number should be entered in response to this
point.

3. While filling information relating to officers/employees

connected with ministerial*/administrative work under Item 6
(1), the information given from (i) to (vi) under Item 6 (Il) relates
only to officers/employees performing administrative work.
Under Item 7, the percentage of work in Hindi of all officers and
employees of the office is to be given. In this information, the
total number of gazetted and non-gazetted officers/employees
in Column 6 (I) under Item 7 should match the total number of
officers/employees in position given in Item 6 (I) on the
previous page.

e Similarly, the total number of gazetted and non-gazetted
officers/employees in Column 6 (Il) under Item 7 should
match the number of ministerial/administrative
officers/employees given in Item 6 (ll) on the previous
page.

e While filing the percentage of work of
officers/employees under Item 7, it should be kept in

% The term 'ministerial staff' refers to all employees (excluding Class 'D' staff)
whose posts have been sanctioned for clerical duties, regardless of whether they
are technical or scientific staff or officers. Additionally, technical and scientific
officers/staff who have been assigned ministerial tasks (such as noting, drafting,
correspondence, accounting, etc.) should also be included in the count of Hindi

posts.
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e mind that it includes the overall Hindi work performed by
the concerned employees, including correspondence,
noting, computer typing, register and diary entries and
oral discussions. The total of all officers/employees
working in Hindi in different percentages should, in fact,
be equal to the total personnel in position because
information is sought here on the percentage of work in
the Official Language by all employees of the office. It
should also be kept in mind that officers/employees
having proficiency who perform 100 per cent of their
work in Hindi should also be included among those
performing 100 per cent of their work in Hindi.

5. The information sought under Item 8 relates to officers at the
level of Deputy Secretary and above. As was informed in the
Quarterly Progress Report regarding inclusion of officers at Pay
Level 11 and above, the same number should be entered here.
Efforts should be made to encourage officers at Deputy
Secretary level having proficiency to perform maximum work
(computer typing, noting, dictation, etc.) in Hindi, so that the
percentage of their work may be as per the target and the
number of these officers having proficiency is necessarily
included under Part-Il, Item 4 (i and iv).




Part -1l

1. Under Item 1.1, the 14 types of documents issued under Section
3(3) (mentioned in the chapter on Quarterly Progress Report), which
are required to be issued together in Hindi-English (bilingual) form.
The institute/office should endeavour to ensure that the number of
such documents issued only in English and only in Hindi is zero. All
documents should be issued together in Hindi-English. For this, the
signatory should be made the checking-point officer, who shall
ensure before signing that the documents covered under Section
3(3) are mandatorily bilingual.

e It should be kept in mind that violation of this rule shall be
considered a disregard of constitutional provisions and is
taken seriously.

2. Under Item 2, the institute/office is required to give only the total
number of letters received in Hindi, and under Rule 5 of the Official
Language Rules, 1976, replies to letters received in Hindi must
mandatorily be given in Hindi. For this, the Administrative Officer,
Section Officers and signatory officer of the institute/office should
be made checking-point officers. The checking-point officer shall
ensure before signing that replies to letters received in Hindi are
given in Hindi only.

3. Under Item 3, information regarding notification of the office is to
be given. Every institute/office in which 80 per cent of the
officers/employees have acquired working knowledge should
maintain the record of such officers/employees and send their
details to Council Headquarters along with a letter requesting
notification of the institute/office. The details of employees having
working knowledge should also be taken by the institute/office from
the Hindi Knowledge Status roster. The relevant format is given at
the end of this booklet.

4. Under Item 4, information regarding individual orders given to
officers/employees having proficiency is to be provided. In this
regard, it should be kept in mind that




e Twice a year, individual orders should be issued, with the
signature of the Head of Office, to all officers/employees of
the institute/office having proficiency, clearly ordering that
all officers/employees having proficiency shall perform their
entire government work in Official Language Hindi only. It
should also be mentioned that necessary action may be
taken in case of non-compliance.

e While giving the number of officers/femployees having
proficiency who perform 100 per cent of their work in Hindi
under Item 4(v), please keep in mind that the number given
under Part-l, Item 7(vii) should also be added here. The
number in this column should not be less than the number
given under Part-l, Item 7(vii), otherwise a contradiction will
arise because Part-1, Item 7(vii) also shows the number of
officers/employees performing 100 per cent of their work in
Hindi, which is required to be included here.

Under Item 5 (i) and (ii), the headings, titles and entries of all
registers of the institute/office should be in Hindi. In addition, the
information given under (ii) (rubber stamps, sign boards, seals,
letterheads, nameplates, visiting cards, badges, logos, charts/maps)
should be bilingual only and the number in English only should be
zero. The institute/office should establish checking points in this
regard and ensure compliance.

Part —Ill

Under Item 1, we are all aware of the correspondence targets for
Regions A, B and C with offices falling within their own region and
with offices falling under other regions. This has also been clearly
stated under the heading “Official Language Targets According to
the Region of Different Institutes” in this handbook. In this regard, it

should be kept in mind that:
e FEach institute/office should make efforts to achieve the
correspondence targets according to the targets prescribed by
the Department of Official Language for its respective region.




If the percentage of correspondence is not as per the target,
the Committee may reprimand the office.

Under Part-Ill, tem No. 1 (I to VI), information is to be given
regarding the percentage of letters received by the
institute/office and replies to them in Hindi. It is often
observed that there is considerable contradiction between
the percentage of correspondence under this item and the
percentage of work of officers/employees shown by the
institute/office under Part-l, ltem No. 7. Sometimes institutes
show a higher percentage of correspondence but a much
lower percentage of work of officers/employees, whereas the
percentage of work also includes noting, typing, oral
discussions, etc. by officers/employees and may therefore be
somewhat higher than correspondence.

For authenticity of this item, the institute/office should
establish checking points during the year under which letters
received from Regions A, B and C and replies to them in Hindi
should be monitored, along with directions for greater use of
letters sent by the institute/office in Hindi, which will be
attached as an annexure.

Under Part-lll, Item No. 2 (I to 1), details of letters sent by the
institute/office should be given.

Under Part-lll, Item No. 4, the total number of computers
available in the office is to be given. Special attention should
be paid here to downloading Unicode-supported (Microsoft
Indic) software on all computers of the institute/office. The
percentage of work performed in Hindi on computers should
not be more than the percentage of work of the employees of
the institute/office.

Correct information specifically sought should be filled in all
three of Part-lll, ltem Nos. 6, 7 and 8.

Under Part-lll, Item No. 11, information is sought about those
incumbents performing translation work who hold Hindi-
related posts, and not about any post-holder who is




performing translation work. In the absence of a Hindi-related
post (Junior Translation Officer), “Not Applicable (post not
created)” should be written in the column.

Under Part-lll, Item No. 12, information is to be given
regarding the glossaries and dictionaries obtained and
distributed by the institute/office from the Department of
Official Language, Central Hindi Institute and Commission for
Scientific and Technical Terminology. Therefore, all institutes
should obtain dictionaries from the above-mentioned
institutes and distribute them from time to time among
officers/employees of the institute/office so that the
information sought can be correctly provided.

Under Part-lll, ltem No. 15, while giving information regarding
entries in service records/books, it should be kept in mind that
the titles and headings of all service books of the
institute/office should be bilingual and the entries should also
mandatorily be in Hindi. If there is any deficiency, it should be
completed at the earliest, and in new service books, entries
along with the titles and headings should mandatorily be
made in Hindi from the beginning.

As evidence for this item, checking points should be
established and, under them, all concerned should be
instructed that the titles and headings of all service books
should be bilingual and entries should mandatorily be made
in Hindi.

Under Part-lll, Item No. 16, information regarding the Official
Language Implementation Committee in the institute/office is
sought. It should be kept in mind that every institute/office
should constitute an Official Language Implementation
Committee, with the Head of Office (Director) as its Chairman
and administrative officers and Heads of Departments as
members, and its meeting must be held under the
chairmanship of the Head of Office at regular intervals within
15 days of the end of each quarter (15 April, 15 July, 15




October, 15 January). Its agenda and minutes should be issued
in Hindi/bilingual form. In such a situation, the information
given by the institute/office under this item can be filled
correctly and clearly.

It should also be kept in mind that the Chairman and members
of the Committee should perform most of their work in Hindi
only, because this information is also sought by the Committee
as an annexure.

Under Part-lll, Item No. 16 (vii), information regarding the
Town Official Language Implementation Committee is
expected from the institute/office. Therefore, every
institute/office should ensure that it obtains membership of
the Town Official Language Implementation Committee of its
area and the Head of Office mandatorily participates in its
meetings held every six months.

Under Part-lll, Item No. 18, information regarding all
departmental meetings of the institute/office is sought.
Records of all administrative and scientific meetings should be
maintained. Here, the institute/office must pay special
attention that not only the agenda and minutes of Official
Language Implementation Committee meetings are to be in
Hindi, but the agenda and minutes of all departmental
meetings should be issued in Hindi/bilingual form and
progress of Official Language should also be included in the
agenda of all departmental meetings.

Under Part-lll, Item No. 19, information regarding Hindi
workshops is sought. As per the rules, it is mandatory to
organise one Hindi workshop every quarter. Accordingly, every
institute/office should organise one workshop every quarter
at regular intervals and a total of four workshops in a year, in
which the invited lecturer should conduct practice on various
subjects and all officers/employees of the institute/office
should be included by rotation. The attendance list of
officers/employees participating in the workshop should




necessarily be maintained as a record so that correct
information can be given under Item No. 19 (ii), (iii).

Under this item, along with encouraging officers/employees
of the institute/office to work in Hindi through the workshop,
information regarding the incentive scheme implemented by
the Department of Official Language is also to be given.
Therefore, the incentive scheme implemented by the
Department of Official Language should mandatorily be
implemented by the institute/office and, at the end of the
year, participating officers/employees should be rewarded as
per the rules. Along with this, the concerned rewarded
officers/employees should be motivated and encouraged to
perform their official work to the maximum extent in the
Official Language.

Under Item No. 20, the number of functions organised during
the year and information regarding the Official Language
Conference are to be given. It should be kept in mind that
invitation letters and programme schedules, etc. of functions
organised by every office should be in Hindi/bilingual form so
that the information given under this item is also in
accordance with the targets of the Department of Official
Language.

Part -1V

Under Item No. 1, information regarding advertisements issued by the
institute/office during the previous year is to be given. In accordance
with the Official Languages Act, vacancy notifications, advertisements
and publicity materials issued by the institute/office must be bilingual
or trilingual. Therefore, while reporting the total number of
advertisements and publicity materials, it must be ensured that all of
them are bilingual; i.e, the total number of advertisements and
publicity materials must match the number of bilingual/trilingual
advertisements and publicity materials.




Under Item No. 4, information regarding the status of Hindi-related
work in sections is sought. It should be kept in mind that under 4 (i),
the total number of sections of the institute/office is to be given and
under 4 (ii), information is sought regarding how many of these total
sections have undergone Official Language inspection. It should also be
kept in mind that some of these sections are required to be designated
to perform their entire work in Official Language Hindi. For this,
checking points should be issued clearly instructing the
officers/employees of those sections that they shall perform their
entire official work only in Official Language Hindi.

Under Item No. 5, information regarding activities organised on Hindi

Day is to be given.

e V Under Item No. 5 (i), details of all competitions and activities
organised on the occasion of Hindi Day are to be given.

e  Underltem No. 5 (ii), the progress in the use of Official Language
in the institute/office resulting from the organisation of these
activities is to be mentioned, the detailed description of which is
attached as an annexure.

e V Under Item No. 5 (iii), information is to be given specifically
about the steps taken for noting and drafting; this essentially
includes mention of a workshop or other activity organised on the
subject of noting and drafting.

e V Under Item No. 5 (iv), the special incentive scheme
implemented by the institute/office is to be mentioned and not
the incentive scheme implemented by the Department of Official
Language. It should be kept in mind that the 20,000-word incentive
scheme implemented by the Department of Official Language is
mandatory to be implemented in the institute/office; however, for
the purpose of promoting the use of Official Language in the
institute/office, a special incentive scheme may also be
implemented by the Director of the institute/office. Information
regarding that special incentive scheme is to be given under this

item.




Under Item No. 6 (i), the total number of notings during one year is to
be given, including Hindi and English notings.

Under Item No. 6 (ii), the number and percentage of only Hindi
notings out of the same notings are to be given.

Under Item No. 6 (iii), the number and percentage of notings made
by the Head of Office/Director are to be shown, which should be a
part of the total number of notings.

Under Item No. 6 (iv), the number and percentage of Hindi notings
made by the Head of Office out of the same total notings are to be
shown. It should be kept in mind that the percentage of notings
should correspond to the correspondence undertaken by the
office and there should not be a very large disparity between
them.

Under Item No. 7 (i), the total number of letters issued by the office
during one year (English and Hindi) is to be given. This number should
be given as the total number of correspondence with Regions A, B and
C provided earlier by the institute/office under Part-lIl, ltem Nos. 1 and

2.

Under Item No. 7 (ii), the number and percentage of letters issued
in Hindi out of these total letters are to be given. It should also be
kept in mind here that the total number of Hindi letters sent to
Regions A, B and C given earlier under Part-IIl, Item Nos. 1 and 2 is
to be provided.

Under Item No. 7 (iii), the total number of letters sent by the Head
of Office during the previous one year is to be given, and under
Iltem No. 7 (iv), the number of those total letters sent in Hindi is to
be given.

Under Item No. 8, the problems encountered in implementing the
Official Language Policy and their solutions are to be given in brief.

Under Item No. 9, such work being undertaken in the direction of
implementing the Official Language Policy, in addition to compliance
with the Official Language Rules and Act, is included, such as scientific,




administrative and health-awareness-related programmes organised in
Official Language Hindi, scientific training, scientific work, activities,
Hindi publications, awards/honours received by the institute in the
field of Official Language, public-utility works, etc., which are
exceptional efforts and achievements made towards compliance with
the Official Languages Act.

Therefore, by complying with the above-mentioned instructions, taking
the inspection questionnaire of the Parliamentary Committee on
Official Language seriously, and carefully reading each piece of
information asked for in it before giving the correct and accurate
answer, our inspection will certainly be successful.
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