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THE DIRECTORATE GENERAL OF SHIPPING, MUMBAI
HINDI BRANCH

F. No.: OL 2(22)/2018-19 DATE: 04.04.2019

SUBJECT: Regarding allocation check list for progressive use of official language.

As per the provisions of the Official Language Act, 1963 and the amended Official
Language Rules, 1976 and also for the implementation of annual programme of the Official
Language Department, the following checklist has been made for the effective implementation
of Official Language policy of the Union Government:

Sl No. Description Responsibilities

1. 1.Under Section 3(3) of the Official Language Act, Signatory Officers
1963, all documents including orders, notices,
circulars, resolutions, agreements, advertisements
etc should be bilingual.

2. Documents of this nature should be uploaded in
the website bilingually too.

zx Letters and  correspondence: 1.  Original Signatory Officers
correspondence should be in Hindi. 2. Letters
received in Hindi should be given replies in Hindi
itself. 3. Letters received in English but signed in
Hindi should be given replies in Hindi itself. 4. As
much as possible, the letters received in English
should be given replies in Hindi.

3. RTI: - RTls received in Hindi should be given replies in | Signatory Officers
Hindi itself.
4. The dates on which the department-wise quarterly | Officers of each branch
progress report should be submitted to the Official | should submit their quarterly
Language Section. , progress report on time to
—| the Official Language Section
Quarterly Dates on which | ;¢ 1o DGS so that they can
report should " be | (i uect data and forward it to
submitted the Ministries on time.
(Assistant Director, OL)
First Jan-Mar 5 April
Second Apr-Jun 5 July
Third Jul-Sept 5 October
Fourth Oct-Dec 5 January




Hindi Fortnight/Hindi Day:

Usually, Hindi Fortnight is organized from 1% to 14"
September every year. Hindi day is celebrated on
14"™ September of every year.

1. All officers and staff of the
DGS shall actively participate
in the programs conducted
during  Hindi  day/Hindi
Fortnight.

2. All offices under the DGS
should organize this
programme.

Register/ File: Titles on the attendance registers and
drafts of other registers of each department should
be kept in Hindi and English. The entries should also
be in Hindi.

Concerned Officers of all
Sections.

Training: The officers and staff should be sent for
Hindi training as per chronological order in the
roster.

OL Section / staff of the
subordinate offices

Rubber stamps: According to the Official Language
Act 11, printed material like name plate, notice
board, letter head etc should be in Hindi and English,
i.e. bilingual

Concerned Officers/In-Charge
of the Section

Letter head and visiting card: According to the
Official Language Act 11, these items should be
issued bilingually.

Concerned Officers/In-Charge
of the Section

10.

Purchase of books: As per the Annual programme of
the Official Language Department, Ministry of Home
Affairs, Govt. of India, necessary steps should be
taken to achieve the goals.

Concerned Officers

- -

Service Register: All the Service Register should be
maintained bilingually.

In-charge / Head of the
respective personnel
department

12.

Standard forms: All the standard form drafts being
used in the DGS/subordinate offices should be in
both English and Hindi

Concerned Officers/In-Charge
of the Section

13.

Publication of Quarterly /half-yearly /yearly
newsletter

Official Language Section




employee who handles the inward / outward register, to
make the entries of particular letters time to time.
(Region A,B or C)

(From where the letter was received or sent to)

After completion of each Quarterly, all departments are
asked to submit the inward / outward details in the
prescribed format to the OL Section.

the inward/outward register
under the supervision of
Head of the Section / In-
Charge of the Section.

15 Hindi workshop: As per the Annual programme of the | Concerned  Officers/ In-
Official Language Department, Ministry of Home Affairs, | Charge
Govt. of India, a Hindi workshop should be mandatorily
conducted in every quarter of the year.
16. Participation in the Town Official Language | Head of the Department /
Implementation Committee meeting. Competent authority as
assigned by the Head of the
department
: ¥ Official Language Implementation Committee meeting: | Head of the department
It is necessary to organize a Official Language | (Each Quarterly)
Implementation Committee meeting which should be
presided by head of the department.
18. SI No. Review Period
meeting
1 First Jan-Mar
2. Second Apr-Jun
3. Third Jul-Sept
4. Fourth Oct-Dec

The above said check-list is issued to all officers (In-charge) of Section / Subordinate Offices for
the effective compliance of the provisions of the official language.

o

Additional DGS/ DGS in-charge




