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FTATAT TS/ OFFICE ORDER

TrorATaT sferfeae, 1963 @i TreramaT e 1976
¥ W 12 ¥ aqaT F aOhE F FrAdl &
Fratera wH@ T a1t g 3 vy wrateay
¥ waet & oo & "gatea gfefam s fat
¥ qfa aqarad ft giesaar Faita #310)
TSHTIT ¥ g9mEeTEr wEead & g
freferfr sit=r fegelt (3 warde) #71 At far
AT B qEATer T Fwraterd, et & g st
sitv et srfereRTioay & srrer Y STt 2 & S
wite famgelt (3% @) #1 gt agoed
gffama w¢, S faor e g -

According to the Official Language Act, 1963 and
Rule 12 of the Official Language Rules, 1976 it is
the responsibility of the Head of the Central
Government Offices to ensure the proper
compliance of the said Act and Rules relating to the
implementation of the Official Language. The
following check points have been formed for the
effective implementation of Official Language. All
the officers and branch officers of Headquarter
Office, Noida are expected to ensure appropriate
compliance of the said check points, details of
which are as follows :-

V| rsrermeT s, 1963 #i & 3 (3)

Section 3 (3) of the Official Language Act, 1963.

TreraTaT wferfaaw, 1963 Ft 4T 3(3) F siaia
sfeafa amma areel qUT A= FETSATE qATT
Rsfaet sz ot awmas 1 fGardr (B s
ST wraTe ®) w9 § wfFarda: s B S
21 By w =0 |, et fRedt § srar Faer st
# S fRw S Y g § 3 AW T I
AT SO 36 ITEET & siada Sy B S
arer FrrrTe fewreft (T site srstt araret /) §9
F 8y g & Rafa w1 gFfEm F w1 2,
ZEATAST U ZEATAT FAA AT ATAFTLT [ oraEr
THTET ¥ 21| Heitd eYr / IS ¥ gEEy
G e i A e R s U o e O O s 2
TEaTAw e wey (fGurdt w7 #) # § € =@
YT ¥ ZEATAAL 7 ITUT FEA T FATHATT / TATL
F et 7z gifEm % fF afea gemEs
Rt = # & 9t 21 7 2

(FTEATE - TEATEL LA AT ATAFIEY / 9
A At qrrET)

The general orders and other documents mentioned
under Section 3 (3) of the Official Language Act,
1963 i.e. rules, notifications, resolutions, contracts,
agreements, licenses etc. all the documents are
required to be issued essentially in the bilingual
(Hindi and English Languages) form. Issuing in a
single form either in Hindi or in English considered
as the violation of the said rule. Under the said
provision the re5p0n51b1hty of ensuring the
documents to be issued in bilingual (in Hindi and
in English) form is of the Officer who is signing the
documents / branch Officer. The branch Officer
/ branch in__charge who transmit such
documents _should _ensure that the said
documents are issued bilingually. The Officers
who are signing the relevant orders/documents
must ensure that the said documents are in required
format (in the bilingual form). It is responsibility of
the branch Officer / In charge to ensure that the said
documents are issued in bilingually.

(Action :- Signing Officer / R&I Branch)

..........
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2. | & e/ feoaft

Hindi Correspondence / Noting

TrerTaT BT g gt e F avm F
aqeT = A= F omar srefterhi @l ormaEr

sttt & st faeg 3@ T 21 A, T2
et #45r & F &= & @ a7 F 9 aq
wfererd 3T 7 &7 F AT 65% FT TATA Far H
211 STTETE H AT AT AT ST FTAATE HATA
e FTeRT & e it St @ 5 F e e '
A 0 WS ST ATer IAT BT HET g ®7 & Beat
¥ &Y weqa *¢ i Hafda feoft o B # 2n
TS 2 7 e T w8 i @ A A T
qEHTLT AT & orfarT &t & st ® ured 9= 6
Ieaw 2wt ¥ & Ao 5o Rt § 9o 9 sreer
f2=dt o gearerfa et oft s, srsmaee srar
affer 7 Iea< f@edr & e fFar S aEqrast
e e 1 e 1 M 10 e R 5 e G s s
7z gt w o & defia &=t & daf & srma
Rt H 1 81

(FTETE - FEATEAT FTA AT ATHTL)

In order to achieve the target of Hindi
correspondence ensured by the Department of
Official Language, branch superintendents and
branch officers have been made as check points.
They will ensure 100% correspondence with the
Region “A” and Region “B” and 65%
correspondence with Region “C”. Officials posted
in the branches with proficiency and working
knowledge of Hindi are required to submit the draft
letters and noting meant for Region “A™ Region
“B” in Hindi. And also keep in mind that letters
received in English from the State Government and
Union Territories of the Region “A™ and the
Region ‘B’ should be replied in Hindi. Reply to any
letter received in Hindi or signed in Hindi,
representation or appeal must be answered In
Hindi. Before signing the documents, the signing
officer must ensure that the referred documents
for the relevant Region are in Hindi only.

(Action :- Signing Officer)

3. | Rt Y far g § sranat

Entries in the Service Books of officials

FrAFTET sAfererTet / arrar srefteres, worra 1| amET
F1 atfaed grm & 3 77 gafem w5 & srataa
F aoft it £ dar qfegwmet § gfafeat @4
21 TE1 21 drdenrt srfdrT< / e srefter, wamEA
U T s 2 B s a2 2 A
= gaof # 2 aret et a F Sooiaa & oo
Iaarh g

(Fréarg - FrEHET AfFFEY / srefverd, gaTa )
9ITET)

It will be the responsibilities of Executive Officer /
Branch Superintendent, Admn — Il to ensure that
entries are made in Hindi in the service books of all
the officials of the office. Executive Officer /
Branch_Superintendent, Admn —II are made
check point and will held responsible for any
violation in this regard.

(Action:- Executive Officer/ Superintendent,
Admn. II Branch.)

4. | <Foret & whateat

Entries in the Registers

FraterT § T4 af Tg O T F Tl & T
afrT ofid fRamedy 2 sfe s wfafeat Bh & & fi
ST Fraterd & gt gafia omarferriar £ 29
e ¥ Site faeg awmar 7 € o7 F 7 gt
FOT 3 I T T TG I 2 @ 2l
=4 Rt # g a et e % See & fag
Hafda erraTieed / TAr savarh g

(Fréars - wft wafda ararfasd)

The names and headings of all the types of registers
which are being used in the office should be in the
bilingual form and the entries are require to be
made in Hindi only. In this regard all the branch
Officers of the concerned branches are made as
check point and they will ensure that the said
provisions are properly followed. The concerned
branch__officer/ _in__charge will be held
responsible for any violation in this regard.

(Action :- All the concerned Branch Officer)



. TN

S| g &Y gy, AT ug, AT e S
e

Bilingualization of Rubber Stamps, Name
plates, Sign Boards etc.

TroTATeT AT ¥ w11 % savia sfeafea
T % |T - qTH TAE T AR L, ATH 9g, "I 418,
¥z, e, u= o sf2 1 Bt =7 & ST
sifrart 21 Fafda sifaerrdt 1 7 @i g %
¥ 7z gRfaE w49 B Fratar § g ge ATt
s wrft gt w7 & fgarft &1 § Irerey g «i
Fardt =7 § & sranr & Ay o w6 g1 fFerd
&= § 7 g1 it e, & arft @afi amar i dter
& o, arfd 38 fFardy = § Iuersy FAT S
eI 0 O . £ A 2 6 P R G B e 0 A B L1
e O O o O O O i O
b R P | e 1 1 2 s R e B L
ST 81

(@FTEaTg - wrE afdEr/aTe, "o ST Fo
TET)

Under Rule 11 of the Official Language Rules, it is
mandatory to use bilingual form of rubber stamps,
name plates, sign boards, banner, seal, letter heads
etc. along with the forms. It will be the
responsibilities of the concerned officer to ensure
that the stationary materials used in the office are
available in the bilingual form and are being used
only in the bilingual form. In case the said materials
are not in bilingual form, the material should be
returned to the concerned branch, so that the same
can be made available in bilingual form. Executive
Officer, Cash _and General Branch is made
check point and in his absence officer in charge,
Cash _and General Branch entrusted with the
above responsibility.

(Action :- Executive Officer/ Officer in charge,
C&G Branch)

6 | Fre, Aqerar 3w wore anEht & fRwrd
YT

Bilingual publication of codes, manuals and
gazette materials

Frafad ® #g, AqHAa v woe AqrEft v
faEr fRardt (Reefe) &1 F e Far
ST AfAETd 21 5 gt § Fratery F wef gataa
grraTat o SfRRTEt FY St faeg AT S 2
I YEYTH % Sedud & foU defid amEr &
i/ st it e s sl

(@rEars - avt Hefia ararfaT)

It is mandatory, as per rules, that the office code,
manual and gazette materials are to be published in
the bilingual form. In this regard all the officers of
concerned branches are made as check points. The
concerned branch officer / in charge will be held
responsible for the violation of the said

provision.

(Action :- All the concerned Branch Officer)

7. | R gt fit @diw

Purchase of Hindi Books.

EqTRTEATETE a8 qAfad w7 fF fedty ad 61
gty ¥ 2 ARt seew sfiT 7S d@2H

afafiad EaaeT F T aqaT w1 50% @t
e o Rt Sq, f &/ AT, 1 grea
s St aur aefrr sroret & R # sl
et HT @iig 0¥ =77 AT S| S5 SEEE %
Ieera & forg deiferd e ¥ stfeesnrd/ ey
Feae F e SEET Sl

(FTEATS, i~ TEATHIAATETE)

The librarian should ensure that during the period
of Financial Year, 50% of total library’s grant spent
on the purchase of Hindi e-books, CD/DVD, Pen
Drive and the books translated from English and
other Regional Languages to Hindi, in addition to
foreign journals and standard references. The
concerned branch Officer / Librarian will be
held responsible for the violation of above

provision.

(Action :- Librarian)




sl

8. | gt IfAs Su<ult &t e v fawrft
ITYTSE FT AT

Purchase of electronic equipment and updating
of departmental website

AT FATET §q @iIs o e a9t Fet
e gafda gt o 37 Bardt =7 & F1 F=
£ g sraex ITersy g THE AfADE @i
ST AT A7 ITRLOT (AqerT) # off Gt =0 §
w14 F it g Femm gn gy & Fenta
FaaTze F1 Farft &7 # sreraT v s #7 arfhEe
g BRI ATHAGT (2.), FoAT T SRt

arEt #1 8, o it sttw faeg s=ma g s zm
PG 1G] %'!i'q"n‘ # g9 9« Iewwd & o F

All the computers purchased for Headquarter
Office must be Unicode supported and have the
facility to work in bilingual form. Apart from this
other devices (Laptops) to be purchased also
should have the facility to work bilingually. Also,
the responsibility of keeping the departmental
website updated in the bilingual form is with the
Assistant Executive Engineer (E), Information
and Technology Branch, who have been made
as check point and will be responsible for any
violation of the said provision

e g
(FTEETE - FETEE FAHTL AfEar (£.), g7 ST
stenfRrft amaE)

(Action :- Assistant Executive Engineer (E),
Information and Technology Branch)

9. | Rt wx B & 73 Fraar

Writing addresses in Hindi on the envelopes

HEATAT FIATAT gIT 'F &7 3 @ & F At
o ST arer g+t o=t F ot uv ua B A o
TT B AT T a4 § Ruq Feg avEe & Fraiaal
T W ST AT AT ot a7 aor gy (Fd
T S w7 7) w7 # feataa g 3w y@e
qHT AqaTe g Wi s [Afw arar F wward
& stte faeg s & sie Rty & e
* fore s, wifr sie st et e g

(FrEaTs - FrdwrdY srfderdy, wrfar siw Rt ama)

The addresses on the envelops issued by the
Headquarter Office meant for the region “A” and
“B” are required in Hindi and the addresses on the
envelops sent to the Central Govt. Offices located
in the region “C” are in bilingual (Hindi and
English) form. For the overall compliance of the
said provision, Officer in charge, Receipt and
Diary Branch is made check point and will be
responsible for any violation.

(Action :- Executive Officer, Receipt and Diary
Branch)

et wafera srfdraprivart #1 Frer faw s € & o= ot stt=r faegett 1 F=re @ srgurey

aff 7%

The directives are issued to all the concerned officers in order to ensure the strict compliance of the

above mentioned check points.

e
‘\. ~. s B
G ‘-1 =<
(£ 7f)/ E.MURTY

AZT{29r% / DIRECTOR GENERAL
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sfaferfe gemTe s s wréars 7 et #ir St &/

Copy forwarded for information and necessary action:-

01.

02.

03.

04.

05.

06.

T O (T, T, T TRage i STt $Arer, e w6, CEY
Joint Secretary (OL), Ministry of ports, shipping and waterways, Parivahan Bhawan, New Delhi.

AT FATTT & qft AfaFTLY/ Aeffersh/ e

All the Officers/ superintendents/ branches of Headquarter Office.

I qETTRRer, et i Sy wEriAgeTer, FwE/ FAHrar qrs/ gererd A,
ToUeT |

Deputy Director General, Directorate of Lighthouses and Lightships, Chennai/ Kolkata/ Mumbai/
Headquarter Office, Noida.

37 wETfARe, Sraeds ST S Ferer, 4 & oA, e YeT T TTSTATHT FTA AT
¥ way & siter faeg el #2 & Fra Ru s

Deputy Director General, Directorate of Lighthouses and Lightships, Gandhidham is being directed to
establish check point for the implementation of Official Language.

RrzorF, Srrer 9T Sradre FrRemer, Fr=1A/ FARTaT a1/ FoE/ AHATLY e a7/

TS TSI AT TTSTATOT Frafeaae & derer § Frafers i Saeadr & Fgare
fareg werfae e 3 fger faw o 2

Director, Directorate of Lighthouses and Lightships, Kochin/ Kolkata/ Goa/ Chennai/ Jamnagar/ Port Blair/
Mumbai/ Visakhapatnam. You are directed to establish the check points as per the requirements of your
Office for the implementation of Official Language.

HeT o~ 8/1/a1.f4./2003- f2<¥ / NO. 8/1/C.P./2003-HINDI.

LY

gTasiiq {88 / Sarabjeet Singh
g A9 (I0.97)/ Assistant Director (OL)

Fl WETA 9T/ for director general



