% YT JTeqTaeAT **

e STUSIT ITeg Tea19leg
1. | Autonomousbody T Rt
2. | Abbreviation it
3. | Abdication EE 10
4. | Above said SENEN
5. | Abstract of tender IRIEEIET R
6. | Abstract Statement HIEH sq
7. | Additional funds AT T
8. | Administrative action TITTH ok hNATg
9. | Agro - implements H-3ThT0T
10. | Annual account ELEEISICH
11. | Authority letter BUBENE
12. | Basic pay T dad
13. | Activities ThAThA T
14. | Office Premises EIRISERIGH
15. | Consultancy Service qUuEEEHATHAT
16. | Registration ERicau
17. | Unauthorized magrcr
18. | Controlling officer [EREEEIEEaN]
19. | Quarantine leave I AThRT
20. | Competent Authority W SATTRRT
21. | Right to Information FEAATRT HATETHR




RTIIUTTAT

22. | Working Procedure

23. | Unreasonable fee A red JIeh

24. | Retirement T qted

25. | Declaration YIYOTT

26. | Verification NIRIEE]

27. | Leave Encashment @grqﬁﬁq‘{m

28. | Document QEAISST

29. | Original copies E\E‘W

30. | Service Rules AT =aA

31. | Professional & Technical Qualifications SATIATh SR AHH [enl TTAATY
32. | Central Information Commission o ATATETM
33. | Deputation mﬁﬁ@ﬁ'

34. | Seminar HITIeet

35. | Conditions o

36. | Implementation CARIERE]

37. | Monthly Installment AR TehET

38. | Advance Interest AR AT

39. | Temporary Employee SEATAT R
40. | General Provident found AT AT [T
41. | Reimbursement SI'I?I'Q;I?T

42. | Transplantation AU

43. | Emergency Treatment STTATASh A ] Tl ehed T
44. | Provision RIERIE]




TIehcaTa ™ T

45. | Medical Benefit

46. | Explanation TACEThTIT
47. | Travelling Allowance (TA) AT Hedl
48. | Adjustment THTIATSH
50. | Counter Signature TAgEaTer
51. | As per rule [TIHTIAN
52. | Special Permission TSHIT STIHIAT
53. | Lump sum amount WW
54. | Deduction hetat

55. | Sanction Order T AT
56. | Agreement aﬂﬁ‘%l‘

57. | Chief Accountant HET @
58. | Public Sector SIECIEEEE]
59. | Regional Manager REIPREEEY
60. | Long term Loan HEECIEERY]
61. | Nationalization TSCTIhTuT
62. | Consumer ST

63. | Non Productive SJcUTgeh
64. | Investment of Capital FGUEER]
65. | Encashment ReSLIE]

66. | Cashier Trentedt

67. | Field Officer BENBEAN]
68. | Demand Cash credit EPENEER]




AT ST AT

69. | Rate of Interest

70. | Balance Sheet qaT=

71. | Certificate of approval SVRIER LI EE]

72 | Centralsales tax hs T TIshT Rl

73. | Demonstration BERIE

74. | Afterissue SR g h A1g

75. | After Discussion TR — TaHITh d1g

76. | Brief note is placed below Higra e A 1dl [eare |

77. | Bills for signature, please HUIT ST I eEATI R & |
78. | Case under investigation HTHE hl ATT-USATeT ohl ST T&l @ |
79. | For information AT, TAATh [e1C

80. | Give details TTEqaHANI ¢ |

81. | I have the honor to say RIGEEERE]

82. | Put up for verification HITIA oh TeT8 T d e |

83. | Put up for perusal please m '

84. | Final concurrence is accorded 3ffH Aguidatardr € |

85. | Forwarded for necessary action HATITAh hLATg oh [eT8 STUTH
86. | Extension of posts QT bl AT AGHT |

87. | May be approved SITHIIEA ThATSITT

88. | Please comply before due date HUIT HIHT THT | TEct gEhRT AT [hAT AT
89. | With immediate effect TcehlcT THIE H |

90. | Work in progress I WA W 2 |

91. | Without delay CIESL]




92. | Sanctioned as proposed TS WW

93. | Take over charge HTIHR TEUT HHT

94. | Thisis to certify STHTTOTA (R AT AT & |

95. | Please Discuss HUAT Al A |

96. | Put up previous reference [EESIEED TEqART

97. | Verified and found correct AU shed eTITITAT AR STeh TTAT |

98. | Early reply is solicited HIEESIE EEERPEIET

99. | Funds are available RIEEEEECH

100. | Indenter ARTehdl

101. | Divisional Officer THTRIT STrErehil

102. | Legal Action RITATRNATS

103. | Extension of Service EEIEIEEEE]

104. | Nominal Value WE\W

105. Administrative sanction may be YT R B STed St ST |
obtained °

106. | Approved as per remarks ST oh TTAR ATHIGA

107. | For information please TdT=h Sl w

108. | In connection with hHAIH [ A

109. | Inform all concerned TAUId shiged e |

110. | In the preceding paragraph SHE U oh G |

111. | May be considered TR TehaT g |

112. | No action is necessary T hIATg TUTETT e |

113. | Please circulate & file HUIT TRATICTA hich WIS [RAT ITT |

114. | Please treat thisas very urgent hUAT H A~ AT h THEA |




115. | For suitable action SUYFT RRATS o 11T |
116. | Paternity leave WW

117. | Untrustworthy CICEEREID

118. | Undertaking IUhH / AL/ AT
119. | Underestimate HH THSAT/ A HEed o1 |
120. | Advice awaited T ohl JAE & |
121. | As recommended by THHTIRET o ATAR
122. | As per instructions HIRMTITEAR

123. | Demonstration RENE)

124. | Enclosure HIeTH R

125. | Increment EREEIE

126. | Representative BIRIEIE)

127. | Section ST

128. | Term loan FT e st

129. | Furnishing of Documents TEATA S U9l oh{T

130. | Regional Director REIPREENED

131. | Government regulation IR [&HIH

132. | Government of India undertaking HRA TR 3IUshH
133. | Incidental expenditure SATh A T

134. | Incomplete application SYUT ATIGAIA

135. | Departmental Investigation TR St -agare
136. | Draw a charge sheet Y U qAR hAT
137. | Extension of leave Bl agHT|




138. | Facilities are not available SIEBEEEESER
139. | For comments TETUTT R TeTT |

140. | Give details m '

141. | Abdicate RERSINETI

142. | Abide by T T

143. | Ability TRIAT, HAT

144. | Abstract ETH, O, qRieT

145. | Academic STeATUTen, TTTeTeh, TehTaHT
146. | Accidental HAThFHR

147. | Accommodation CICICAREIH

148. | Accompanying letter He-ud

149. | Additional TR, AT (TG )
150. | Additional charge JATARTE THR

151. | Ad-hoc Committee REREItI

152. | Ad-hoc indent RECEIUE]

153. | Administrative Ability EMISER LR

154. | Administrative expenditure EMISIEER R

155. | Admissibility T TehTadT, TTdar

156. | Adoption SHITT, TR TZUT
157.| Advance payment SR FSTATM, R WA
158. | Agreement IR, FA, TeHid
159. | Agreement form AT, TSI T
160. | Allotment ATl




Hier-3meed

161. | Allotment of fund

162. | Allowance Ll

163. | Announcement RILL

164. | Application ATAGA

165. | Appointing Authority Wm

166. | Appraisal HedTeh

167.| Approximate T, ATHTHEA
168. | Arrears ehr AT

169. | Audit Raclal

170. | Audited Account STeRTerd, TTeTd i
171. | Auditor QICIFNED

172.| Awareness STT&ehdT

173. | Back reference I T, USAT g Tel
174. | Backward classes [EESIC]

175. | Banking arrangement TTehTT sqTEAT

176. | Banner TR

177. | Before cited T i, Id-3ga
178. | Bilingual [ECl

179. | Bill IECPEAELERER]
180. | Bill of Exchange [EIREERE]

180. | Cabinet REILES]

181. | Casual Leave SAThIEHS Pl

182. | Caution LT, AT T, AT, @eiE R




183. | Cell TUh(S, Shel

184. | Chronological Order hlcTTIch H, chictshH
185. | Clarification TAFTRI0T, TAE hiT
186. | Commission SATIT

187.| Commissioner AR

188. | Compliance HIATAT, UTedd
189. | Compulsory ST, ATAh R
190. | Concession Ed

191. | Confidential RIREIR

192. | Confirm qre ST

193. | Construction Work HHTUT hT

194. | Controller [ERECD

195. | Contribution AT AT, TS
196. | Corruption HEEN

197. | Council RIS

198. | Daily Allowance e S

199. | Dearness Allowance ATl \waT

200. | Decentralization TTehwTeRtoT

201. | Departmental Enquiry [EEWIPEIE]

202. | Deputy 3

203. | Dispatch THOT, ST hiAT, Hot-T
204. | Disability SWTHATH IR AT TET), YT, IS /T
205. | Dispensary ST, [SEIE




206. | Disqualification SATIAT, STl
207. | Distribute TR0 SHEAT, AT
208. | Duration CRIE)

209. | Earned T

210. | Economic collaboration SITIAh Ao

211. | Encourage A TR hiAT, G dGHT, ATeH G AT
212. | Evaluation TEAThT, Hod HLRT
213. | Export war

214. | Extend TG, TTEAR hiAT
215. | Extension of service HATAT AT

216. | Festival advance caTgR ATH/q9rTl
217. | Final assessment Saq godieh

218. | Final order ST e

219. | Financial year [ENIEEEAEREE]
220. | Forward ST AT, ST eheT
221. | Forwarding Letter ST T

222. | Fund er

222. | Further interest HTAh ST

223. | Full payment T’T I

224. | Further inquiry ST hl AT

225. | General inspection R T0E0T

226. | General procedure T SR (ST, AT STshaT
227. | Generalrule T HIq




BRI TR, ITTEh [T TR

228. | Government Publication

229, | Grace period AT STATET

230. | Grand Total ST AN

231. | Grant SRS

232. | Granted wThd

233. | Grant-in-aid NERELEG EU
234. | Gratuity EREIC

235. | Gross amount ket AT

236. | Half pay AT A, 3Teg, A
237. | Half pay leave g AaT gl

238. | Half Yearly G-ATh, BHTGT
239. | Handing over charge RIRAHR HIUAT
240. | High accident rate mgma?
241. | High commission 3o ATAT

242. | High Court 3o AT

243. | High power committee I ATURR AHIA
244. | Higher authority I AR Rl
245. | Home town MEE R

246. | Home trade It sITU

247. | Honor TS, T, T R AT, A ST, AhRAT
248. | Honorable AT, G100
249. | Horticulture ElEIEi]

250. | Hostile witness TeISTET ATell




251. | House rent allowance HRT [eRIIT HT

252. | Identification mark UEd g, PTG sl 9
253. | Illegal T

254. | Implementation BRI, TRATAT

255. | Import & Export ATITA-ATT

256. | Inauguration 3glcd

257. | Incharge TR

258. | Incidence R, TR, ATATd, THTS &
259. | Income & Expenditure AT AT

260. | Income Tax clearance certificate STARI AT U (TTEN)
261. | Inconvenience 31'{\3!1“0[%11

262. | Incremental arrears m

263. | Index STTHH VTR, ATHAVM, TAh
264. | Informal AT

265. | Information ST, FT

266. | Inspection TARTToT

267. | Inspection report TAIOT RUTE

268. | Instruction TGN, I

269. | Interview HTATchTT

270. | Interval AT, AT

271. | Intimation At

272. | Investigation YT, AA-TSATe, TEATN
273. | Investigating Officer ST-USATA STTERRT




IEEE]

274. | Investment

275. | Inward AT

276. | In writing [eTidd &9 |
277. | Irresponsible TR-RaR

278. | Item He

279. | Issuing date SR &4 ohl @
280. | Job analysis hTd TN

280. | Job assignment T gaa

281. | Job oriented ERERIRIGLC]
282. | Joining report HIAEUT AT
283. | Joint SR

284. | Joint cadre SREREN]

285. | Joint committee 11'3?511‘]111?[
286. | Joint declaration T“'ﬂ?ﬁu HuTT

287. | Journalism T hTdT

288. | Justice =, AT I
289. | Justification AT, TeheTd
290. | Justify TIE g hiAT, A0S oAl g iad sgi=t |
291. | Labor welfare AHheITT

292. | Labor welfare fund S hHEITOT 1L
293. | Land mark AT <3

294. | Land revenue %W’W
295. | Legal charges WW




SBIcT)

296. | Legalization

297. | Legally I ET G, T gRI, HEATAR W)
298. | Legislature [EEIEEE]

299. | Link language ek AT

300. | Local audit T T AT ET-Urel

301. | Local committee TATH G A=A

302. | Lowest TAHaH g AT, AR

303. | Lump sum ThHRd

304. | Magistrate ~ATITETT, HiSTEee

305. | Maintain ST h AT, IATE W T
306. | M ajority dgHd

307. | Management EERRERE]

308. | Mandatory AT, 3TA ek, TS IMcHh
309. | M anifesto guT-a

310. | Manufacture EICEIWAEEIY

311. | Manufacturing process TS HHTOT IR AT

312. | Maternity HIded

313. | Maternity Benefit HIcT TN, H*g\lgf-m
314. | Maximum SArEhad

315. | Medical Benefit TIThed T led eI

316. | Medical Benefit Council IEIERECEIC I

317. | Medical certificate TRITehed T THTUTI

318. | Medical certificate of fitness STREIAT THTUTHA, T Telched T STHTOTO




319. | Medical examination TATELT UTedT
320. | Medically fit T THTOTIA
321. | Medical ground TeTehca T ATIR
322. | Membership qgegdr

323. | Monthly Statement AT [eTeuT
324. | Monument THch

325. | Mother tongue HTHTHT

326. | Municipality TR UTICTRT

327.| Museum BPHEE

328. | Name plate aHug

329. | Narrative JOTIcHh, TTAXOTTCH R
330. | National AR

331. | Nationalization TECTIHIOT

332. | Necessary action JTITH HRATS
333. | Net amount IEEKEUN

334. | No demand certificate SEICIREILEE]
335. | No objection certificate TR STHTOTT
336. | Non-compliance SUTA, SATTUTeAA
337. | Non-co-operation SSERIN

338. | Notice of demand WWW
339. | Notice of discharge hTAHTh FAT, hTAHI<h AT1CH
340. | Notice of motion STEATS AT

341. | Notification CIEECRN

(=N




TewquT, ITWuT-eiEq

342. | Noting

343. | Objection T

344. | Obligatory AT, e endt
345. | Offer of appointment WW
346. | Office memorandum RIRISEEIEE]
348. | Office note CARIC BRI
349. | Office procedure EIEIRERE
350. | Office record HEATAT A
350. | Officer-in-charge THIT AR
351. | Official HTTAHTIh, ITHK I, Ue &R, ASTehTd, TLh T
352. | Official business TIRRT hH

353. | Official correspondence ECINEERRERIN
354. | Official documents HLhN SEATAA
355. | Official language TSTHTET

356. | Official report LSECALUN L] [l
357. | Operator TeTeTeh, HATAh
358. | Paid SE, TEATITT, e, ST [ehal gl
359. | Pamphlet JRdehl, UFhele
360. | Parliamentary affairs BEEEEaL]

361. | Parliamentary question BEEEREE]

362. | Performance ERRICE]

363. | Performance register TEATE TRTEeT
364. | Personal Pay JIeheh T




365. | Plan expenditure RIS EINCRCE]

366. | Postal certificate STeh THTUT-UA

367. | Postal copy STeh T

368. | Post graduate EATdhT

369. | Posting aqrar

370. | Presentation S TohToT

371. | Presiding Officer UI3TE M TTEreh
372. | Proceeding EAPEIE]

373. | Production 3caTG, UG TAR, S aehior
374. | Productivity Linked Bonus ICUTEhdTH ST ATH
375. | Professional Tax ERELIEETY

376. | Proficiency TS

377.| Progressreport TRTI UTe

378. | Proposal TEATS, TEATYAT
379. | Provident fund CIERCAEIE

380. | Publication Th R

381. | Public fund SIECID)

382. | Qualifying examination Jgeh uaret

383. | Quality control TUTAAT (=0T
384. | Re-adjustment REHILIRIEE

385. | Re-appointment NEBERISAEIERING
386. | Reference <

387. | Regional Board REIEEIS]




EPICGRH

388. | Regular Post

389. | Regulate T HA AT
390. | Regulation IEIERE

391. | Rehabilitation NEELE

392. | Re-imbursement W

393. | Re-instatement STl

394. | Reserve STIETA AT
395. | Reservation STt

396. | Revenue ST

397. | Sales Tax IEEJE

398. | Savings ed

399. | Security bond mﬁﬁﬁ
400. | Security deposit TTAHIA STHT, STHTE T STHT
401. | Selection committee ERERIEIN]
402. | Selection procedure EPERIER]
403. | Service book ATUST, HATY ARt
404. | Signature BEATeR

405. | Significance HEw, Aredehdl
406. | Small saving fund ST Fad 1T
407. | Small scale industry oY 3

408. | Social welfare HTHTISToh che 0T
4009. | Social work AT
410. | Special order IEHEICIES]




411. | Specimen signature AHATEEATEN

412. | Standing committee TATATHHIT

413.| Statement TSROt She, sa T
414. | Statement of Account SICINEEIY

415. | Statistical Officer QIREThTT TRt
416. | Steering Committee Ao |, goteid aHid
417. | Steno Typist AT eheh (T ST3IURE)
418. | Store Keeper HUSRI

419. | Store Officer HUST ATeRRT

420. | Sub-editor 37 HUTGeh

421. | Sub-judice EIRICIEAE L PIBIE]
422. | Subordinate office HYUTTEA AT
423. | Subordinate services FYEAETHIATY

424. | Subordinate staff STTE TR

425. | Subsidy ATk Tl

426. | Suffix 3 H ST, ATATH
427. | Supplementary budget IR a5

428. | Supplementary cost STYLeh TTd

429. | Supplementary demand ST HRT

430. | Supplementary grant AT AT

431. | Survey Officer FA 0T AT R

432. | Surveyor BERES

433. | Supervise QI 10T ShiAT




434. | System TUTTEAT, Tgid

435. | Tax officer HY TR

436. | Technical advisor dchTenl HeTlecht
437. | Terms & conditions g AR I

438. | Travelling allowance ITAT-H=T

439. | Unacceptable B ricap)

440. | Unaided AHTRATIA™E

441. | Unauthorized STUTTErhd

442. | Under reference BERIEIE

443. | Undersigned STATEEATERT

444.| Undertake I ST, TG g T, ISTHAT, HR 1
445. | Under treatment U <h STEA

446. | Unemployment ST

447. | Unemployment insurance SNSRI ST

448. | Unexpected AT

449. | Union territory CEEGEEE

450. | Unlimited FEta

451. | Un-necessary HATITh

452. | Un-official TR-T{hRT, ATTHR
453. | Un-official note STHTU=ITRh [ETqUTT, SPMTHhIA T1C
454. | Un-parliamentary 3918, TS
455. | Un-precedented AT

456. | Unsigned complaint STEEATEIA T9Tehtaa




e

457. | Urgency

458. | Urgent AT, deehled, aid, AcATIvIh
459. | Utilization STATETAT

460. | Vacancy Rk

460. | Validity period et AT

461. | Value Hed

462. | Valuable T, e d |, 3uT
463. | Valuation T, Hed TR, Ted (LRt
464. | Various T, T~

465. | Vehicle qted

466. | Vendor IEEXL

467. | Verify HATAT h AT

468. | Verified copy ey aid

469. | Vigilance qaendt

460. | Vigilance clearance YelehdT ATHIA

470. | Visitor’s book W ERil

471. | Vocational EEIECIRED

472. | Voluntary retirement TAToB oh/Uledeh AT
473. | Vote of thanks RIS EIER L]

474.| Waiting period TATENT SASATEN

475. | Waiting list STt et

476.| Washing allowance RSUER AL

477. | Welfare hEIToT




478. | Well equipped JuUT SUEH A ied, gaieerd
479.| Well in advance ARH &9 9

480. | Willingness SAIHIA, Heuid, el
481. | Withdraw AT AT, (THT) TRt
482. | With effect from ‘*"?'"‘I\

483. | Without delay AT

484. | Without fail AT ET T

485. | With regards LILCES

486. | With retrospective effect JAcATIT THS |, G oI T aRiE o
487. | Working knowledge TR AT

488. | Worksheet hd-UAch

489. | Workshop ShTAIMTEAT

490. | Workman HHT, HTHh, FRAR

491. | Writtenreply TeTRad 3T

492. | Wrongful giqur, aqiy

493. | Yearly EHEED

494. | Yard-stick RIEESKIEES]

495. | Year-to-year W‘

496. | zealously ScHeH

497. | zestful T

498. | Zonal REIR]

499. | Zonal office REIEEIRIE ]

500. | Zoological survey TTUTT-H S 7T

*kkkk




Above said / mentioned

A briefnote is placed below
Accepted for payment

Action may be taken as proposed

Actual expenses incurred be paid

Advance for purchase of stationery be
sanctioned

Admission /discharge certificate is not
enclosed

Advance of T.A. may please be arranged
Agenda is sentherewith
A list of cases disposed ofis placed below

All to note and comply

All correspondence relating to the matter may
be placedon the file

An early reply will be highly appreciated
Application has not been made in proper form
Approved as proposed

Approved as per remarks in the margin
Arrange to ensure timely submission of re port
A revised draft is put upas desired

As directed

A resume of the case is given below

Articles asked for are out of stock

ST

Higae fawm@s |
T o e e
TSI A RIS shl ST |

EISERECEEIRERUNEIR U CIEERE]

E-ETT T T ok [T URTit HsR i ST |
I/ SHTOT- O Ee e AT T S |
AT AT YT ShT ST Sl ST |
HAH FHF AT ASA SR |

IETC T AT 6T Ueh it ==l T 2 |

gt e w{ R aTe |

T B Hei I S AT BTel H TET S |

M5 ST 9SS Al SR B

AT S & # 781 feaT e |
FT- ST STHT

BT SF27fch 6 STFER STFATIRA
THT I TS S L ol ATEAT e |
AT ST IR T HEIET SR e |
[RERUGSIN

AT FHTE Ad-TR A= feam g |
T TS S TR H AR E |

E



Ask explanation of the concerned official
As above

As desired

As far as possible

As far as practicable

As modified

As per details below

As proposed

Await further orders/action /report

Beg to state

Bill has not been prepared correctly
Bring into notice

Brought forward

Bring this to the notice of all concerned
By return of post

Call for an explanation

Case hasbeen delayed

Casualleave applied for may be granted

Certified that the purchases have been made
at the lowest market rate

Certified that the amount of the bill has not
been claimed earlier

Character and antecedents of the candidate
have been verified and found satisfactory

Charge-sheet against the employee has been
prepared

Hei T = € EERT AT S |
ST feaT R

TSI, AR

ERIEEE]

JATETE

PRINIIEG)

i fore =2 o e

JUTSEATIT

T SATCRY/SHTA! TS/ RIS sht Feftert bl
[ECEEE

IEREHECCEIR

I AT

SR AT

3O G Hei el bt ST AT ST |
T ST E
TEIRTT HITHT, STl detsl 3T |

A A E B |

HTAfad SATHEHF TE! T A o foagad |

SHTTOTA R STl & o RIS SITSITE o =[aH W aah
TR

HTIOTA feRaT ST @ foh g forer sht Trirent aram vee 1€t
IERIRIDIES

SIS o AT & T ohT HeaTI L [T T & 31X
HATSSH AT |

FHHRT o foeg, ST -0 qa R faam T R |




Circulate and then file
Compliance with orders is still awaited

Comply with

Concurrence of Accounts Branch is necessary

Copy of the Court judgement is being
obtained

Copy enclosed

Copy enclosed for ready reference

Copy forwarded for information/necessary

action

Dear Madam/Sir

Delay is regretted

Demi official (D.O.)

Director General has seen

Director General need not be troubled
Discrepancy may be reconciled
Discuss with papers

Do the needful

Draft as amendedis put up

Draft for approval

Draft as amended may be issued
Draft has been amended accordingly
Draftis concurredin

Draft may now be issued

Draft reply is put up for approval

EECIRRERCAIERERY

AT ST STt e e |
STTATT hEAT, T T |

T T 3h1 HEH d ATITIH 2 |
RIRIKEERIPIEHREINIREHEIESIRG
EINIKIEE S

TeohTel gea ¥ o g Sfafafy sem g |
/ST TS o (T S ST

[ERRNERIEN R
[ESEEANICER]

3Tef
LRIEENCE ECI RIS
EHIECNCEARECIS SRR
[ECRIREIREIRIEIER IS
EEIPSERUSIcERIPE LIy
ST FHILETS

T HN R ST TR |

ST ST
PRICNIBRERIEEIIERIS I
IR e JaR @RI L [T R e |
wHH gEAfd e |

HHIET e S R feam =g |

IR T HHIGT AT o fATTEA 2 |




Draft reply on the lines suggested above may

be put up

Draw attention

Duly compiled

During the course of discussion
During this period

Early orders are solicited

Early replyis solicited

Effective steps should be taken to clear the
arrears

Enquiry has been ordered

Enquiry made reveal that....
Examine the case in light of ‘A’ above
Ex-gratia payment

Expedite action

Explanation from the defaulter may be
obtained

Explanation may be called for
Facts of the case are as follows
File in question is placed below

File isreturned after keeping extracts

Finance Ministry may be consultedin this
case

Finance & Accounts Division may please see
for concurrence

Financial concurrence is accorded

Fixup responsibility

S o AT oh ST I hT HETET SR {1 S|

ST 3T (et AT, &1 feeTaT
[EICECEIGEIERIERIN

EEIERANE]

ESEGEI R

NP IENECEIE R o

75T ST A9 T TG L |

STRTAT hTH T 9T o feT TR 3T fep ST |
ST AT R |

S d AT AT 6.

S % ol ST H Tad Y ATHA hl ST |
SRR IR

ERCIERIPERRCIICIEERIPRIERY

STRTATETY | | STETHTUT AT ST |
TR AT ST

T o A% 9 ThNE |
A wEa @ ? |

3G TG o 1 FISA AT el & |

AT Y ford Hamerar & wuw et foam s |
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Follow up action

Following information may be obtained be fore

agreeingto the proposal

Following transfers & postings will take

immediate effect

For approval

For consideration

For disposal

For early order

For favourable action

For favour of necessary action
For further action

For guidance

For information

For immediate action please
For onward transmission

For orders

For perusal and orders please
Forwarded and recommended
For perusal

For perusal and return

For signature

For such action as deemedfit

For such action as may be necessary

For suggestion
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For sympathetic consideration
For the time being
Fresh D.O. reminderis put up

Fresh Receipt (F.R.)

Fresh receipt may please be seen for
information

From prepage

From time to time

Funds are available within the sanctioned
budget

Funds will be asked for

Further orders will follow

Give top priority to this work

Give details

Give effect to

Grant of special pay

Grant

Headquartersis pressing hard for a reply
Headquarters may be informed accordingly
Has no comments to make

His request be acceded to

Hold in abeyance

He may be warned to be carefulin future
I agree with ‘A’ above

I am desired to say
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I am directed to

I am toadd

[ am tosay

I beg to submit

I fully agree with the office note
In absence of information
In accordance with

In addition to

In bold letters

In anticipation of your approval
In compliance with

In connection with

In consequence of

In confirmation of

In conformity with

In consideration of

In consultation with

In continuation of

In contravention of

In course of

In course of business

In course of time

In details
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In due course

In duplicate

In fact

In force

In lump-sum

In order

In order of merit
In order of priority
In particular

In perpetuity

In personal capacity
In practice

In public interest
In regard to

In reply to

In respect of

In so far as

Inspection atsite

Instructions are solicited

In support of
Interalias

In the aggregate

In the prescribed manner
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In this instance

In time

In to

In view of

In vain

It is highly obje ctionable
Itis requested

Itis suggested
Instructions are solicited
I agree

Issue today

Issue reminders urgently
Issue as amended

Immediate disposal of the case is requested

In view of the circumstances stated above we
may agree to the suggestion

It has been decided thatno new post should
be created during this year

In view of circumstances stated above, we
may accept the proposal

If agreed to, papers will be filed

If approved, the employee will be advised
accordingly

I have no instructions in the matter

[ invite your attention to this importantfact

In spite of re peated reminders information has
not been received so far
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Interim reply may be given

Itisin order, Sanction may be accorded
Keepin abeyance

Keeppending

Keepwith the file

Kindly acknowledge receipt

Kindly expedite disposal

Kindly refer to my demi-official letter
Kindly review the case

Line of action

List of absentees should be preparedearly
Lowest quotations may be accepted
Matter should be considered as most urgent
Matterisunder consideration

May be informed accordingly

May be considered

May be excused

May be filed

May be permitted

May be treated as urgent

May deem necessary

May please see

Mentioned above
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Must be rigidly adhered to
Necessary steps should be taken
Needful done

No action required

No objection certificate

No reference is coming

Nota bene (N.B.)

Notes and orders at page....may please be
seen in this connection

Not traceable
Needs no comments
Noting on P-3/ante recall the case

No further action is called for

No decision has so far been taken in the
matter

Nothingis due from the incumbent

Next increment is due on 15 th of this month
Noneedto senda reply

Noted and returned

Noted for future guidance

Not satisfactory

Neednot be sent to D.G.

Obtain formal sanction

On behalf of

On probation
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On the subject noted above

Open part file

Orders may be issued

Orders are solicited

Offer of appointment has been sent

Orders of competent authority are solicited

On scrutiny of the case papers the following
observations are made

Paper under consideration

Passed for payment

Please acknowledge receipt
Pertaining to

Please comply before due date
Please discuss

Please expedite compliance

Please put up with previous papers
Please speak

Putup

Pending audit paras should be attended on
priority basis

Please discuss

Please keep pending

Please circulate andfile

Please inform Mr. X’ immediately

Please inform Mr. X’ accordingly
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Please see preceding notes

Pending receipts will be put up on receipt of
mainfile

Please put up summary of the case
Please issue reminder

Please see before issue

Please fix date & time for the meeting
Please reply by return and oblige
Question does not arise

Relevant papers be put up

Reminder may be sent

Return of file (papers) may kindly be expedited
Return of the file may be awaited
Relevant orders are flagged

Returned duly approved

Reference notes on prepage

Requisite information is sent herewith
Reasons for delay be explained
Recoveryshould be affected

Remind after a week

Refer the matter to the Ministry for orders
Relevant papers are not available
Request cannot be acceded to

Rule applicable to this case
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Sanctioned as proposed

Seen thanks

Seen andreturned

Seen & spoken

Yours Sincerely

Status quo

Submitted for information

Submitted for orders

Submitted for perusal

Such action as may be deemed necessary

Sanction has been conveyed

Sanctionis hereby accorded to the grant of
honorarium

Sanction of compe tent authority may be
obtained

Statements are quite contradictory
Sufficient proofis not forthcoming
Supplementary bill has been pre pared

The file in questionis placed below

The required papers are paced below

This office has no information in this respect
Through proper channel

Till further orders

The case isresubmitted as directed on pre
page

This may please be treated as urgent
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This may be kept pending till the decisionis
taken on the main file

The matter may be referred to the ministry for
clarification

The same procedure may be followedin the
present case also

The proposal is concurred to

The billis returned with the following
objections

The amount is irrecoverable and may be
written off

The present position of the case may please be
intimated to this office

The proposal is self-explanatory

The required information is being obtained
from concemed offices and will be furnished
on receipt

Thisfile isnot traceable. Efforts are being
made to trace it

Tenders have been invited

Thisis not admissible under rules
Thisisin accordance with the existing rules
This may be suitably amended
Thisrequires administrative approval
Under consideration

Under mentioned

Undersignedis directed to acknowledge the
receipt of your letter No....... dt.......

Up to date

Unauthorized absence has been regularized
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Unless the context otherwise requires
Until further orders
Verified and found correct

We are not concerned with this

Weekly arrears statement for the week ending
...... is submitted for perusal

We may await further progress of the case
With compliments from
Without delay

Waiving of maximum age limit
Warned to be careful in future
What delay

Whatis the position

Within reasonable time
Without assigning any reason
Write off irrecoverable amount
Without further delay

We have no comments to offer

We may inform Sri ....... that the matter is
under consideration

We may agree with ‘A’ above
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