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A UIIEI-T/CONSTITUTIONAL PROVISIONS

MRT & AU A T=rmer d §4Sa HEr-17
OFFICIAL L ANGUAGE RELATED PART-17 OF THE
CONSTITUTION OF INDIA

Bt 1 T Bl AU & ¥ H 14 R{deR 1949 &I WeR fHar M1 | 396 dig dfdy™ o I6UYT & day
T YRT 343 ¥ 351 dH AT DI T3 |

Hindi was accepted as Official Language of the Union on 14" September, 1949. Then, section 343 to 351 was
provided in the constitution regarding Official Language.

T Bl T Bt SR fATT SaAmRY e, TE o IMEeh g YIS o o1l 4T 814
FTDT 343 - W HT TTHET ATt 3fehT BT &Y YRAT 3fehi b1 R IT & & |

The official language of the Union shall be Hindi in Devanagari script. The form of
numerals to be used for the official purposes of the Union shall be the international
form of Indian numerals.

e T I8 Tefed ST Tk o7 TEt TS 3hT TRIR. SIgTY, SWehT forehi Y ST a7 Rl ht
QTG YR o Tl el bt 31T T ATy o9 Toh 3R STeh! Tehid H g&eld
fopu o feqeermit & &7R eTiedt sTge o fafafse Ra <Rl 31 Sr1eit & weeh &, Treft
3R TS} Sl ST I gU TR STat STeeash a1 -1 &l et 3Tk 3 -4ER o fofw
o=y 351. fedt v & T & fo0 PR | e s @ s wiorer e et @ v wen e g0 e gty gRRe
|

It shall be the duty of the Union to promote the spread of the Hindi language, to
develop it so that it may serve as a medium of expression for all the elements of the
composite culture of India and to secure its enrichment by assimilating without
interfering with its genius, the forms, style and expressions used in Hindustani and
in the other languages of India specified in the Eighth Schedule, and by drawing,
wherever necessary or desirable, for its vocabulary, primarily on Sanskrit and
secondarily on other languages.

Article 343 - Official language of the Union

Article 351. Directive for development of the
Hindi language
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THE OFFICIAL LANGUAGES ACT, 1963

“S"'_?’ (3)( | STRT 3(3) & IeTH TR aeaTaott 3 37l 3 Ter-arer R bt s/ Jrfevae ¥ |
ection 3 (3
According to section 3 (3), both Hindi and English language shall be used in the

following documents :

L L S L

1. Hehed / Resolution
. TTEIROT 37T¢.2eT / General Orders
. =3 / Rules
. 3TTEFEIT / Notification
. gemafaes a1 37 9fddesT /Administrative or other reports

Srere

. 9 faaAfCaar / Press Communique
. GHe % el HeaAl & HHET WA U Sieldrel ERRT HETSl

Administrative and other reports and official papers to be laid before a house
or the houses of parliament.

8. "fdar/ Contracts

9. T/ Agreements

10.31e] =TS / Licenses

11.37s7AT 9=/ Permits

12.ffaer g@=Ire / Tender Notice
13.fATaer wre / Tender Forms
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The Official Languages Rules, 1976

& & urea ua1fy & TR RO A & o s |
Communication received in Hindi must be replied in Hindi only.
TSTSTT AT, 1963 1 URT 3(3) F T 7ot ATk FerarTd  SfAa SR fvw o1 3@ ¥, 9% gARTa Fve 39 e 1 afea

A ST RWETFABR FIWRE |

Both Hindi & English shall be used for all document referred to in sub-section (3) of section 3 of the O.L. Act, 1963 and it shall be the

responsibility of the persons signing such documents to ensure that such documents are made executed or issued both in Hindi and in
English.

o 11. (@) weft Aeparer, FRaTe 3 witvar waeh s wifRe R silv 3rash # gRemd w7 & & svare a1 asFaesa e sk gwifa
[cauke )l

Rule 11. (i) All manuals, code and other procedural literature shall be printed or cyclostyled, as the case may be, and published both in Hindi and
English in diglot form.

) wsft Arruee, gasTaee, TRl 3R fArwTel # shiol dw e e aerelt fY e A R i s (gfasmd) F 8

(i) All name-plate, signs boards, letter heads and inscription on envelopes and other items stationary shall be in Hindi and in English
(Bilingual).

aw12  srearae HT Seaariaed -

Rule 12. Responsibility for compliance —

1. T TR F TS FRATAT & TATHTAF T FT I§ Scaarided ¢ v ag:

It shall be the responsibility of the Administrative Head of each Central Government Office:

() g glalaa F &F sfafaasw 3k s st & sgaul &1 @9qfa & & sequear @Y @t ¢ 3k

To ensure that the provisions of the Act and these Rules are properly complied with; and

@) 39 TS & fw 3ugEa 3R wamasr S & fav surr e o )

To devise suitable and effective check points for this purpose.

Frr TR Ffafamer 3k 57 st & syl & g sequTes 3 39 FARET HR FRTEA F FHT AT W IS e S
e e @wa §1

The Central Government may issue such directions to its employees and officers from time to time as may be necessary for the due
compliance of the provision of the Act and these Rules.
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. ToFaIT - A U # ‘A’ BT T=—ANT 9 Beb U’ I YR=—FT HFS JFET TR 2 | S fotu, 1w, wifRu, wifse snfe
3R A’ P I ® S’ b1 =T 7F6 BRI - Rl S, Rl s, arRfl) o e
. 3I< & 3id # 3 qlet ol bl ITRUT ‘3 T2 b A 21 BT Sdr| 3| &M, 91, 3F 3 |
‘B A gl AR g1 7 A 31 eafy U Al ‘g I SHRYI ‘T’ b HT H Bldr 2|
3 IR, HEel, & , BEl, AT IS |
4. ‘I’ A Ugat ‘U’ @ P SHRI ‘3M5° & T | b1 SIIar 2|
= A=, A
LT A TRl ‘3 Bl SHRU 38’ b HY A A1 Srdar 2
3= @lar, giar e |

. ‘U’ @I ‘31’ PI SHRI Udbel TR &b &Y A fhT STrar 21
AA- 04, 3R i |

. Bt & v 4 s [ K& @1 S@wRv, f6idt & aig st R i & giEe 18R %I SWR JAFT S |
dA- I -FRIFITES

3AA- I B A A3

ég-¢33TU

ge-d I agd
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Y1 ¥l / GENERAL WORDS

AMAR - Monday @R - Tuesday FIIR - Wednesday HcT Hour
el Yesterday
TSR - Thursday IEHFAR - Friday sIffaR - Saturday
3= Today
AdaR - Sunday
Bl Tomorrow
T I AT / MONTH AL Day before yesterday/ after tomorrow
ST - January Beasl - February #ad - March Sl <Id Tonight
alel - April g - May S - June W/ AR Week
Jerg - July 3FRd - August Ride® - September THIIST/ TET Fortnight
3paT - October T49e - November févigz - December T Month
ag Year
HI9 / MEASUREMENT AR/ Morning
1/4 - Uq 1/2 - 3IEI 21/4 - EEHET 9 Evening
2"/, - T 3/4 - 9Fr 2/a - WA Ad Night
1'/: - v® werat 3'/a - gar dFb 1'/a a1 q ) Rka=a Day
e - East
3/, - wr v/ WA S gy T/ T as
el 9dR) ufpg West
qgall - First (1) A - Second (1) dl=T=T - Third (1) - North
9rIT - Fourth (1V) 9w - Fifth (V) B3l - Sixth (V1) zfor South
G4l - Seventh (VII) 314l - Eighth (VINI) di - Ninth (1X) a1 Right
g4 - Tenth (X) 0 Left
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1 U5 26 i 51 I 76 S Tie
2 at 27 TAEA 52 CICCH 77 AdETTAR
3 di 28 | IOEA 53 | fRwa 78 | sER
4 qR 29 Jd 54 dlaq 79 =it
5 LIy 30 de 55 U9 80 3rz=it
6 1574 31 $HdT 56 BWA 81 LI
7 A 32 C i 57 LEGICT 82 RIe
8 3 33 ddi= 58 316TEA 83 forerett
9 at 34 didT 59 3T 84 et
10 T 35 tefter 60 L1 85 qarft
11 RIRE 36 ot 61 3HAS 86 feserreft
12 IRE 37 Ad 62 RIS 87 Hardt
13 aw 38 arsdi=T 63 fore1s 88 3tor=A
14 dleg 39 SdIeA 64 TeIe 89 Tart
15 Ueg 40 Trefier 65 Y1e 90 EC
16 Hlolg 41 ghdIeii 66 feseIeTs 91 ECRICCS
17 A8 42 AT 67 ASHS 92 CIGCH
18 3ICIE 43 darefter 68 3TSS 93 forTe
19 S 44 ECIGit 69 SR 94 TR
20 Cir 45 Harefter 70 TR 95 LEICC
21 SHRBIT 46 Rserrefier 71 3P 96 IERICCE
22 CIEL! 47 Adreftar 72 ErRisEd 97 ESGIGC
23 aga 48 Jsdrete 73 faee 98 36
24 EICic 49 ITART 74 digaR 99 ICOICC
25 gt 50 T 75 L erierd 100  |#Y)
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Chairman & Managing Director arere] Uq e fAevrs Staff Officer TP AfIFEL

Director (Operations) evres (Tarer) Fire Officer s1fera 31feprEt
Director (Finance) v (fm) Chief Safety Officer TS eI fPRT
Director (Technical) feeres (awist) Public Relation Officer S UG SIRBRY

Chief General Manager ] HEIIED Accountant AR

General Manager HEIEaS Accounts officer 2ar 3ferepEt

Company Secretary Hu-l AT Assistant Administrative Officer USRS WRIR—IAS ISP
Deputy General Manager 37 HEIUSEIH Assistant Canteen Officer TSRIB Bl IfIFEL
Assistant General Manager HERIh HEILUD Assistant Engineer HERIP 3IRIAT

In charge THRY Assistant Private Secretary TerIF Al sl
Senior Manager IS ugesh Assistant Stores Officer ERIP HSIR 3IfhEL
Manager TSP Assistant Fire Inspector TR Afera e
Deputy Manager 3U US§EH Attender 3cseT

Assistant Manager AERIh UdEIh Boiler Attendant IR IR

Private Secretary fsft sl Canteen Worker ST BrETFIR

Executive Trainee FrRiuTers ufdremefl Chargeman qreiaT

Port Facility Security Officer o fder HReEr IRRY | | Cook L2 IER

Project Officer gfR=alsAT 3fhRT Crane Operator o1 UAIeIh |/ b 3IMuee
Liaison Officer U SIRIBRY Deputy Chargeman Engineering 3U TeAA gefifRRT
Chief Welfare Officer RS HEAIUT SIfEHRT Deputy Chargeman Machining 3U geiag wefifr

Chief Medical Officer e Rifepear SIftrepY Deputy Superintendant Office 34 arefiers PrRIerr
Chief Vigilance Officer RS AdDhdl FRL Deputy Superintendant Draftsman | 34 3refleres graeerda
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Deputy Chargeman Electrical Cranes %mﬁq SetfeReeper/
Engineer gfif R | 3fRIar

Fire watchman BRIR aradT

Fireman BRIRAT

Fitter Electronics fiheer satagifae
Fitter Electrical fheee geifageer / frga
Fitter Maintenance fheev srgeamr

Fitter Pipe fieew Uiz

Fitter Structural fheer wgaea
Gardener METR | ATl

General Worker

Heavy Vehicle Driver

Nursing Superintendent AT areflers
Office Superintendent PRIerI arefters
Painter dew

Personal Assistant FIfthd HERIB
Pharmacist BriRre

Rigger Ror

Safety Inspector R e
Security Guard IR TS

Semi- Skilled Worker 31ef - PUIel BITIR
Senior Assistant IR JERT
Serang AT

Service Assistant AT HERIB
Ship D'Man R gree=rdT
Shipwright wood Rrurge g2

Staff Car Driver

*CI® PBIT dlelh /| JISde

Stenographer treyferfies
Storekeeper I
Superintendent Cash areflers Tpe
System Supervisor VTl Riders
Telephone Operator et T
Technical Assistant AB-HIDl TERB
Welder dese

Hindi Translator et srpares

Hindi Typist f&dt <pep
Instrument Mechanic A HBID

Junior Commercial Assistant B aIftfRIes AerE
Junior Safety Officer i1 e PRl
Junior Superintendent Hfis areflers
Laboratory Assistant TRIFTRICT TERIh
Lascar IR<be

Leading Fireman TRT BRIRAT
Machinist wefifree

Nursing Assistant ARPT JAERIE

Welfare Inspector

Hoarul fAters
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A
31Ul 91 / ENGLISH WORD f&dt 1= / HINDI WORD ADDENDUM 3R
ABSOLVE s Be ADDITIONAL CHARGE e T
ACCEPTABLE fert ADDITIONAL PAY s daT
ACCOMODATION STET ADEQUATE w=ifa
ACCESS wa ADJOURNMENT UG
ACCOUNT BOOK olwar <&t ADMINISTERED  CItITs |
ACCORDINGLY TETAR ADMINISTRATION TSI
ACCOUNTABILITY AR ADMINISTRATOR - GENERAL HEI- ISIRIH
ACCOUNTS PAYABLE SICRT o= ADMISSION CHARGE AT U
ACHIEVEMENT SuefE ADMITTANCE  CEIGH
ACKNOWLEDGE gradt a1 ADVANCE a1frT
ACTING ALLOWANCE SRR T ADVANCE COPY a1fnT ufy
ACTION COMMITTEE PR ARRY ADVANTAGE S IE
ACT ICIC ADVISORY COMMITTEE HelehIR AR
ACTION PR AFFIDAVIT STOITS
ACTIVE AT AFFIRMATIVE APRITD
ACTUAL T AFORESAID qdfra, gale
AD HOC acef AGAINST & fog, & Ui, & arm, 8t qomr &
AD HOC COMMITTEE dagel Afifa AGREEMENT IR, SFEY
AD INFINITUM fPreafer AIR MAIL 8IS SIb
AD VALOREM ARITAR ALLOCATION R ICGG
ADAPTABLE aw:ﬂq ALLOWANCE W, §T
ADD ON COURSES Heurdel areeTehn AMENDMENT e
AD INTERIM siaPq AMENITY - R
AD VALOREM DUTY TARITAR I AMICABLE Herdyet
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ANALYSIS frvatwor

ANCHOR UL BACK PAYMENT e spram
ANNEXURE e TE BACK UP gfie=
ANNUAL qiffs BACK DATED gd-fifea
ANNUAL REPORT aiffes aftdeT BAD DEBT aToTYeRT T
ANNUAL REVIEW qiffes wftem BANKER §5e
ANTICIPATORY gaffa, senfa BASIC RATE e a2

APPEAL arfter BEARER qEH

APEX sfie BELOW PAR ST T2
APEX BODY sfis freprr BENCHMARK A6
APPELLATE AUTHORITY asrfieht IR H BENEFICIAL RasREl, onve
ARREARS THRIT BID Treh

ARTICLE TTBT BILL Rre=rs
ARTISAN FHRE BLANKET DEAL RITF AeT
ARTILLERY AT BOND e
ASSESSED VALUE frffa Te BOOKLET qfRTeT

ASSETS AND LIABILITIES af¥iufey qur dudam BORROW SUIR oD
ASSOCIATE MEMBER G- AT BOTTLENECK TRIERY/ArTiaRie
ASSUMPTION OF CHARGE BRIYR- T8 BREACH WY, di=er

AT PAR T BREVITY Jifraar
AUDITING SeaTTSteoT BROADCAST TRIRUT
AUTHORITY qIftrsEt BROCHURE Rre=forET
AUTONOMOUS BODY ad FIprRI BUDGET % (o)
AVAILABILITY SUGTEIaT BY HAND awh

AVERAGE EMOLUMENTS sitera WRefERT BYE ELECTION SU- AT
AUXILLARY FUNDS He=Is R BYE LAW SufRE

AWARENESS
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C CORRIGENDUM .
CAPITAL GRANT Yofbrd argem COST CONTROL drId =T
CASH DOWN U DG COST RECOVERY SIFTd TRIeAt
CASTING VOTE o= °9a COUNTERSIGN yfdEdre? &l
CATALOGUE Q:Eﬁ'qs[ CRASH PROGRAMME gd BRIBT
CERTIFIED COPY yHIo|a gfa CREDENTIAL TSRI-U
CESS IUBT CULPA LEVUS TR 39eT
CHAOS SIRITTRAT CURRENT YEAR are]
CHECK LIST SICE:Cil CURRICULUM UISSIhH
CLAIM eTar CUSTODIAN 3 ees
CLARIFICATION Eal Loy [Serd U | CUSTOMS i vpew
CLAUSE EGC) CUT OFF DATE e fafdr
CLOSING BALANCE 3id 9y CYCLE T
COMPENSATION ufergfel, gatras D
COMPETENT AUTHORITY e UIferpIst DAILY ALLOWANCE s T
COMPILER TeholIhdl DAILY ROUTINE i st
COMPLEMENTARY TREH DAY SHIFT o9 &} uEFt
COMPLY WITH 3T BT DE FACTO T
CONCEPT ThegaT DE JURE fafera:
CONCESSION RarRE DE NOVO qu R A
CONCURRENCE Jeafd DEADLINE T =T
CONFERENCE T DEADLOCK TTfaRIer
CONFIRMATION g DEAL Hier
CONFORMITY 3T[HUl DEBIT am
CONSOLIDATED PAY TAfpg daq DEBTOR =xuft
CONTRACT 2fder, 3&1 DECENTRALIZATION O AT
CORRESPONDING AGTAR DECODE Heardd
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DECORUM e DICTATION spored
DEDUCTION == DIES NON sreprel et
DEED At DIGITAL AGE 3PI=I T
DEFALCATION ST / enar DIGNITARY TR <ARB
DEFAMATION m:lg]'ﬁ[ | 39AIE DIGNITY afRar
DEFAULT i&EB DILIGENCE 3TERITAT
DEFERRED Ifa DIPLOMAT SRR
DEFIANCE SdEIT DISCARD R GUC TG
DEFLATION TP DISCLAIMER STAIRIFT
DEFREEZE 3TPIAd BT DISCORD Hdde
DELEGATE TR DISCRETION B
DEMOGRAPHY SR DISINTEGRATION e
DEMOTE Uelddd bl DISMISSAL qaq[%[
DEMURRAGE fAcia- ¥[eh DISPARITY S—THTEAT
DENY APBIRAD DISPENSABLE ufgEr
DEPLOYMENT et DISPOSAL R
DEPONENT arfremeft DITTO ot
DEPOSITORY A8 DIVERSIFICATION fAfefiepeor
DEPRECIATION W DIVIDEND TSI
DESPATCH S DOCK R
DESTINATION e DOCKYARD Méar=T
DESTITUTE P DOCUMENTATION e
DETOXIFICATION R DOMICILE 1faET
DETRIMENT afea DOMINANT Tael, Tt
DEVALUATION 312111@:1:[ DONATION I, ila'[
DEVIATE fafea gﬁ:ﬂ' DOWNGRADING B IGCG It
DIAGRAM 3 DOWNTRODDEN Yeefold
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DRAWEE 3eThdl ELIGIBILITY UEdar
DRILLING AerT ELIGIBLE U=
DRIVE BRI ELIMINATE APt 2T
DROPOUT fd=a EMBASSY REIgAART
DUAL CHARGE e’ TR EMBLEM Judis
DUE =T EMBOSSING SEAL SR gER
DULY faferaa EMERGENCY 39T
DUPLICATE argferfy EMERGENT 3T
EMERITUS yfafela
EARMARKED ke EMIGRATION SSAR—IA
EARNED LEAVE 3ifdra gedt EMOLUMENTS yfRefe=T
EARNINGS PHIS EMPANELMENT TIfFRA / JHag B
E - CERTIFICATES g - UHIOTYA EMPATHY wrpf
ECONOMIC 3fE EMPLOY ffRNf3a wea1
ECONOMICAL Rra=r=fi EMPLOYED PERSONS frenfora &t
ECONOMY CLASS rerd Soft EMPLOYER Gk
EDITION FTHIUT EMPLOYMENT AR
EDITORIAL HAUIEhI=T EMPOWERMENT TIRBIBIT
EDUCATIONAL viférs EMULATION gls , 3F@HRul
EFFECTIVE P ICH EN BLOC U oA
EFFICIENCY Terdr EN CLAIR TELEGRAM IEdg dIR
E - FORMAT g - U EN MASSE Arfes wT A
E - GOVERNANCE g - SR EN ROUTE et &
EJECTMENT Yevacht ENACTMENT IR
ELAPSE daaT ENCASHMENT E e Cerdy |
ELECTOR fAatas ENCLOSURE 3TIeTID
ELECTORAL ROLL fataes amETastt ENCODE Fedg Hel
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ENCOURAGEMENT TNedar=T EQUIPMENT SURET
ENCROACHMENT arferesTor EQUITABLE AT=ITgof
ENCUMBERED HRIId EQUIVALENT TAH
ENDORSEMENT gt ERADICATION S
ENDOWMENT arer=afafer ERGONOMICS STTTTTRET
ENFACEMENT TeiE ERROR R
ENFORCEMENT TadT ESSENTIAL 1Rt
ENGAGEMENT TITE ESTABLISHMENT ZITIAT
ENHANCEMENT afe ESTATE FHUer
ENLARGEMENT e ESTIMATED s
ENQUIRY ysars |, sifa ESTIMATION UTeRBeTT
ENRICHMENT iaelg ETHICS AT CANEZ 8
ENROLMENT ATHIET EVACUATION frspoT
ENSUING arEht EVALUATION TRIiD
ENSURE IR s EVEN NUMBER T eI
ENTERPRISE e EVENTUAL TR
ENIRE SERVICE <iquf Aar EVENTUALLY aiad:
ENTITLED TBeR EVIDENCE Agd , e
ENTRANCE et E - WASTE g - e
ENTREPRENEUR Serdt EX GRATIA ST}
ENTRUST >FrqET EX OFFICIO @
ENUMERATION TUTET EX PARTE vepueftr
ENVISAGE STTEITRYT BT EX POST FACTO FRifTT
ENVOY Ta EXACT Zreef
EPITOME AR EXAMPLE IETEI0T

E - PROCUREMENT $ - wgor EXCELLENCE Sepedl
EQUILIBRIUM e EXCEPTION qaE
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EXCESS DUTY 31ferep 3[o<h FACULTY IAB=I
EXCHANGE B FAIR COPY ——
EXCHEQUER IISThIY FAKE Thoil
EXECUTION GGG FARE fBe=I
EXECUTIVE COUNCIL &Rt ye FAULTLESS SR
EXECUTIVES FHRIUTeIE T FAVOURABLE 3Tepel
EXEMPTION —— FEASIBILITY e

[}
EXERCISE YRIPT Bl FEDERATION uf3sde
EXHIBITION et FESTIVAL ADVANCE <Er 31fm
EXIM - POLICY 3RId -fFe=ita i FIDELITY frer
EXIT Bty FIDUCIARY FUNDS e B
EXPENDITURE ==, T FIELD OFFICE a3 FRIeRI
EXPERIENCE I FIGURES 3P
EXPERT ICELS FILE fifRTer, wigat
EXPIRATION AT FINANCE ACT Gl I G|
EXPLICIT T FINANCIAL YEAR Bt o
EXPONENT ufrares FINANCIAL SYSTEM St oot
EXPULSION IGLSIEZ Gl FINGERPRINT 3:111'[%,[3'[11
EXTRACT 3IEII, VAR FIRE BRIGADE @HhI eol
EXTRA - CURRICULAR e FIRE EXTINGUISHER SIfeIE
EXTRAORDINARY 3TIIEIR 0T FIREFIGHTING 31'[?..1'@]1:1:[
EXTREMISM a1faare FIREMAN BREAT

FIRM SITART - YIS

FACE VALUE 3ifdpa I FIRST AID T IUAIT
FACILITY qﬁm‘r FIRST HALF @ﬁ
FACT ao=T FIRST QUARTER weeft fmt
FACTOR PRD FISCAL RISTHINRT
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FIT =T FREE frer

FIXED R FREE TRADE b AR
FIXED GRANT =T 3R FREEHOLD TUT e
FIXTURES AR FREEZE g s
FLAT HUE FREIGHT =T
FLEXIBILITY feraT FREQUENCY SRRl
FLOW S CI FRESH VACANCY a% RRF
FLUCTUATION IAR- TG FULL TIME quieIfe
FOLLOWER sTInft FUNCTIONAL RIS
FOLLOW —UP sTgada FUNCTIONARY qear

FOOT NOTE urg fewuft FUND ey

FORECAST qatrE FUNDING frefler
FORESIGHT gef¥ar FURTHER ACTION 3rTelt Brarg
FOREWORD UTFRT G

FORGED SIreft GAIN AnT

FORMAL sqRs GARAGE o

FORMER i GATE PASS TS
FORMULA = GAZETTED S Ve (o4
FORTHCOMING st GENERAL BODY FTERYT 34T
FORTHWITH ASBIST GENERAL OPINION 3T 3T
FORTNIGHT qREarsT GENERATION fit

FORUM e GENUINE remref | arIE
FORWARD 3P ®eT GIST AR

FOSTERING qisor GLOBAL TENDER g ffdeT
FOUNDATION S GLOSSARY STeTaelt
FRANCHISE AR GODOWN Mer
FRAUDULENT Faeqf GOOD GOVERNANCE TRIRT
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GOOD OFFICES TeeTTorar HALF PAY LEAVE aref e wedt
9 N
GOOD REASON TR BIRUT HALF YEARLY arefarfyes , BHEL
GOVERNMENT ACCOMMODATION ?:REFR& R IGICS ] HANDLE I
GRACE PERIOD R=URIT 3mafer HANDOVER EZ LG
GRADATION e sbH HARASSMENT 3?cﬁ3:[
GRADE PAY Az dJaq HAZARD AR EErEY
GRADE WISE S HEADNOTE = e
GRADUAL Eatey HEREAFTER AUTEId, 39D 918
GRAND TOTAL Bl AT HEREBY TdgEIRT, 3?!&‘7 eI
GRANT 3113]:[ HEREWITH g?la; TSI
GRANT-IN-AID BRI 31@31:[ HIERARCHY W
GRATEFUL 3MITEY, st HIGH LEVEL ST
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28. | Anti- corruption measures YERR-FRITE U
1. | Act accordingly TETIR PRAg Bo 29. | Absolutely necessary RAYIS/ fFIdid 3aeIs
2. | Above quoted reference SR Igd e 30. | Attested copy AcIiUa Ffel/3ria afa
3. | Accord approval to PUAT ... Pl AR B 31. | Above mentioned SURIH/SRE
4. | According to & AR 32. | Action at once please PUAI Ied BRAG B
5. | Action taken thereon 39 W &l TS FRAE 33. | After issue IR 81 & 91e
6. | Administrative approval RIS SHeT 34. | After consultation with A wrEl d
7. | Advance payment M sErRrit 35. | After perusal 3B & 918
8. | Along with & A 36. | Agreed to Teafa & st &
9. | Annexure to this letter 39 0 A 3T 37. | Apart from this TS IMI/sAD AfARD
10. | Applicable to BI/IR AP 38. | Approved as proposed TATRAE AT
11. | As a whole P fetree 39. | As a matter of fact THRIA: [ TARIa:
12. | As early as possible errefier 40. | As a result of & Beledu/d IRIHTIHT
13. | As follows frafafRaa 41. | As against B} aTdeEr/dt g
14. | As per request 3RIY & AR 42. | As amended AR
16. | At least BT A F9 43. | As and when g it
17. | Attached to A e/ AR P §3T 44. | As compared with DI o A
18. | At your end also amuat 3nR A oft, arwl st oft 45. | As directed fFerER
19. | Against the name M & AP 46. | As may be necessary ARAT ITTIH/SIAT ARIB &l
20. | Acceptance of offer AN - TIpha 47. | As per details below fFrafeReaa faror & saR
21. | Acknowledgement awaited qract @t e @ 48. | As recommended by ot RiwIRer & AR
22. | Advise of despatch ANvT Y I 49. | Attached herewith THG AT Held
23. | Administer an oath w1q feern 50. | Attention is invited Bt 3 &M BN fFr I &
24. | Admissible Expenditure iRt =1 51. | Age of superannuation Iffrafar sy
25. | Allocation of work @ PRI 52. | As proposed AT YRAIRT
26. | Amended draft g gHter 53. | As required ST APATR/TAT YR
27. | Accountable for Pferr Jawertt 54. | As soon as may be TJeIr=IYa Sfter




aﬁ%ﬂqﬁmméﬁfﬁé‘é

COCHIN SHIPYARD LIMITED
e s T e ) AR G

55. | As the case may be eqrfReIfel 25. | By a certain date fr1a arfta a®
56. | As to & 9 H, Bferw 26. | By all means Frezice, sm@eag
57. | At the instance of Dt WU A/F TR A 27. By and by efiR-efi?

28. | By any means fpedt oft v A
1. | Back dated ud femifsa 29. | By authority of & WIffpR |
2. | Balance brought forward anita vy 30. | By order of & 3T A
3. | Bank guarantee d TREY/dF gemrfa 31. | By return of post Q=i s |
4. | Basic period el 3Mfx 32. | By the end of & 3id dBb
5. | Before hand TII-YH/T A et 33. | By virtue of & /@t gRra |
6. | Bill of exchange faf e o= 34. | Based on TR mElRa
7. | Bipartite agreement el = 35. | By way of & w7
8. | Breach of law fafer s/ alsn
9. | Break in Service a1 ¥ =@uE 1. | Call for quotation I AP/ HIHET
10. | Brief particulars wféra faaeor 2. | Capacity to pay WIAM &FTdl
11. | Bulk purchase Ald THIE 3. | Capital expenditure Ysihra ==
12. | Budget Estimate ToIC A 4. | Career development gt fdepra
13. | By hand gt 5. | Carried forward anta
14. | By post 1% A/ gRI 6. | Carry out UIeT BA1/BTH GRT BT
15. | Back to work B TR dlc 7. | Carrying cost THME P
16. | Ban on creation of posts Tl & For W AD 8. | Cash advance s 3fim
17. | Beat the record Rl dts/aifmm enfia sar 9. | Cash flow THal TR
18. | Beg to state e g 10. | Cashless claim Tordl-fed qrn
19. | Best of knowledge of belief ST8l a® A} AFBRT AR fAvarT & 11. | Circulation of capital Yoft waem
20. | Beyond the said period B 3@ & IS 12. | Claim for refund €F-qIH] BT qmar
21. | Both days inclusive gl & wHa, sl i afka 13. | Classification of posts wel o1 Tiiepeur
22. | Bring into notice &M d T 14. | Compassionate ground 3IHYI-3TIR
23. | Bring into operation 16} B, 3l | oAl 15. | Complaints procedure Rrerma uftkn
24. | Brought over 3Pt & SR 7RI 16. | Compliance report 3rurer Ruid
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17. | Comply with 3UIe Bl D
18. | Conditional acceptance wrerd wiephd 1. | Date of discharge PRSP aRE
19. | Conditions of contract 3% @ It 2. | Date of receipt mfd fafd/mfa &t asiea
20. | Consolidated statement TAfdpa faaror 3. | Day-to-day work &feT oI, TerrRt @1 M
21. | Continuous process HAqd ik 4. | Deadline Date = < fafdr
22. | Contributory Scheme EHEUIIG 5. | Dealing hand Hefera FHARY
23. | Co-opted member eI Hee 6. | Deduction at source Hld TR Heldt
24. | Corrective action plan FURIHS B AlHT 7. | Deferred payment RAPE PIaF
25. | Cost effectiveness P THIfdar 8. | Delegated responsibility TIRNRT SR
26. | Call for an explanation T IBOT AR A0 9. | Delegation of powers VIRFIT b1 TIRIST
27. | Call upon to show cause PRI I Pl HaI S0 10. | Delivery order contract et 3R 3l
28. | Calling of documents SRS AT 11. | Departmental proceedings frurftr Friar
29. | Case disposed Al fAUerr TR 12. | Dereliction of duty A B AR
30. | Charge handed over BRMR AT e 13. | Designated agency sfifea / fifde sifirpeor
31. | Checked and found correct S @t 3T Al R R 14. | Disabled person frerp =Ifp
32. | Circulate and then file gRaifeld &3 BIsd &2 15. | Disciplinary action 3RIRIf® FrRAlg
33. | Come into force Y EF1/ATF] 811 16. Discriminatory measures Ayl FRAE / f[ies Su= /
34. | Comments and Suggestions Rupft sile Jzma ST
35. | Continue in office w© ® @ @ 17. | Disposal of cases ArEl &1 FaerRT
36, Copy enclosed for ready debTel e Bfetw ufy wor & 18. | Disseminated information TAIRA Il
reference 19. | Due date frra faf
37. | Compile the data 3TiwSl BI HBAT B 20. | Duly constituted faftraq fea
38. | Collaboration with & TeAFT A 21. | During the discussion Tt & gREA
39. | Corrections and alterations wie 3R afRada 22. | Date of issue fria arfta
40. | Consumption ceiling 31ferepan It Har 23. | Deal with a file BIEd R BRATS Bl
41. | Carry on TAMET 24. | Dealt into initially RY ¥ BRAS &I T3
42. | Copy forwarded to o ufcr/ufofer af¥a 25. | Dear madam frr wte=n
26. | Dear sir 1 weley
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27. | Decision is awaited ol &t udter @ 11. | Execution of contract 3%l e
28. | Deems fit SW[H Pl & 12. | Expedite action Frar g B
29. | Delay in disposal figer 4 &9t / fdeis 13. | Exceptional circumstances 3aret gRfRifRm
30. | Delay regretted foels v He & 14. | Exercise of powers vIfth BT WRINT
31. | Devoid of A Mea, & 15. | Empowered to sanction TSR & I ARPR &
32. | Discharge from service At | qfb 16. | Ex-post facto sanction PRI Hodt
33. | Dispense with 3IeTT H2I 17. | Equivalent to & FAM | I | RER
34. | Disregarding the facts Tl Bt IeeT FHed gU
35. | Do the needful SARIP PRATS Bo 1. | Face value siféra g
36. | Draft for approval K CICE IR TR G CICE DR I 2. | Factual information TRATHS T
37. | Draw attention &I 3HNd FeAr/eA e 3. | Feasibility report Arerdr Rute
38. | Drawl of arrears/pay THRII/AAT BT 3IERVT 4. |Final payment sifom serrft
39. | Duly authenticated faftraq wfdTa 5. | Financial concurrence forfter weafa
40. | Duly filled in fafereq wer go 6. | Financial assistance farfler wERar
41. | During the period 39 3M@fY #/ 3mfY & SRMA 7. | First come, first served Uget I, TEal sl
42. | Despite this 3% §1d gU/AEE 8. | First quarter ugelt formet
43. | Default in payment WAHE/3ERAR 4 g% 9. | Fiscal year STl T

10. | Fixation of pay dq-FRaT
1. | Easy reference T T 11. | Follow up action 3Fadl FRAE
2. | Effect of T IRUIFH/THE 12. | Following frafeRaa
3. | Empowered to Fferw wiftp/a1fderR fa= = 13. | Formal Sanction fiuenfe #Hepet
4. | Enclosure to the letter T I 3D 14. | Forwarding letter 3TN T
5. | Ensuing year EiicifcL 15. | Functional specifications TbRIcs R ceH
6. | Entitled to Pferw AP /aderR 16. | Failing which T AFA R/ T A8 ®
7. | Entrust with Higr 17. | Final settlement of accounts sift @t fAgert
8. | Even number e | gt 18. | Flouting the instructions eIl Dt 37Esl
9. |Eversince SH A, A 19. | For action BRATS Blelv
10. | Exclusively for 3T Y A | Hfew 20. | For and against Te1 3T fauer #
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21. | For and on behalf of & forv 3k @t a1 & G
22. | For approval CericEiotiy 1. | Gazette notification TSI SRR
23. | For comments Reuef} dferw 2. | General administration AR TRIRIA
24. | For consideration et 3. | General interest Adse a
25. | For expression of opinion Ad YHC B Biell 4. | General meeting AR 6%
26. | For further action 3P Bt FRATE Hfelw 5. | General opinion 3M I
27. | For guidance #rieeiT Sferw 6. | Good wishes S[IPTIATY
28. | For information I Bfere 7. | Good governance I
29. | For official use only Il AP TRIFT Hferw 8. | Grace period Rarma smafy
30. | For onward transmission 3P ¥ Hfelw 9. | Grant-in-aid HETIAI 3[&
31. | For orders SIGRITRE/ 311G eI ety 10. | Grievance redressal procedure | fRrpria faror uftser
32. | For perusal BeoicTivikcoicT oty 11. | Gross mistake AR
33. | For record 3ifireiea dfete/ReiE Hiew 12. | General conditions of contract | 3% @t AAm=T erd
34. | For signature EIIER BTl 13. | Give details farur €/ =fiRT §
35. | For suggestion IR BieTw 14. | Give effect to PrRIfAT B/aardl B
36. | For the time being TherRTe /| der™ 15. | Give top priority to this work | g1 @l & wat= rafiear
37. | For verification AT Hfew 16. | Governed by the rules Rl gr1 wnfaa
38. | Fringe benefit arft Raemi/daiar Raemt 17. | Gear up AT BT
39. | From time to time TR R® 18. | Give up Blis &1
40. | From pre-page e 7o & 19. | Grouping and grading T 3R Fifewor
41, Fully agree with the office note ?imfara ot fCuft | # oia: Jema H

[ 1. | Hand over charge BRMR AlTT
42. | Fall due < &I 2. | Henceforth 3 &, 3P A
43. | Furnishing of documents edIdsT 99T Hedl 3. | Hereafter TS 9E
44. | For favourable action 3pel PRATS HfelU 4. | Hereby acknowledged TagETRT stfbrediga
45. | Filling up of posts el &l WAl 5. | Hereinbefore TS TEa
46. | First information o Jal Rulé 6. | Herein provided for 3o SwEfia / o Ru iR
47. | Following year et T 7. | Hereto fore 34 O | TEa
48. | For private use st et Fferw
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8. | Herewith enclosed =it & AT e 3. | Immovable property 3T HufI
9. | Herewith please AT WA & 4. | Imprest account 3TER ol
10. | Hold a meeting 436 BT 5. | In advance TEad A, 3IfBM wu |
11. | Hold an office TS ERYI/ TEVT HeAl, R g-r 6. | In detail fiar |
12. | Hold over IR FA1/AF AT 7. | In due course AARTTI
13. | Hold up Apr 8. | In duplicate sryferfd wifda, gt ufar wfka
14. | Habitual absence IR SRl 9. | Inland waterways siadefta Semrt
15. | Half day leave g fo @t ggt 10. | | am directed to o Feer ga &
16. | Handling charges HAYATS THR 11. | I authorize you # 31yl MRPR qar §
17. | Hard Copy &1e il / ueier ufy 12. | I disagree # wgua T §
18. | Head of account orear-sid 13. | | have the honour to say e fdeT 8
19. | Hearing on the papers RS R AR 14. | In absence of information Al & A H
20. | Hereby 9P GRI, TAgaRI 15. | In accordance with & IR
21. | High priority I urafiedar 16. | In addition to & rfafs
22. | Hours of duty P e 17. | In anticipation of @t geIe 7
23. | House building advance T ftor sifm 18. | In any special case ey 9rTet |
24. | Human resource management | AFd AR Y689 19. | In compliance with @& 3TUIer 4
25. | Has been dealt with suitably TR FRAE Bl TS & 20. | In confirmation of ot gfe &
26. | Has been removed el &= Trmm 7 21. | In conformity with & Y
27. | Has no comments to make &I i fouoft &t w=t 2 22. | In connection with & dgy 7
28. | Having regard to &I[ | Wad g 23. | In consequence of & IRV Y, b BHerRawd
29. | His request may be acceded to | 31 3rRig <R fFar so 24. | In consultation with A Rl BB
30. | Hold in abeyance TRARIT TaT 25. | In continuation of & 1 7, & RyaRa o
31. | Head of account otwar ofid 26. | In default of & 3MA A, T FeA T
32. | His Excellency W A 27. | In exercise of I TP Hed gU
| 28. | In favour of & Ul 7
Immediate action eI BIRATS 29. | In his discreation wfdds |/, 3o Fam A
Immediate officer RTA AfABTEY 30. | In lieu of & ggat A
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31. | In order of priority Il & 9 ° K
32. | In order to & forv 1. | Key issues R e
33. | In partial modification of 1 3MiRE et Hed gv 2. | Keep in touch Ay 7 &1
34. | In prescribed manner fFreifRa adid = 3. | Keep pending wifea Z=ar e
35. | In pursuance of & RRY H, & AR 4. | Keeping in view Pl &I 7 TEd gU
36. | In so far as Stel a& 6 5. | Kindly instruct further PUAT 3R &
37. | In spite of & IASE 6. | Knowingly and unlawfully SRR 3 314y &Y &
38. | In supersession of %I JAREFAYT FHed g L
39. | In the circumstances @t aRfRafoe & 1. | Lack of knowledge §M BT 34
40. | In toto dAgoia:, ¥ awE | 2. | Lay before A T, TG FeAl
41. | In view of 3t gfe & 3. | Lay foundation stone Rre=Ira &1, saRRE w=a
42. | Irrespective of the fact g 91d ! fErR fobu f’ar 4. | Leave encashment el THdIBl
43. | It has been decided ot forem = 2@ 5. | Leave of absence arpufRafa @t srafa
44. | It has been observed that g <A1 I & T 6. | Letter of acceptance wiepfer wx
45. | It is obvious that I| e ¢ fF 7. | Line of action Fr-fRvn, BrRarE ot feen
46. | It is requested Ig I & 8. | Liquidated value TRiFgiRa g
47. | It may be noted g Hlc fF s 9. | Lock in period gReer smafey
48. | If any afe +ig &t 10. | Long term objective dafafy v
49. | In aid of P! TR 7 11. | Lowest tender =[Aaa fAfder
50. | Issue today 3Tt @ AR & 12. | Latest by 3ifdrs A 31firp
13. | Loss in transit AU g1
1. |Joining date BRI-IEUT dRIRE, A9RY B fafd 14. | Laid down in 7 feifRa
2. |Joining report FrRI-TgvT Ruld 15. | Leave on medical grounds frfre ggt w®
3. |Just now anft qRa M
4. |Job description BRI fdgeor 1. | Maiden speech T H{TNUT
5. |Justification of the proposal A & e 2. | Material information arfes JaA1, f[=rE Ja
3. | Maturity value TRYeIar e
4. | Ministerial duties st SR
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5. | Miscellaneous expenses fafder wad 4. | Neglect of duty T Bt Seer
6. | Most confidential aifer Tt 5. | Neither nor Tdat s T
7. | Most immediate 3ifl depret 6. | Net amount et =1
8. | Make interim arrangements 3aly wdd & 7. | Neverthless ar oft, aerfy
9. | Matter of fact a=d: 8. | No action necessary IS PRI JMETAD TEl 2
10. | Matter is under consideration | arter T & 9. | No admission el Fiffg |, 3ice 31T W @
11. | May be approved srHifea fopar s 10. | Not exceeding | 3FfE, | fte Tt
12. | May be informed Jfa frar sie 11. | Not less than A 59 7, H9 A BA
13. | May be passed for payment IAM dierv wIRRd fFn s 12. | Necessary action ARG BRATS
14. | May be permitted srafa & s 13. | Not applicable Py Tt
15. | May be sanctioned HoR b STw 14. | Negotiated contract qdtad e
16. | May be treated as urgent 3 31 S TR A0 15. | Non- compliance IR-3T U1, 31916
17. | May deem necessary YIS TS 16. | Not later than & ag T
18, May please furnish the requi- | uar sriféra Fr & 17, Notwithstanding anything to | fas=ft uftrgper s1a & =la gu +ft

site information the contrary
19. | May please see PUAT o (o]
20. | May take steps PRAE HT, HGH o0 1. | Oath of allegiance T - Traer
71, Memorandum of understand- | sw=itar SIT9A, AEAMA ST 2. | Objective type test TS Wren

Ing 3. | Off the job training PRITR Ufdreror
22. | Mentioned above SH®, Taid 4. | Offer of appointment FrRIfp e
23. | My dear B 5. | Official capacity i 2Rma
24. | Make available SUCTE BT 6. | Official communication SIRRBIRG T
25. | Minutes of meeting 45 1 P 7. | Officiating arrangement RTAIY T
26. | Mutual agreement TRTRE/RER FRR 8. | On call payment AR W PEAE

N 9. | On deputation TRIfRIRF ®

Nature of work P Pl THY/TPR 10. | On the job training PRITa afdrerT

Needful done 3ferd PR &l It § 11. | Optimum utilization ST ST

Needs close supervision & A& Pl ARSI & 12. | Order of appointment PR e
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13. | Offered rate TRAId &% P
14. | Officiating arrangement T AT 1. | Paper under consideration farefT sre
15. | On call payment qTH R PAAE 2. | Partial modification iR Fere
16. | On deputation afafFgfs w® 3. | Passed for payment WIAH Bfelw wlRa
17. | On the job training BRPTd ufderr / sid: s afdrer 4. | Payable to & T
18. | Optimum utilization 3[pelad STAFT 5. | Pertaining to & Hdfda, & d¥g 3
19. | Organizational structure HIGATHS HTIT 6. | Physical verification of stock b BT YT& ™I
20. | Out of turn promotion 7 o=t weiAfa 7. | Placed below #R T =
21. | Overdue payment 3= PraE 8. | Please acknowledge receipt U grad! AR
22. | Observance of rule et @1 wem 9. | Please discuss T4t Hifw
23. | Observations made above U el g8 ad 10. | Please speak PRI T4L/AT BT
24. | Obtain formal sanction siuenfRe ARl ura & 11 PIea.se trgat this as strictly S P TR MR et
55, Office copy & Fair copy for PRIt I 3R T ufd gwdamerRt confidential

signature 12. | Presided over the meeting 3% B TSI DI
26. | On account of & BRI 13. | Procedure laid down FreifRa aftken/frenfafy
27. | On behalf of @l AR A 14. | Put up T HeI/TeT BT
28. | On compassionate grounds U & IMER TR 15. | Post-facto sanction PRI HEt
29. | On discharge from service AP T W® 16. | Prior approval i arHleT
30. | On medical grounds fifépeetlr smear w 17. | Please carry out the orders PUAT R BT U o
31. | On receipt of & e w® 18. | Please expedite compliance ¥l sruIe ifsre
32. | On temporary basis SRR MR w® 19 Please refer to our letter no. | g faies — 1 gART O 4.
33. | On the contrary Ter% uRipe/sad Roda . dated....... — A
34. | On the subject noted above S v w® 20. | Please sign in Hindi Pl fedt 7 gemer B¢
35. | Order communicated I AT R I, SR W 21. | Postpone for the present 39 W P wd
36. | Order may be issued AR AR = R sw 22. | Put up for perusal S1eitepre e
37. | Orders are solicited PRI I & 23. | Put up for verification AT BT TG HY
38. | Owing to & BRI
39. | Onward transmission 3P Wo Fferw
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COCHIN SHIPYARD LIMITED
e s T e ) AR G
Q 23. | Required to rectified ufRente sniféra &
1. | Quick disposal of claim g & st fAuer 24. | Respectfully | beg to say e faeT &
2. | Quote reference e qamw 25. | Resubmitted as desired JATIT Y: 9oqd &
Quoted below 42 Sga S
R 1. |Safe and secure wizféra aife <Rt
1 | Ready reference [ 3°0 [ B I 2. | Sanctioning authority Hodteral/ Fwdiepfierar mierRt
5 Recommendation made by the | Afifi grer @t 18 RiwRed 3. | Specified payment date fafafde wpam fafx
committee 4. | Sanction hereby accorded to | &/ sa1% g Hodt &t It @
3 | Regulations framed there Sad 3 g v e 5 Sanction of the competent HerH MR Bt et oft sIw
under " | authority may be obtained
4. | Relates to A g @ 6. | Sanctioned as proposed TRAM & AR HR
5. | Relinquishment of charge R QIPFT, TRAMR BIsT 5 Score out whichever is not S AP 7 & 3& Fre &
6. | Remain in force AP/ &I, 99 W " | appropriate
7. | Reminder may be sent 3FSIRS |SIl S0 8. |Seen and returned 3war 3T ar= o=
8. | Requirement of the rules el & 3raR smen 9. | Should be given top priority Hatw wrafiear & s
9. | Requisite information 3féra STFPRY/FaT 10. | Sincerely yours 3T9PT, HMISHT
10. | Redressal of grievance Rrrma farer 11. | So as to ensure aifes @E Jfifeda 8
11. | Refixation of pay ECCRC IR CITUGTY 12. | So far as possible AARTHT
12. | Refund of advance i @t aro=dt 13. | So long as 39 aF 5
13. | Repayment of advance 3161 @t gt 14. | Specific reason may be given | fafre Fru §
14. | Result-oriented work TRUIMIART FRE 15. | Status quo Jerge fRafa
15. | Retention period ufcrer=or srafe 16. | Steps may be taken eH ISV ST
16. | Return of post Cieczigcicy 17. | Subject to approval s, sFAled Ird 8 ®
17. | Right to information Act A AfPR fRfreE 18. | Subject to the condition that | 3& ¥ w &
18. | Rotation duty AT St 19. | Subject to verification T & anefi
19. | Referred to above SuRfAfde 20. | Submitted for order 3reeIe WA
20. | Relevant papers be put up 4t Fre-1a w=ed v e 51, Such action as may be deemed | v=ft ®RarE it 3mawers sl SO
21. | Rendition of report Rulé &1 necessary
22. | Request for proposal TRAM BT SR 22. | Set forth 4 af¥r, e e
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T 27. | To bring to the notice of I &I AP T, & @ A

1. | Take care I /ATGETAT a1 SIS
2. | Take effect et 8T 28. | To comply with 3FUIT Hel
3. | Tenure of appointment frafts smafy 29. | To examine ST Bl
4. | Terms of reference frareref fawr 30. | To initiate action BRATS 3R BI
5. | Thereabout adi-ael, T, RO 31. | To prolong leave gl eI
6. | Therewith IS AT 32. | To take initiative AU BT, T&el BT
7. | Thisis to certify I TEIIG fF=r Sirar & 33. | To whomsoever it may concern | @+t Hdferal ot
8. | This is to inform that o & St @ 5 U
9. | Through proper channel Sfra arem &, RAffaq 1. | Ultimately it has to be done 3idd: Ig BT &l &l
10. | Till further orders 3TTR/3T=T 3R 81 db 2. | Unauthorized action 3R FRATE
11. | Together with ¥ AT 3. | Unbiased opinion forsger *r=x
12. | To the best of my knowledge | stei a 7=t war & 4. | Uncalled for 3R
13. | To the extent of T 9 5. | Under consideration et
14. | Taking over charge BRMIT T-T BT 6. | Under his signature and seal I FEER 3R Per Ald
15. | Transfer on deputation ufafrIRe 7. | Under intimation to this office | s&1 @rierI ! Jfa sed gv
16. | Transfer order AT R 8. | Under mentioned fFraferRaa
17. | Turn down 3lpR BT T 9. |Under one’s hand 3T gvdIerR ARd
18. | Take for granted A AT 10. | Under the auspices of & Qe |
19. | Take such measures A SURI B 11. | Undergo training afdteror |1
20. | Tenders have been invited Fifderd smifa &t 18 & 12. | Until further order 37Tel 31IQWI 811 d
21. | The case may be JenfRIfy, =t RafY 8t 13. | Urgently required 31fdeig TRY, gid savewar &
22. | Then and there deeplel @l | It I 14. | Unanimous decision vepad Aol , adema Aok
23. | This may please be approved | pwr gt srifdd fbar e 15. | Unauthorized absence 3mferepd srfafRafd

Timely compliance may be T W U AR B2 Rrn 16. | Unavoidable circumstances 3ufRRert uRfRrf=
24. e .

ensured iy 17. | Under certificate of posting 1% YHIIa
25. | To adjourn sine die siffeadeTer bfetw AP w1 18. | Unexpected delay sucIRE faeia
26. | To be thankful sl BHI 19. | Upgradation of pay-scale AT BT ST
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20. | Upgrading of post g Bl ST 8. | Working arrangement PRI IR
21. | Urgent action A BRI 9. | Working knowledge SRAS S

v 10. | Waiting list may be renewed sdten-=get t Tdipa fear v
1. | Valedictory address AT {IH0T 11, | Want to - -
2. | Validation of papers Tl BT deflepeur —
3. | Valuation statement qeiw faror 12. | Warning is given < &
4. | Venue of meeting I —— 13, :/r\:iesare not concerned with P! T Hed TEl §
5. | Verification of accounts T A W T that I
6. | Verified and found correct S @t 3 A R 14. | We regret tha
7. | Vide letter no S - 15. | Whichever is earlier St oft wgat &t
8. | Violation of law B BT Jecta 16. | Will be dealt with severely %3} PRI Bt ST
9. | Verification of antecedents QA Bl AT 17. | Will you please state PUAT IAIU
10. | Verified copy Jcard ufa 18. | With a view to F g A
11. | Vested right ffea siftrpre 19. | With best wishes T ARd
12. | Vigilance clearance Adehdl TIphd / HepRt 50. | With concurrence of = o ot
13. | Visiting hours TP 1 T, Fe &1 T ™ -
14. | Vital importance 3Id e 21. | With due regard to o oI T g
15. | Voluntary disclosure wfess dpeT 22.  With effect from < et
16. | Voluntary retirement scheme | %f@® daifigRt gierr 23. | With full particulars R = Afd, R faer & awr
17. | Vetting of draft TIIHT T TR 24. | With immediate effect dehlel T A

W 25. | With reference to & e |
1. | Wage agreement A BRI 26. | With regard to &R #, & vy 3
2. | Waste prevention 27. | Withholding of increment dagie b
3. | Ways and means committee 3T Aff - —
4. | Weekly arrear statement ATAIRS THRI fAgwor 28. | Without assigning any reason | e #l¢ e
5. | Welfare activities EILIURIGICIDUIN 29. | Without prejudice et S STt e
6. | Withdrawal of motion YA 919 oAl 30. | Work in progress o WIfd T, A1 B
7. | Without permission fomT argafa 31. | Whenever it is found necessary | 5/ &+t a8 Sroedl wst 0
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_ 1 Your request cannot be acceded | amuet uriAr wfter T @t a1

' " |to bl
2. | Yours faithfully Aadtr
3. | Yours sincerely/truly 3TYHI
4. |Year ending B AT a9
5. | You are hereby advised 9% gIRI 3MUe! JRa fe srar &
6 You are hereby authorized 3P} 3AF RI Ig UIIBR =

' STrar &
7 You may kindly report for duty | @w=m g ...... Pl S W 3
on ...

8. | You may take necessary action | 314 3IG%RIF HRATE Ho
9. | Your request is granted 3! 3FRIY R f6ar srar @

- 8l. Tets TS
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Faferd qIfd=al @t 465 DI RIS B A meeting of the concerned parties may be convened

AT AR BT STRI/ ifdd 3=a1 S Case may be kept in abeyance/ pending

T & AR/ Il YdIfdd 3rjifed Approved as proposed

2211 uRafia) enfia srmifca Approved as modified/ amended

$o faedfiat Al ot 135 3 Certain discrepancies have been noticed

&l AgHNT U Bl A0 Concurrence of .... may be obtained

S PRI Bl &M | WIHT RY & SHIG dHwd & Considering the aforementioned reasons approval of the request
is recommended

RrpRIAl U7 dcblel &1 &= StIv Complaints may be attended immediately

dcoplel Ty dforw ufaferfy derma @ Copy is enclosed for ready reference

ufaferf T v 3mavere PR bfetw st wdt &

Copy is forwarded for information and necessary action

...... e 3k St R @/ ... Fd

For and on behalf of

Rieig & 9/ fRAeia T f=n a0 Delay should be avoided
SR I TAHIGI SHIG Dol Td & Draft reply is put up for approval
TRilel/ U™ SFAIGAr TR © Draft is submitted for approval

=1 qaral & FR YwaE ARART fhr s

Due to financial constraints the proposal may be kept in abeyance

7 o fored (Swfw) farl | wewa 4 §

| do not agree with the above views

# prRIer ! fouvft & goiden wewa § | fully agree with the office note

=+l <t =afral ot JfRa & Inform all concerned

3117 Wl g3 Sfden Bferw v 8 Inconvenience caused to you is regretted
TR 9 o (St Sifom) Issue as amended

fAleret 2w wear /T wear s Keep pending

frras/ ~Aaa @ iR @ oft s

Lowest quotations may be accepted
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AP AN B2 for= U Necessary correction may be carried out
30 BIg FrRAs fdrd It @ No further action is necessary

@I IRadT & sras=ear &l & No change is necessary

T4l & AR, Hlel fie | dar & Please revise the draft as discussed

afifa ot Rud fiar dfetv am v 8 Report of the Committee is placed opposite for consideration
ey Sav/ SN A9 SR Reply may be sent as early as possible

9% GRI/ TAGERI sl &l Jrdl & Sanction is herby accorded to

aMe & AR Yd 61 S Summary of the case may be put up
3FAle Hfelv u=qa/ 91 & Submitted for approval

3EeIS PIedly Hielt Ted/ 991 & Submitted for necessary action

3ol PIRATs Biell Td/ 91 & Submitted for favourable action
311} &} FRAlg DHielv Teqa/ 991 & Submitted for further action

el weafa Sfew sega) der @ Submitted for financial concurrence

31 A1 Hfelv u=qa/ g1 & Submitted for onward transmission

3fRIa IR @I F=El IR B Suitable reply may be drafted

dEIR HHAR! Bl FRId e e The employee may be informed accordingly

fier & SR W& oret FRIRY § U gam § s weiE d @ Rrmd

The items as per the bill are received in good condition and taken
into account

I8 ywar fdergpar 3t ¢/ FRArgd

The proposal is quite in order

$UAI 8 Prar bferw wRa/ o1 = = s

The bill may please be passed for payment

gaR 3feRal & el &1 A b @ 3 & 2

The bills are verified with our records and are in order

SENETAIERY S AR Bl HIPRY &R W I | &

The undersigned is proceeding on official tour for two weeks

e prea HE 7= S @

The requisite papers are placed below

29 Ul 31U JIH Al YSH B &I fAvarT Rara &

Assuring you of our best services
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ufaferfY FaA1/ eI FrRarE Ffetw det 4t &

Copy forwarded for information

IR 37 BfelU, Ad Ube Fea Bfelv

For expression of opinion

AT SETID BRAS B ST For favour of doing the needful
RIATGPRIP PIAIS biell For such action as may be necessary
vl FrRas dfetv st Sfa wwEtt sv For such action as may be deemed fit
RIPfagds f[ErR e For sympathetic consideration

3P 3T 3Teel Hst St Further orders will follow

PUAT o AT TR AT A0 Please treat this as strictly confidential
3P B3 BRAIS Bl AETRIBAI &l & No further action is necessary

WEIEF AR R A RAF T T A..... FaAi 4 8

This is with reference to your letter No..... dated on the above
subject

Please refer to my endorsement No.....dated......

BIge Pl dlcH d g8 QI Blolw |e &

Delay in returning the file is regretted

3R SIFpRL. . A 37118 o1 <&t @ 3R urd 81 w ¢ & st

The required information is being obtained from....and will be

furnished on receipt

arrer 3ndt ol el & The matter is still under consideration
&9 39... Bl T U B2 A We may now obtain the opinion of.............
&4 @i RRueft 7 wel @ We have no remarks to offer

A R 3R AR $ea dforv fA=ferfRaa sie =i @Ar
SIARIF &

It is necessary to obtain the following further particulars for
proper consideration of the case.

...... #l g§ o5 & SRITT FI I (FRAleT) SFHleT i wa &

Draft of the minutes of the meeting held on .... is submitted for

approval.

T A TR ... dA..... & §9 T4 g8 off e uw = fer R
5 3 3l di &l Sferv 2 <= e

The case was discussed between ........ and ........ and it was
decided that it may be kept pending for another three months.

SR garlt 13 tRfRIRRT Ft dwd gu &9 =aE &1 TR Fd €

In view of the circumstances stated above, we may support the
proposal.
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3Pl 31 FrarE 3N Tl 21 37 BrEl &) ReiE oo e s

No further action is called for. These papers may now be
recorded.

3t ameer Ru oI 9% & ST SenteE R BT B BRI I 2

There is no cause to modify the orders already passed.

st Bl degAR IR B2 ar s Shrieeeiiiiiiieees may be informed accordingly.

39 I R Tgal b3 9 AR fFar s YPpT g R g7 gdIv | The suggestion has been considered on several occasions earlier
0 R A & e T fhur TR ar but was not accepted for reasons stated at...........

34 ot o1 @@ &yt (@) e e 1 war Retrospective effect cannot be given to this decision.

R orra 4 st yedaa =8 v € 4 SRa &1 849 S wior
B &

The proposals contained in the papers under consideration are
reasonable. We may accept them.

............. &RI ehe U 70 fAER Ja1 aoIr A $rRarg dbietv
R sgad

The observations made by ........... are reproduced below for
information and necessary action.

IR b B TS BRAIS DI PUAT HIGT B Course of action suggested above may kindly be approved
A Pl ARRI A4 w1 @ A summary of the case is placed below
3 fdw= & a1 wue el € The orders on this subject are not clear

.. ¥ TR "I SIU A clarification may be sought from..............

IE HIFE 3161 el ™l S b

May kindly see for interim information and return the papers
urgently so that the case may be pursued further with

3 A= & wIsa 39 99 e 91 w1 <€t 21 g9 farrefia sris
¥ SfeeiRad w1 &t ufaforfd 7T &

Our file on the subject is not readily traceable. We may ask for a
copy of the letter quoted in the papers under consideration.

S Rulé & v ufaferfd =ft srpirtt &l et v srawres
PIATS Bfetv Wl 511 =@ 8

A copy of the above mentioned report is being circulated among
all sections for their information and necessary action

AT B TR B | §s avl diell |e & Delay in the submission of the case is regretted
frders puen srgAle Hferw 3 Director may please see for approval
T¥HieT Henfia wu A srmifea & Draft approved as amended

TAlel de[arR Henfia &e o= w=m

Draft has been amended accordingly
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$91 $Isd &l fFuer ot #ea Ffetw srRiy e strar @

Immediate disposal of the file is requested

St fRIfr &l qwad U 89 WA I i #e &

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

3l g g1 v A i fAof o o w=r @

No decision has so far been taken in the matter.

Pl IRHIfeld &b BIgel B Please circulate and file

YT PIFT Bl deTAR JRd B2 Please inform the section accordingly
Pl fseft fuforn Please see the preceding notes.

g 31evl R Uk orm €t g @ Relevant orders are flagged.

¥ forIT, PURIT BIgel B

Seen, file please

et o1 A e forn = €1 IE St 2, Wpam dfere wiRa
fope SO

The bills has been verified. This is in order, may be passed for
payment.

arerr 3l off e @

The matter is still under consideration

IS -UF g A1 AR @

The papers are sent herewith.

& Sfafeely APt AFSR 1 Jedld 3d &, TR $USDI 30!
3CI8TVl & Y A Seolwd 7 b= 1w

We agree as a very special case this should not, however be
guoted as a precedent.

g atrl 3R 35 T b &

We have no further comments

UfAfIfY FeTRI 34T Bt T Fferw st st &

Copy is sent to the Administrative Section for information

Tl 3 T B Ut Hor @1 fder gam @

| am directed to acknowledge the receipt of your letter

Ureg (FRAleT) STHIG Bfelt w=a (de1) & Draft is put up for approval

............. TATerR) et ° 3= forRr R Seen in the Ministry/ Deptt. of ..............

t: SRR U ... YU Bbfelv el gai= |. ... & I | C form No........... dated.......... against Bill/ Invoice No. for
iRt i S ORI uret &t 3 FBfIv 9P AT 3Efd fear | RS- in favour of M/s............. is forwarded herewith for

onward transmission to the party.
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SRI JRa smaftes s &l Prdd srn w=ile =t
e & 3k Ut i 37 dfetv god AT Tv=T foemm &

Fixed Deposit Receipt/ Time Deposit receipt furnished by
M/S. i, is released and returned herewith for onward
transmission to the party

Aqufafe sfic d. ........ Tcafia f=m 3z =&t urRn R
A Hfelv RAiftaq RiwiRer e & A teEta IR #31 & 9.
q: Ol e wIse arae feen @

Service Entry Sheet No....... has been verified and found correct.
File is returned for retransmission after releasing SES along with
bill duly recommended for payment.

WIAM & HATIT BlelU el T93 | 3147 o faeor FRa s

The party may be requested to furnish their bank details in the

?q Ul & R feen smo enclosed format for processing payment.
frerteor o HfelU RIBT THIOET H........... 33Idb AT [ | Income Tax certificate No........... for the assessment
b 21 paen uraddt € year .......... is forwarded herewith. Kindly acknowledge.

HAeutefiT Tl @t 31 &I rEAa fFr Star g

Kind attention is invited to the note under reference.

IR R FRS] & aase H, et 3k & o8 ft s
I 1E1 g3 21 31 SrRlY @ b APt v farunl 1 sifar wftar

Jfd &2

In spite of our repeated reminders, no reply has been received
from your end. You are requested to furnish the details called for
most expeditiously.

i | 3Ry & £ s1Bml @t aift wfter fged

Please find enclosed statement showing advances outstanding as
Request to settle the advances most expeditiously.

P Rl 8 W & srEr ve) frasr wE B

Kindly recover EPF/ ESI as per vendor Ledger.

fpeTU Bt 31 BUU (A1 B fARE) ot AR W F°

An amount of Rs............. plus service Tax may be recovered
towards Rent.

ST Jfua @l ! gfe #, u7 fEr Jferw ¢ @t w=r &1 ot &t
PIAH IRt BT TG &

In view of the facts mentioned above it is for consideration
whether we may release payment to the party

gl @l &IF 7 TEd §U, UEl B P SR $ed Blelt 81
Terd § | IR Heafd bfew

In the light of foregoing we may agree to release payment to the
party. For concurrence please.

g2l Thdieenr FrREAMER. .. Rl Fferw gt Twdieer aq et &
Siredt &

Leave encashment sanctioned for....... days as per the rules of
leave encashment.

Ig yHIfI fb=ar Simar & fob sft / sftaeft. ...
ot.... a4 GR1 e formm

It is certified that Shri/Smt.......... has completed.....years of
service in the company
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Seftear & aftx ik gdaa &t st @ 18 @ s SA Halsers
URIT 7RI &

Character and antecedents of the candidate have been verified
and found to be satisfactory.

frfepeen qrar, fftpear gui a7 &6t fifr | ... 78R & siew & wqa
fper s Tk

Medical claim must be preferred within......months from the date
of completion of the treatment.

Ig HoRY SIRI 817 Bl dRIA A el U 418 Dt 36 db de it

This sanction is valid only for a period of one month from the
date of issue.

3B g7 B! Tell 9] 7R & a1 | @t et

Recovery of the advance will be effected from the current
months salary.

god SNt W 8P, 98 ... i oo gyt @ The expenditure involved is chargeable to Head "............ "
3[4 / 31 FATC B &l 0 Contract may be terminated

31y} sfiuarRe wehl e w® War ot =Ew ot st On receipt of your formal acceptance payment will be arranged.
PRIV SIRI g $ dIE ........ TR & 3iew R QI &l ST The work should be completed with in ...... months after the
ke issue of work order.

$aI gfe & {6 3w 3o df 7S fely ord o1 Uil e Sfer
Heqd &

Please confirm that you agree to abide by the special conditions
set forth herein.

mRfka IR get &t s Casual leave applied for may be granted.
AT Bl uchlen &2 Await reply
3mge! ¢l s | feifia fbv s @ You are suspended from duty

RearET rre 4 st yeda e w E 3 3Rka @

The proposals contained in the papers under consideration are
reasonable.

g @ity % o ... w R 0 sk i Rufri 2w of sme

Notes and order at pages......may be seen in this connection

STel % ... 37T ¥l |9 g, 3% ' w..... ! |9d sHae
aaE o Ruld ‘v sl s

The report of the week ending...on the above subject in so far as
... Section is concerned, may be treated as "nil".

Ffetw weqa @

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

perusal.
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3Miférd STFAaRL.... A W8 S 2@l @ 3R Ui g1 w® A dt
el

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

fizet 7o w RU v fier & AR amer f5e 3 weqa R s @

The case is resubmitted as directed on prepage.

PRI A Sfdeialr st

This may please be treated as urgent.

fiferer pu=n wfter arow wifre

Return of the file may kindly be expedited

o= fifrel = fofe g7 a6 3o i =Rav

This may be kept pending till a decision is taken on the main file.

g fafrer feunfl &fetv ... AT Bl A< <} ST

This file may be referred to the Ministry of..... for comments.

&1 @ WA bl B | farR w1 dfew &2

We may ask the Ministry of Home Affairs to reconsider

UYT YA TEHd 811 A Wl AR ford =1 7T st @

It will be necessary to obtain the following particulars before
agreeing to the proposal.

7o et & anft I8 Sav @ ferr @1 gwaieR & forv weqa
fopU 71U s S9T & gRI 3% AR faer & s

No communication had yet been received from the
Chief inspector. He may be reminded as per fair memo put up
for signature.

FHARY 3R & 391 W IS BRAS TH! el e TSt

No actions seems to be called for on our part

a1l w RuPrl & Sgeur sruHl fAfdre d w=ft st

Extracts from these notes will be kept on our file on return.

fifR1er dceprer firer 1w 21 S wio &l Bifder &l s Wt @

The file is not readily traceable. Efforts are being made to
traces it.

AT B TR B2 A g3 9 Bfelw W &

Delay in the submission of the case is regretted.

gq ft 399 7P w gv fvl &t ST aed #

We would also be interested to know the decision taken in this
case.

gt feupft &7 A wedt &1 7S 3/T R ‘& A SfeviRRaa fofa

Before offering our comment we would like to see the papers
leading to the decision referred to at "A" on p.3/c.

SR a8 T YRR 4, &9 J=Ie 9 ot

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

FIAI AP & IR H Al IR DI

Please prepare a note of the case

SR F FAMI & MR R IR FI TGl TR B0

Draft reply on the lines suggested above may be put up.
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Enquiry may be completed and its report submitted at an early
date.
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Please make a special note of this decision.
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| fully agree with the office note. Orders may be issued.
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For the reason now explained, | concur in the proposal.
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In view of the circumstances explained in the p.u.c. we may
permit air travel.
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The representation has not been received through proper
channel. We need not take any action on it.
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It would be against public interest to give the permission.
The request may be rejected.
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The final bill is not on the prescribed form.
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The bill is returned herewith with the following objections.
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Head of account has not been given on the final bill.
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Payment is to be made quarterly at the rates given in this
estimate.
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This amount has become irrecoverable. May be written off.
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We may issue necessary notification as per draft place below for
approval.
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Certified that amount of the bill has been disbursed to the
proper persons.
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Certified that the purchases have been made at the lowest
market rate.

Please quote your lowest rate for the supply of the following
articles.
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The following identity cards/ temporary passes are returned
herewith for cancellation- Please acknowledge receipt.
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In reply to his application dated.... Shri......is informed that he has
been sanctioned an extension of earned leave for.....days from....
to....
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In the circumstances we may issue a revised notification in the
supersession of the one at page 5/c.
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After taking into consideration all aspects of the issue
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Arrangements are being made to ensure timely submission of
report
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In this connection it may be pointed out that
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Please put up with previous papers
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Please comply before due date

3aférd FET $oI AT Aol S W@ B Required information is furnished herewith
<dferd P 13 weqd fhar s Submit the relevant papers
= I8 fder gan 2 f5 U At ............ & T =T Undersigned is directed to acknowledge the receipt of your letter

............ @l grEdl B FIAI G

no....... dated..............
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Your case would be taken up for consideration in due course
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Your reply should reach this office by at the latest
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