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GOVERNMENT OF INDIA
MINISTRY OF PORTS, SHIPPING AND WATERWAYS
DIRECTORATE GENERAL OF LIGHTHOUSES AND LIGHTSHIPS

No. E-20A/1/2020-HINDI Dated: 30' June, 2026
CIRCULAR

Subject: Mandatory Compliance with Section 3(3) of the Official Language Act, 1963, the Official
Languages Rules, 1976, and Maintenance of Official Language Records

In pursuance of the provisions of the Official Language Act, 1963, the Official Language
Rules, 1976, and the instructions issued from time to time by the Department of Official
Language, Ministry of Home Affairs, it is hereby directed that all Directorates and
Lighthouses/station under the Directorate General of Lighthouses and Lightships (DGLL) shall

ensure strict compliance with the Official Language Policy.

All Directors, Heads of Offices, Section Heads, Officers, and Officials shall ensure that no
deviation is made from the prescribed provisions and that all records relating to the
implementation of the Official Language Policy are properly maintained in both physical and
digital formats.

1. Documents Covered Under Section 3(3) of the Official Languages Act, 1963

The following documents shall invariably be issued bilingually, i.e., in Hindi and English, in
accordance with Section 3(3) of the Official Languages Act, 1963:

. Resolutions

. General Orders

. Rules

. Notifications

. Administrative and Other Reports

. Press Communiqués / Press Releases

. Administrative and Other Reports to be laid before either House or both Houses of Parliament
. Government Papers
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. Contracts

10. Agreements
11. Licences

12. Permits



13. Tender Notices / Tender Documents
14. Bills and Draft Bills to be introduced in Parliament

The issuance of the above documents in both Hindi and English is mandatory and shall be strictly
complied with by all offices.

2. Maintenance of Records

All offices shall ensure the following:

* A separate Official Language Guard File shall be maintained in every office and in each section.
* Each Department/Section shall nominate one Nodal Officer (not below the level of Section
Officer) to monitor the weekly data submitted by each section and ensure proper documentation.
* One copy of every important bilingual document shall invariably be kept in the Guard File for
record and inspection purposes.

* Separate records of all documents covered under Section 3(3) shall be maintained.

* Records shall be updated regularly and kept readily available for inspection by Headquarters,
the Ministry, the Department of Official Language, Ministry of Home Affairs, the Committee of
Parliament on Official Language, and other authorized agencies.

* All records shall be preserved in both physical and digital formats.

3. Banners, Name Boards, Sign Boards and Advertisements

* All banners, posters, display boards, name boards, sign boards, directional boards, and public
information boards shall be displayed bilingually (Hindi and English). Wherever required, the
regional language may also be used, making the display trilingual.

* Advertisements, public notices, recruitment notices, tender notices, and publicity materials
shall be issued in Hindi and English in accordance with Government instructions.

* Wherever necessary, the regional/local language may also be used in addition to Hindi and
English.

* Proper records of all advertisements and publicity materials shall be maintained.

4. e-Office and Digital Record Management

* All offices shall accord priority to issuing documents through the e-Office system.

* Digital records, including PDF copies, scanned copies, and electronic files, shall be preserved as
documentary evidence.

* A dedicated digital repository/folder for Official Language records shall be maintained.

* Regular backup of Official Language records shall be ensured.

* Both physical and digital records shall be produced during inspections whenever required.



5. Quarterly Review and Reporting

* Every office shall conduct a quarterly review of Official Language implementation.

* Quarterly Progress Reports shall be submitted to Headquarters within the prescribed timelines.
* Supporting records and documentary evidence shall be maintained for verification and
inspection purposes.

6. Responsibility of the Head of Office

The Head of Office shall be personally responsible for ensuring compliance with the Official
Language Policy, the provisions of Section 3(3) of the Official Languages Act, 1963, proper
maintenance of records, and the availability of records during inspections.

Any deficiency or non-compliance observed during inspections by Headquarters, the Ministry, the
Department of Official Language, Ministry of Home Affairs, or the Committee of Parliament on
Official Language shall be viewed seriously, and responsibility shall be fixed accordingly.

All Directorates, and Lighthouses/station are, therefore, directed to ensure strict compliance with

the above instructions and accord the highest priority to the implementation of the Official
Language Policy.

N \ ‘—\Q
Director General
Directorate General of Lighthouses and Lightships

Copy to:

1. All Directorates.

2. Assistant Director (Official Language).

3. Administrative Officer (Administration).

4. Hindi File.

5. All Offices are requested to refer to and ensure compliance with the “Manual Regarding the
Use of Official Language Hindi (Revised up to 31 July 2023)” published by the Department of
Official Language, Ministry of Home Affairs.
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