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|……CEÚl…x…

¶……Æ˙i… E‰Ú ∫…Δ ¥…v……x… x…‰ 14  ∫…i…®§…Æ˙ 1949 EÚ…‰ n‰̆¥…x……M…Æ˙“  ±… {… ®…Â  ±… J…i…  Ω˛xn˘“
EÚ…‰ ¶……Æ˙i… EÚ“ Æ˙…V…¶……π…… E‰Ú ∞¸{… ®…Â ∫¥…“EÚ…Æ˙  EÚ™……* ∫…Æ˙EÚ…Æ˙“ EÚ®…«S……Æ˙“ Ω˛…‰x…‰ E‰Ú
x……i…‰ EÚ…™……«±…™… E‰Ú +{…x…‰ nË̆ x…EÚ EÚ…®…EÚ…V… ®…Â  Ω˛xn˘“ E‰Ú + v…EÚ… v…EÚ |…™……‰M…
EÚÆ˙i…‰ Ω÷̨B  Ω˛xn˘“ E‰Ú |…S……Æ˙ +…ËÆ˙  ¥…EÚ…∫… ®…Â M… i… ±……x…‰ +…ËÆ˙ ∫…“B∫…B±… ®…Â ∫…Æ˙EÚ…Æ˙“
|…™……‰V…x……Â E‰Ú  ±…B  Ω˛xn˘“ E‰Ú |…M……®…“ |…™……‰M… EÚ“ M… i… §…f¯…x…‰ E‰Ú |…™……∫… E‰Ú ∞¸{… ®…Â
Ω˛®… <∫… {…÷Œ∫i…EÚ… |…∫i…÷i… EÚÆ˙i…“ ΩĘ̀* ∫…¶…“ + v…EÚ… Æ˙™……Â ∫…‰ +x…÷Æ˙…‰v… ΩĘ̈  EÚ ¥…‰ <∫…
{…÷Œ∫i…EÚ… E‰Ú |…¶……¥…“ |…™……‰M… EÚÆ˙i…‰ Ω÷̨B +{…x…‰ +v…“x…  EÚ…®… EÚÆ˙x…‰ ¥……±…‰ EÚ®…«S…… Æ˙™……Â
EÚ…‰ +{…x…‰ nË̆ x…EÚ EÚ…®…EÚ…V… ®…Â  Ω˛xn˘“ EÚ… + v…EÚ… v…EÚ |…™……‰M… EÚÆ˙x…‰ E‰Ú  ±…B
|……‰i∫…… Ω˛i… EÚÆÂ̇  V…∫…∫…‰ M…fiΩ˛ ®…Δj……±…™… E‰Ú Æ˙…V…¶……π……  ¥…¶……M… u˘…Æ˙… V……Æ˙“  EÚB M…B
¥……Ãπ…EÚ EÚ…™…«GÚ®… ®…Â  x…v……« Æ˙i… ±…I™……Â EÚ…‰ |……{i… EÚÆ˙ ∫…EÂÚ*

PREFACE
Constitution of India accepted Hindi written in Devanagari Script
as Official Language of India on 14 September 1949. Being
Government employees it is our duty to promote the speed and
development of Hindi Language by using more and more Hindi in
our day to day official work. As an attempt to speed up propagation
and development of Official Language Hindi and also to accelerate
its progressive use for official purposes in Cochin Shipyard Limited,
we are presenting this booklet. All officers are requested to make
effective use of the same by encouraging the employees working
under them for increased use of Hindi in their day to day official
work by which we may achieve the targets prescribed in the Annual
Programme issued by the Department of Official Language,
Ministry of Home Affairs.
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∫…ΔP… EÚ“ Æ˙…V…¶……π…… x…“ i… ∫…Δ§…Δv…“ |…®…÷J… §……i…Â
IMPORTANT POINTS OF OFFICIAL LANGUAGE

POLICY OF THE UNION

EÚ) ÀΩ˛n˘“ EÚ…‰ ∫…ΔP… EÚ“ Æ˙…V…¶……π…… E‰Ú ∞¸{… ®…Â 14  ∫…i…Δ§…Æ˙ 1949 EÚ…‰
∫¥…“EÚ…Æ˙  EÚ™…… M…™……* <∫…E‰Ú §……n˘ ∫…Δ ¥…v……x… ®…Â Æ˙…V…¶……π…… E‰Ú ∫…Δ§…Δv… ®…Â
v……Æ˙… 343 ∫…‰ 351 i…EÚ ¥™…¥…∫l…… EÚ“ M…<«*
Hindi was accepted as Official Language of the Union on
14th September 1949. Then, section 343 to 351 was pro-
vided in the constitution regarding Official Language.

J…) ¶……Æ˙i…“™… ∫…Δ ¥…v……x… EÚ“ v……Æ˙… 343 (1) E‰Ú +x…÷∫……Æ˙ ∫…ΔP… EÚ“ Æ˙…V…¶……π……
ÀΩ˛n˘“ +…ËÆ ˙ ±… {… n‰˘¥…x……M…Æ˙“ Ω˛…‰M…“*
As per section 343(1)of the Indian Constitution, Official
Language of the Union shall be Hindi and script Devnagari.

M…) ∫…ΔP… E‰Ú Æ˙…V…EÚ“™… |…™……‰V…x……Â E‰Ú  ±…B |…™……‰M… Ω˛…‰x…‰¥……±…‰ +ΔEÚ…‰ EÚ… ∞¸{…
¶……Æ˙i…“™… +ΔEÚ…Â EÚ… +Δi…Æ˙…«π]≈ı“™… ∞¸{… Ω˛…‰M……*
The shape/forms of the numbers used for official purposes
of the Union shall be the same as used in international forms.

Æ˙…V…¶……π…… + v… x…™…®… 1963
Official Language Act 1963

<∫… + v… x…™…®… E‰Ú +x…÷∫……Æ˙ ∫…Δ∫…n˘ +…ËÆ˙ Æ˙…V™……Â EÚ“  ¥…v……x… ∫…¶…… EÚ“ ∫…¶…“
EÚ…Æ«̇¥……<™……Â EÚ“ ¶……π…… ÀΩ˛n˘“ i…l…… |……n‰̆ ∂…EÚ ¶……π……BΔ Ω˛…‰M…“ +…ËÆ˙ =x…EÚ…
+ΔO…‰V…“ +x…÷¥……n˘ n‰˘x…… Ω˛…‰M……*
According to this Act, Hindi and Regional Languages shall
be used for all purposes of Parliament and state Legislative
Council and English translation shall be used.
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{…… Æ˙i… Ω˛…‰x…‰ EÚ“ i……Æ˙“J… /Date of passing this act 10-05-1963
±……M…⁄ Ω˛…‰x…‰ EÚ“ i……Æ˙“J…/Date of implementation 26-01-1965
E÷Ú±… v……Æ˙… /Total no.of sections 09
®…Ω˛i¥…{…⁄h…« v……Æ˙… /Important sections 3(3)

v……Æ˙… 3(3) E‰Ú +x…÷∫……Æ˙  x…®x… ±… J…i… n˘∫i……¥…‰V……Â ®…Â +ΔO…‰V…“ E‰Ú ∫……l… -∫……l…
ÀΩ˛n˘“ EÚ… |…™……‰M… + x…¥……™…« ΩĘ̈* ∫…ΔEÚ±{…, ∫……v……Æ˙h… +…n‰̆∂…,  x…™…®…, + v…∫…⁄S…x……BΔ,
|…∂……∫… x…EÚ ™…… +x™… |… i…¥…‰n˘x…, |…‰∫…  ¥…Y…Œ{i…™……ƒ, ∫…Δ∫…n˘ E‰Ú n˘…‰x……Â ∫…n˘x……Â E‰Ú
∫…®…I… |…∫i…÷i…  EÚB V……x…‰¥……±…‰ ∫…Æ˙EÚ…Æ˙“ EÚ…M…W……i…, ∫…Δ ¥…n˘…, EÚÆ˙…Æ˙, +x…÷Y… {i…
(±……<∫…Â∫…), +x…÷Y…… {…j… ({…Æ˙ ®…]ı),  x… ¥…n˘… ∫…⁄S…x……BΔ,  x… ¥…n˘… °Ú…®…« +… n*˘

According to section 3(3), both Hindi and English language shall
be used in the following documents . Resolution, General Orders,
Rules, Notification, Administrative or Other Reports, Press
Communique, Administrative and other reports and official papers
to be laid before a house or the houses of parliament, contracts,
Agreements, Licenses, Permits, Tender Notice, Tender forms.

¶……π…… EÚ“ o˘̆Œπ]ı ∫…‰ {…⁄Æ‰̇ n‰̆∂… EÚ…‰ ‘EÚ’, ‘J…’, ‘M…’, i…“x… I…‰j……Â ®…Â §……ƒ]ı… M…™…… ΩĘ̈*
On the basis of languages the whole nation has been
divided into three Regions  ‘A’, ‘B’, ‘C’.

 ‘EÚ’ I…‰j… / Region ‘A’

=k…Æ˙ |…n‰˘∂… Uttar Pradesh

 §…Ω˛…Æ˙ı Bihar

Ω˛ Æ˙™……h…… Haryana



6

J… I…‰j… / Region ‘B’

M…÷V…Æ˙…i… Gujarat

®…Ω˛…Æ˙…π]≈ı Maharashtra

{…ΔV……§… Punjab

S…Δb˜“M…f Chandigarh

n˘®…x… +…ËÆ  n˘™…÷ Daman & Diu

n̆…nÆ˙ +…ËÆ˙ x……M…Æ˙ Ω˛¥…‰±…“ ∫…ΔP… Æ…̇V™… I…‰j… Dadar & Nagar Haveli UTs

‘M…’ I…‰j… /Region ‘C’

‘EÚ’ +…ËÆ˙ ‘J…’ I…‰j… ®…Â =Œ±±… J…i… Æ˙…V™……Â EÚ…‰ UÙ…‰b˜EÚÆ˙ ∫…¶…“ Æ˙…V™…
All state except those mentioned under ‘A’  & ‘B’

 Ω˛®……S…±… |…n‰˘∂… Himachal Pradesh
®…v™… |…n‰̆∂… Madhya Pradesh
Æ˙…V…∫l……x… Rajasthan
+Δb˜®……x… ¥…  x…EÚ…‰§……Æ˙ u˘“{… ∫…®…⁄Ω˛ Andaman & Nicobar Islands
UÙk…“∫…M…g¯ Chatisgarh
Z……Æ˙J…Δb˜ Jharkhand
=k…Æ˙…J…Δb˜ Uttarakhand

***
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Æ˙…V…¶……π……  x…™…®… 1976  / Official Language Rules 1976

Æ˙…V…¶……π…… + v… x…™…®… 1963 EÚ“ v……Æ˙… 8 u˘…Æ˙… |…n˘k… ∂… HÚ™……Â EÚ…
|…™……‰M… EÚÆ˙ ¶……Æ˙i… ∫…Æ˙EÚ…Æ˙ x…‰ Æ˙…V…¶……π……  x…™…®… 1976 §…x……B ΩĘ̈*
In exercise of the powers conferred by Section 8 of Official
Language Act 1963 the Central Government hereby has
made the Official Languages Rules 1976

E÷Ú±…  x…™…®… / Total Rules —12

®…Ω˛i¥…{…⁄h…«  x…™…®… / Important Rules

 x…™…®… / Rule -5

ÀΩ˛n˘“ ®…Â |……{i… {…j…… n˘ E‰Ú =k…Æ˙ ÀΩ˛n˘“ ®…Â*
Reply in Hindi for the letters received in Hindi

 x…™…®… - 6 /Rule-6

v……Æ˙… 3(3) E‰Ú +v…“x… n˘∫i……¥…‰V……Â {…Æ˙ Ω˛∫i……I…Æ˙ EÚÆ˙x…‰ ¥……±…‰ + v…EÚ…Æ˙“
EÚ…‰ ™…Ω˛ ∫…÷ x…Œ∂S…i… EÚÆ˙x…… Ω˛…‰M……  EÚ ™…‰ n˘∫i……¥…‰V… + x…¥……™…« ∞¸{… ∫…‰
ÀΩ˛n˘“ +…ËÆ˙ +ΔΔO…‰W…“ n˘…‰x……Â ¶……π……+…Â ®…Â V……Æ˙“ Ω˛…Â*
Under sub section (3)of section of the Act, it shall be the
responsibility of the officers signing such documents to
ensure that such documents are issued both in Hindi and
in Engish.

 x…™…®… - 11 / Rule -11

∫…¶…“ ∫……<x… §……‰b«̃, x……®…{…]¬ı]ı, ∫…⁄S…x…… {…]¬ı]ı, Æ˙§…c˜ EÚ“ ®……‰Ω˛ÆÂ̇ , {… Æ˙S…™… -
{…j…, ±…‰J…x…- ∫……®…O…“, {…j… ∂…“π…«,  ±…°Ú…°Ú…Â {…Æ˙ =iEÚ“h…« ±…‰J… ÀΩ˛n˘“ +…ËÆ˙
+ΔO…‰V…“ ®…Â  ±…J… V……BΔM…“*
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All sign boards, Name-plates, Notice Boards, Rubber
Stamps, Stationary items, letter heads and inscription on
envelopes shall be in Hindi and English

 x…™…®… - 12 / Rule -12

+x…÷{……±…x… EÚ… =k…Æ˙n˘… ™…i¥… /Responsibility of compliance

|…i™…‰EÚ EÚ…™……«±…™… E‰Ú |…∂……∫… x…EÚ |…v……x… EÚ… ™…Ω˛ =k…Æ˙n˘… ™…i¥… Ω˛…‰M……  EÚ

¥…Ω˛:
It shall be the responsibility of the Administrative Head of
each office:

* ™…Ω˛ ∫…÷ x…Œ∂S…i… EÚÆÂ̇  EÚ + v… x…™…®… +…ËÆ˙ =x…  x…™…®……Â E‰Ú ={…§…Δv……Â EÚ…

∫…®…÷ S…i… ∞¸{… ∫…‰ +x…÷{……±…x… Ω˛…‰ Æ˙Ω˛… ΩË˛*
To ensure that the provisions of the Act and Rules are
properly compiled with.

* <∫… |…™……‰V…x… E‰Ú  ±…B ={…™…÷HÚ +…ËÆ˙ |…¶……¥…EÚ…Æ˙“ V……ƒS… EÚ… ={……™… EÚÆÂ̇*
To devise suitable and effective check points for this
purposes.

***
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Civil Engineering  ∫… ¥…±… <ΔV…“ x…™…ÀÆ˙M…
CMD’s Office +v™…I… B¥…Δ |…§…xv…  x…n‰̆∂…EÚ

EÚ… EÚ…™…«±…™…

Defence Projects Æ˙I…… {… Æ˙™……‰V…x……
Design  b˜W……<x…

Factory Manager EÚ…Æ˙J……x…… |…§…Δv…EÚ

Finance  ¥…k…
General Store ∫……®……x™… ¶…hb˜…Æ˙
Hull Ω˛±…

Human Resources Development ®……x…¥… ∫…Δ∫……v…x…  ¥…EÚ…∫…

Industrial Relations +…Ët…‰ M…EÚ ∫…Δ§…Δv…
Indigenous Aircraft Carrier n‰̆∂…“ ¥……™…÷™……x… ¥……Ω˛EÚ
Information Technology ∫…⁄S…x…… |……Ët…‰ M…EÚ“
Information System ∫…⁄S…x…… |…h……±…“

Infra Projects <x£Ú… {… Æ˙™……‰V…x……BΔ
Internal Audit +…xi… Æ˙EÚ ±…‰J……{…Æ˙“I……
Inspection & Quality Control  x…Æ˙“I…h… B¥…Δ M…÷h…  x…™…Δj…h…
Laboratory |…™……‰M…∂……±……
Marketing  ¥…{…h…x…
Materials ∫……®…O…“

Marine Engineering ∫…®…÷p˘“ <ΔV…“ x…™…Æ˙“

 ¥…¶……M… / DEPARTMENTS
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Medical Centre  S… EÚi∫…… E‰Úxp˘
Naval Project, Materials & x……Ë {… Æ˙™……‰V…x……, ∫……®…O…“ B¥…Δ
Procurement |……{…h…
Office of Company Secretary EΔÚ{…x…“ ∫… S…¥… EÚ… EÚ…™…«±…™…
Outfit +…=]ı °Ú]ı
Personnel & Administration EÚ…Ã®…EÚ B¥…Δ |…∂……∫…x…
Planning ™……‰V…x……

Project {… Æ˙™……‰V…x……

Public Relations V…x… ∫…Δ{…E«Ú
Safety & Fire Services ∫…÷Æ˙I…… B¥…Δ +ŒMx…∂…®…x… ∫…‰¥……
Ship Building {……‰i…  x…®……«h…
Ship Repair {……‰i… ®…Æ˙®®…i…
Ship Repair Commercial {……‰i… ®…Æ˙®®…i… ¥…… h…ŒV™…EÚ
Ship Repair Operations {……‰i… ®…Æ˙®®…i… |…S……±…x…
Ship Repair Planning & {……‰i… ®…Æ˙®®…i… ™……‰V…x…… B¥…Δ ∫……®…O…“
Materials (SRP&M)
Tech. & Forward Planning i…EÚx…“EÚ“ B¥…Δ |…M… i…∂…“±… ™……‰V…x……
Technical Library i…EÚx…“EÚ“ {…÷∫i…EÚ…±…™…
Telephone Exchange ]‰ı±…“°Ú…‰x… E‰Úxp˘
Training Institute |… ∂…I…h… ∫…Δ∫l……x…
Utilities & Maintenance ={…™……‰ M…i…… B¥…Δ +x…÷Æ˙I…h…

***
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{…n˘x……®… / DESIGNATIONS

Chairman & Managing Director +v™…I… B¥…Δ |…§…xv…  x…n‰̆∂…EÚ
Director (Operations)  x…n‰̆∂…EÚ (|…S……±…x…)
Director (Finance)  x…n‰̆∂…EÚ ( ¥…k…)
Director (Technical)  x…n‰˘∂…EÚ (i…EÚx…“EÚ“)
Chief General Manager ®…÷J™… ®…Ω˛… |…§…xv…EÚ
General Manager ®…Ω˛… |…§…xv…EÚ
Dy. General Manager ={… ®…Ω˛… |…§…xv…EÚ
Asst. General Manager ∫…Ω˛…™…EÚ ®…Ω˛… |…§…xv…EÚ
In Charge |…¶……Æ˙“
Sr.Manager ¥… Æ˙π`ˆ |…§…xv…EÚ
Manager |…§…xv…EÚ
Dy. Manager ={… |…§…xv…EÚ
Asst. Manager ∫…Ω˛…™…EÚ |…§…xv…EÚ
Company Secretary EΔÚ{…x…“ ∫… S…¥…
Private Secretary  x…V…“ ∫… S…¥…
Executive Trainee EÚ…™…«{……±…EÚ |… ∂…I……l…‘
Port Facility Security Officer {…k…x… ∫…÷ ¥…v…… ∫…÷Æ˙I…… + v…EÚ…Æ˙“
Project Officer {… Æ˙™……‰V…x…… + v…EÚ…Æ˙“
Liaison Officer ∫…Δ{…E«Ú + v…EÚ…Æ˙“
Welfare Officer EÚ±™……h… + v…EÚ…Æ˙“
Chief Medical Officer ®…÷J™…  S… EÚi∫…… + v…EÚ…Æ˙“
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Chief Vigilance Officer ®…÷J™… ∫…i…E«Úi…… + v…EÚ…Æ˙“
Asst. Vigilance Officer ∫…Ω˛…™…EÚ ∫…i…E«Úi…… + v…EÚ…Æ˙“
Staff Officer ∫]ı…°Ú + v…EÚ…Æ˙“
Asst. Fire Officer ∫…Ω˛…™…EÚ +ŒMx…∂…®…x… + v…EÚ…Æ˙“
Chief Safety Officer ®…÷J™… ∫…÷Æ˙I…… + v…EÚ…Æ˙“

Accountant ±…‰J……EÚ…Æ˙

Accounts Officer ±…‰J…… + v…EÚ…Æ˙“

Administrative Officer |…∂……∫…x… + v…EÚ…Æ˙“

Assistant ∫…Ω˛…™…EÚ

Assistant Accounts Officer ∫…Ω˛…™…EÚ ±…‰J…… + v…EÚ…Æ˙“

Assistant Administrative Officer ∫…Ω˛…™…EÚ |…∂……∫…x… + v…EÚ…Æ˙“

Assistant Canteen Officer ∫…Ω˛…™…EÚ EÈÚ]ı“x… + v…EÚ…Æ˙“

Assistant Engineer ∫…Ω˛…™…EÚ <ΔV…“ x…™…Æ˙

Assistant Private Secretary ∫…Ω˛…™…EÚ  x…V…“ ∫… S…¥…

Assistant Stores Officer ∫…Ω˛…™…EÚ ¶…hb˜…Æ˙ + v…EÚ…Æ˙“

Asst Fire Inspector ∫…Ω˛…™…EÚ +ŒMx…∂…®…x…  x…Æ˙“I…EÚ

Attender +]ıhb˜Æ˙

Boiler Attendant §……‰™…±…Æ˙ {… Æ˙S…Æ˙

Canteen Worker EËÚx]ı“x… EÚ…®…M……Æ˙

Chargeman S……V…«®…Ëx…

Cook Æ˙∫……‰<«™……
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Crane Operator (Diesel) G‰Úx… +…Ï{…Æ‰̇]ıÆ˙ (b˜“W…±…)

Deputy Chargeman Engineering ={… S……V…«®…Ëx… <ΔV…“ x…™…ÀÆ˙M…

Deputy Chargeman Machining ={… S……V…«®…Ëx… ®…∂…“Àx…M…

Deputy Chargemen ={… S……V…«®…Ëx…

Deputy Private Secretary ={…  x…V…“ ∫… S…¥…

Deputy Superintendant Office ={… +v…“I…EÚ EÚ…™……«±…™…

Deputy Superintendent Console ={… +v…“I…EÚ EÚx∫……‰±…

Deputy Superintendent Draftsman ={… +v…“I…EÚ b≈̃…}]¬ı∫…®…Ëx…

Deputy Superintendent EDP ={… +v…“I…EÚ <«b˜“{…“

Deputy Superintendent Stenography ={… +v…“I…EÚ +…∂…÷ ±… {…

Deputy Superintendent Stores ={… +v…“I…EÚ ¶…hb˜…Æ˙

Dy. Chargeman Electrical cranes ={… S……V…«®…Ëx… - <±…‰ŒC]≈ıEÚ±… G‰Úx…

Engineer (SG) <ΔV…“ x…™…Æ˙ (¥… Æ˙π`ˆ O…‰b˜)

Ferro Printer °‰ÚÆ˙…‰  |…x]ıÆ˙

Fire Watchman °Ú…™…Æ˙ ¥……S…®…Ëx…

Fireman °Ú…™…Æ˙®…Ë‰x…

Fitter Electrical  °Ú]¬ı]ııÆ˙ <±…‰ŒC]≈ıEÚ±…

Fitter Electronics  °Ú]¬ı]ııÆ˙ <±…‰ŒC]≈ı…Ï x…C∫…

Fitter Maintenance  °Ú]¬ı]ııÆ˙ +x…÷Æ˙I…h…

Fitter Pipe  °Ú]¬ı]ııÆ˙˙ {……<{…

Fitter Structural  °Ú]¬ı]ııÆ˙˙ ∫]≈ıCS…Æ˙±…

Gardener M……b˜«x…Æ˙/®……±…“
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General Worker V…x…Æ˙±… ¥…E«ÚÆ˙ / ∫……®……x™… EÚ…®…M……Æ˙

Heavy Vehicle Driver ¶……Æ˙“ ¥……Ω˛x… S……±…EÚ

Hindi Translator-cum-Instructor  Ω˛xn˘“ +x…÷¥……n˘EÚ B¥…Δ +x…÷n‰̆∂…EÚ

Instrument Mechanic ™…Δj… ®…‰EÚ… x…EÚ

Janitor V…Ë x…]ıÆ˙ / u˘…Æ˙{……±…

Junior Commercial Assistant EÚ x…π`ˆ ¥…… h…ŒV™…EÚ ∫…Ω˛…™…EÚ

Junior Chargeman EÚ x…π`ˆ S……V…«®…Ëx…

Junior Chargeman (S&FS) EÚ x…π`ˆ S……V…«®…Ëx… (∫…÷Æ˙I…… B¥…Δ

+ŒMx…∂…®…x… ∫…‰¥……)

Junior Chargeman Diesel cranes EÚ x…π`ˆ S……V…«®…Ëx… - b˜“W…±… G‰Úx…

Junior Chargeman Fire Engine EÚ x…π`ˆ S……V…«®…Ëx… °Ú…™…Æ˙ <ΔV…x…

Junior Chargeman Light Vehicle EÚ x…π̀ ˆ S……V…«®…Ëx… Ω̨±EÚ… ¥……Ω̨x… S……±…EÚ

Junior Chargeman Rigging EÚ x…π`ˆ S……V…«®…Ëx…  Æ˙œMM…M…

Junior Safety Inspector EÚ x…π`ˆ ∫…÷Æ˙I……  x…Æ˙“I…EÚ

Junior Superintendant Office EÚ x…π`ˆ +v…“I…EÚ EÚ…™……«±…™…

Junior Superintendent EÚ x…π`ˆ +v…“I…EÚ

Junior Superintendent Laboratory EÚ x…π`ˆ +v…“I…EÚ |…™……‰M…∂……±……

Junior Superintendent Stenography EÚ x…π`ˆ +v…“I…EÚ +…∂…÷ ±… {…

Junior Superintendent Stores EÚ x…π`ˆ +v…“I…EÚ ¶…hb˜…Æ˙

Laboratory   Assistant |…™……‰M…∂……±…… ∫…Ω˛…™…EÚ

Lascar ±…∫EÚÆ˙
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Leading Fireman |…®…÷J… °Ú…™…Æ˙®…Ëx…

Leading Store keeper/ |…v……x… ¶…hb˜…Æ˙“ ˙/
StockVerifier ∫]ı…‰EÚ ∫…i™……{…EÚ

Machinist ®…∂…“x…  ®…∫j…“ ˙/ ®…∂…“ x…∫]ı

Nursing Assistant x…Ã∫…M… ∫…Ω˛…™…EÚ

Nursing Superintendent x…Ã∫…M… +v…“I…EÚ

Office Superintendent EÚ…™……«±…™… +v…“I…EÚ

Operator copying machine +x…÷®…÷p˘h… ®…∂…“x… |…S……±…EÚ

+…{…Æ‰˙]ıÆ˙ EÚ…‰ {…À™…M… ®…∂…“x…
Operator - Fire Engine EÚ x…π`ˆ S……V…«®…Ëx… - °Ú…™…Æ˙ <ΔV…x…
Painter {…Â]ıÆ˙
Personal Assistant ¥…Ë™… HÚEÚ ∫…Ω˛…™…EÚ
Pharmacist °Ú…Æ˙®… ∫…∫]ı
Receptionist ∫¥……M…i…EÚi……«
Record Keeper  Æ˙EÚ…b«̃ EÚ“{…Æ˙˙/ + ¶…±…‰J…{……±…
Rigger  Æ˙MM…Æ˙
Safety Inspector ∫…÷Æ˙I……  x…Æ˙“I…EÚ
Sanitary Worker ∫…°Ú…<« EÚ…®…M……Æ˙/ ∫…… x…]ıÆ˙“ ¥…E«ÚÆ˙
Semi-skilled +v…«E÷Ú∂…±…
Semi-skilled Worker +v…«E÷Ú∂…±… EÚ…®…M……Æ˙
Senior Assistant ¥… Æ˙π`ˆ ∫…Ω˛…™…EÚ

Senior Fireman ¥… Æ˙π`ˆ °Ú…™…Æ˙®…Ëx…

Senior Stenographer ¥… Æ˙π`ˆ +…∂…÷ ±… {…EÚ
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Senior Technical Assistant ¥… Æ˙π`ˆ i…EÚx…“EÚ“ ∫…Ω˛…™…EÚ
Serang ∫…‰Æ˙…ΔM…
Service Assistant ∫…‰¥…… ∫…Ω˛…™…EÚ
(House keeping) (Ω˛…=∫… EÚ“À{…M…)
Ship D’man  ∂…{… b≈˜…}]¬ı∫…®…Ëx…
Shipwright-wood  ∂…{…Æ˙…<]ı ¥…÷b˜
Staff Car Driver ∫]ı…°Ú EÚ…Æ b≈̃…<¥…Æ˙
Stenographer +…∂…÷ ±… {…EÚ
Steward ∫]⁄ı¥…b«̃
Store Keeper ∫]ı…‰Æ˙ EÚ“{…Æ˙
Superintendent Cash +v…“I…EÚ - Æ˙…‰EÚc˜
Supervisor (Public Relations) {…™…«¥…‰I…EÚ (V…x… ∫…Δ{…E«Ú)
System Supervisor |…h……±…“ {…™…«¥…‰I…EÚ-∫…⁄S…x……
Information Technology (SSIT) |……Ët…‰ M…EÚ“ (B∫…B∫…+…<«]ı“)

Telephone Operator ]‰ı ±…°Ú…‰x… +…Ï{…Æ‰˙]ıÆ˙
Technical Assistant i…EÚx…“EÚ“ ∫…Ω˛…™…EÚ
Tindal  ]ıxb˜±…
Welder ¥…‰±b˜Æ˙
Welfare Supervisor EÚ±™……h… {…™…«¥…‰I…EÚ

***



17

A
Act accordingly i…n˘x…÷∫……Æ˙ EÚ…Æ«˙¥……<« EÚÆÂ˙

All concerned may kindly note ∫…¶…“ ∫…Δ§…Œxv…i… EfiÚ{…™…… x……‰]ı EÚÆÂ̇

Arrangements may be made ¥™…¥…∫l…… EÚ“ V……B

Annex ‘A’ may be approved +x…÷§…xv… "EÚ' EÚ… +x…÷®……‰n˘x… EÚÆÂ̇

As per details below x…“S…‰  n˘B §™……‰Æ‰˙ E‰Ú +x…÷∫……Æ˙
B

Basic Training ®…⁄±… |… ∂…I…h…

Brief note is attached ∫…Δ I…{i…  ]ı{{…h…“ ∫…Δ±…Mx… ΩË˛

Bring into notice v™……x… ®…Â ±……x……
C

Carryout the orders +…n‰˘∂……Â EÚ… {……±…x… EÚÆÂ̇
Case is resubmitted as directed  x…n‰∂̆……x…÷∫……Æ˙ ®……®…±…… {…÷x…: |…∫i…÷i… ΩĘ̈
Check Properly = S…i… ∞¸{… ∫…‰ V……ΔS… EÚÆÂ̇
Checked and found correct V……ΔS…  EÚ™…… +…ËÆ˙ ∫…Ω˛“ {……™……
Circulate and then file {… Æ˙S…… ±…i… EÚÆ˙E‰Ú °Ú…<±… EÚÆÂ̇
Clarification may be sought ∫{…π]ı“EÚÆ˙h… ®……ΔM…… V……™…
Compile the data +…ΔEÚb˜…Â EÚ… ∫…ΔEÚ±…x… EÚÆÂ̇

Copy may be forwarded |… i… ±… {… ¶…‰V… n˘“ V……B

±…P…÷ ¥……C™……Δ∂… / SHORT PHRASES

¶……M… /Part I
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D
Dear Madam  |…™… ®…Ω˛…‰n˘™……

Dear Sir  |…™… ®…Ω˛…‰n˘™…

Despatch immediately i…÷ÆΔ̇i… |…‰ π…i… EÚÆÂ̇

Delay is regretted  ¥…±…®§… E‰Ú  ±…B J…‰n˘ ΩĘ̈

Duly complied with  ¥… v…¥…i…¬ {……±…x…  EÚ™…… M…™……

E
Eligibility certificate {……j…i…… / ™……‰M™…i…… |…®……h…{…j…

Enclosure to the letter {…j… EÚ… +x…÷±…Mx…EÚ

Ensuing year +…M……®…“ ¥…π…«

Explanation may be obtained ∫{…π]ı“ıEÚÆ˙h… ®……ƒM…… V……B

Expedite action EÚ…Æ«̇¥……<« EÚÆÂ̇

F
Fair the draft ®…∫……Ën‰̆ EÚ… ∫¥…SUÙ |… i… §…x…¥……BΔ

For doing the Needful +…¥…∂™…EÚ EÚ…Æ«̇¥……<« EÚÆ˙x…‰ E‰Ú  ±…B

For.. .. .. . EfiÚi…‰...

For approval +x…÷®……‰n˘x… E‰Ú  ±…B ˙/ +x…÷®……‰n˘x……l…«

For consideration  ¥…S……Æ˙…l…«

For disposal  x…¥…i…«x… E‰Ú  ±…B,  x…{…]ı…x… E‰Ú  ±…B

For signature please EfiÚ{…™…… Ω˛∫i……I…Æ˙ EÚÆÂ̇
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I
I agree ®…È ∫…Ω˛®…i… Ω⁄ƒ˛

Inform accordingly i…n˘x…÷∫……Æ˙ ∫…⁄ S…i… EÚÆÂ̇

Interim reply may be given +xi… Æ˙®… =k…Æ˙̇ ¶…‰V…  n˘™…… V……B

Interim reply should be sent +xi… Æ˙®… =k…Æ ¶…‰V…˙… V……x…… S…… Ω˛B

Issue immediately i…÷ÆΔ˙i… W……Æ˙“ EÚÆÂ˙

Issue reminder immediately i…iEÚ…±… +x…÷∫®……Æ˙EÚ ¶…‰V…Â

Issue today +…V… Ω˛“ W……Æ˙“ EÚÆÂ̇

If deemed ™… n˘ = S…i… ∫…®…Z…Â

In addition to E‰Ú + i… Æ˙HÚ

In consultation with .....∫…‰ {…Æ˙…®…∂…« EÚÆ˙E‰Ú

In favour of E‰Ú {…I… ®…Â / E‰Ú x……®… ®…Â

In partial modification of ....EÚ… +…Δ ∂…EÚ ∫…Δ∂……‰v…x… EÚÆ˙i…‰ Ω÷̨B

In public interest ±……‰EÚ  Ω˛i… ®…Â

In supersession of ....EÚ… + v…GÚ®…h… EÚÆ˙i…‰ Ω÷̨B

In due course ™…l…… ∫…®…™…

K
Keep in abeyance +…∫l… M…i… Æ˙J…… V……B

Keep this in view <∫…‰ v™……x… ®…Â Æ˙J…Â
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L
Leave sanctioned +¥…EÚ…∂…  / U÷Ù]¬ı]ı“ ∫¥…“EfiÚi…

Laid down in ®…Â  x…v……« Æ˙i…

Last pay certificate +Œxi…®… ¥…‰i…x… {…j…

Latest decision x…¥…“x…i…®…  x…h…«™…

Lay before ∫…®…I… Æ˙J…x……, ∫……®…x…‰ Æ˙J…x……

Leave without pay  §…x…… ¥…‰i…x… U÷Ù]¬ı]ı“

M
Make interim arrangements +xi… Æ˙®… |…§…xv… EÚÆÂ̇

May be obtained |……{i…  EÚ™…… V……B

May be filed °Ú…<±…  EÚ™…… V……B

May be treated as urgent <∫…‰ + i… +…¥…∂™…EÚ ∫…®…Z…… V……B

May be permitted +x…÷®… i… n˘“ V……B / +x…÷®… i… nÂ̆

Matter is under consideration ®……®…±……  ¥…S……Æ˙…v…“x… ΩĘ̈

Most urgent +i™……¥…∂™…EÚ

N
Necessary action may be taken +…¥…∂™…EÚ EÚ…Æ «̇¥……<« EÚ“ V……B

Necessity approval may be granted +…¥…∂™…EÚi…… +x…÷®……‰n˘x…  n˘™…… V……B

Necessary steps may be taken +…¥…∂™…EÚ EÚn˘®… =`ˆ…B V……BΔ

Needs amendment ∫…Δ∂……‰v…x… EÚ“ +…¥…∂™…EÚi…… ΩĘ̈
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Needs close supervision ∫…⁄I®… {…™…«¥…‰I…h… +…¥…∂™…EÚ ΩĘ̈

Needs no comments  ]ı{{…h…“ EÚ“ +…¥…∂™…EÚi…… x…Ω˛”

No objection certificate +x……{… k… |…®……h… {…j…

No comments EÚ…‰<«  ]ı{{…h…“ x…Ω˛”

Note it carefully <∫…‰ v™……x…{…⁄¥…«EÚ x……‰]ı EÚÆÂ̇

O
O K ˆ̀“EÚ ΩĘ̈

On medical ground  S… EÚi∫…… E‰Ú +…v……Æ˙ {…Æ˙

On temporary basis +∫l……™…“ +…v……Æ˙ {…Æ˙

Order may be issued +…n‰̆∂… V……Æ˙“ EÚÆ˙  n˘™…… V……B

On leave U÷Ù]¬ı]ı“ {…Æ˙

On tour n˘…ËÆ‰̇ {…Æ˙

P
Please discuss / speak S…S……« EÚ“ V…B / §……i… EÚÆÂ̇
Please speak §……i… EÚ“ V…B

Please treat this as strictly confidential <∫…‰ ∫…¥…«l…… M……‰{…x…“™… ∫…®…Z…Â

Please expedite action EfiÚ{…™…… ∂…“Q… EÚ…Æ«˙¥……<« EÚÆÂ̇

Please sign in Hindi EfiÚ{…™……  Ω˛xn˘“ ®…Â Ω˛∫i……I…Æ˙ EÚÆÂ̇

Please file EfiÚ{…™…… °Ú…<±… EÚÆÂ̇

Please inform .. .. .. accordingly EfiÚ{…™……....EÚ…‰ i…n̆x…÷∫……Æ˙ ∫…⁄ S…i… EÚÆÂ̇
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Please prepare the draft EfiÚ{…™…… ®…∫……Ën˘… i…Ë™……Æ˙ EÚÆÂ̇

Please put up EfiÚ{…™…… |…∫i…÷i…/ {…‰∂… EÚÆÂ̇
Please refer to minute...... ante EfiÚ{…™…… {…⁄¥…« x……‰] /  ]ı{{…h…....n‰̆J…Â

Please note EfiÚ{…™…… n‰̆J…Â / x……‰]ı EÚÆÂ̇
Please comply EfiÚ{…™…… +x…÷{……±…x… EÚÆÂ̇

Please issue EfiÚ{…™…… V……Æ˙“ EÚÆÂ̇

R
Recover the excess payment + i… ¶…÷M…i……x… EÚ“ ¥…∫…⁄±…“ EÚÆÂ̇

Review the progress |…M… i… EÚ“ ∫…®…“I…… EÚÆÂ̇

Reference is invited to .....EÚ“ +…‰Æ˙ v™……x… nÂ̆

Reply should be sent in Hindi =k…Æ˙  Ω˛xn̆“ ®…Â ¶…‰V…… V……x…… S…… Ω˛B

Reply immediately i…iEÚ…±… =k…Æ˙ / V…¥……§… nÂ̆
Recommended as proposed ™…l…… |…∫i…… ¥…i… ∫…Δ∫i…÷i…

S
Specific reason may be given  ¥… ∂…˙π]ı J……∫… EÚ…Æ˙h… nÂ̆

Subject to E‰Ú +v…“x…

Subject to approval §…∂…i…Ê  EÚ +x…÷®……‰n˘x… |……{i… Ω˛…‰ /
+x…÷®……‰n˘x… E‰Ú +v…“x…

Sanctioned ∫¥…“EfiÚi… / ®…ΔV…⁄Æ˙
Seen, thanks n‰̆J…  ±…™……, v…x™…¥……n˘

Submitted for consideration  ¥…S……Æ˙ E‰Ú  ±…B |…∫i…÷i… / {…‰∂… ΩĘ̈
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Submitted for disposal  x…{…]ı…x… E‰Ú  ±…B |…∫i…÷i… / {…‰∂… ΩĘ̈
Submitted for information ∫…⁄S…x…… E‰Ú  ±…B |…∫i…÷i…/{…‰∂… ΩË˛
Submitted for orders +…n‰̆∂… E‰Ú  ±…B |…∫i…÷i… / {…‰∂… ΩĘ̈

T
Take necessary action accordingly i…n̆x…÷∫……Æ˙ +…¥…∂™…EÚ EÚ…Æ«̇¥……<« EÚÆÂ̇

Through proper channel = S…i… ®……v™…®… ∫…‰

Thanks v…x™…¥……n˘

The Proposal is self explanatory |…∫i……¥… +{…x…‰ +…{… ®…Â ∫{…π]ı ˛ΩĘ̈

U
Ultimate analysis +Œxi…®…  ¥…∂±…‰π…h…

Unanimous decision BEÚ®…i… / ∫…¥…«∫…®®…i…  x…h…«™…

Unavoidable circumstance +{… Æ˙Ω˛…™…« {… Æ˙Œ∫l… i…™……Δ

Under certificate of posting b˜…EÚ |…®…… h…i…
Under consideration  ¥…S……Æ˙…v…“x…
Under intimation to this office <∫… EÚ…™…«±…™… EÚ…‰ ∫…⁄S…x…… n‰̆i…‰ Ω÷̨B

Under mentioned  x…®x… ±… J…i…

Until further orders +M…±…‰ +…n‰̆∂… Ω˛…‰x…‰ i…EÚ

V
Vacant post  Æ˙HÚ {…n˘
Vague idea +∫{…π]ı  ¥…S……Æ˙
Valedictory address ∫…®……{…x… ¶……π…h…
Vide letter No. .. .... {…j… ∫…Δ....E‰Ú u˘…Æ˙…
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W
Want of confidence  ¥…∑……∫… EÚ… +¶……¥…

Washing allowance v…÷±……<« ¶…k……

Ways and means +l……Ê{……™…

We are not concerned with this <∫…EÚ… Ω˛®…∫…‰ ∫…Δ§…Δv… x…Ω˛” ΩË˛

Weekly progress ∫……{i…… Ω˛EÚ |…M… i…

Whenever it is found necessary V…§… EÚ¶…“ ™…Ω˛ V…∞¸Æ˙“ ∫…®…Z…… V……B

Whichever is earlier V……‰ ¶…“ {…Ω˛±…‰ Ω˛…‰

Wholly or partly {…⁄h…«i…: +l…¥…… +Δ∂…i…:

With a view to EÚ“ o˘Œπ]ı ∫…‰

With due regard to EÚ… ∫…®™…E¬Ú v™……x… Æ˙J…i…‰ Ω÷̨B

With effect from ∫…‰, ∫…‰ |…¶……¥…“

With full particulars {…⁄Æ‰̇ §™……ËÆ‰˙ ∫… Ω˛i…, {…⁄Æ‰̇  ¥…¥…Æ˙h… E‰Ú ∫……l…

Withholding of increment ¥…‰i…x… ¥…fi r˘ / i…Æ˙CEÚ“ Æ˙…‰EÚ ±…‰x……

Without fail  §…x…… S…⁄EÚ

With best wishes ∂…÷¶…EÚ…®…x……+…Â ∫… Ω˛i…

With regards ∫……n˘Æ˙

***
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A
Abide By The Decision  x…h…«™… / °ËÚ∫…±…Ë EÚ… {……±…x…

Abolition Of  Post {…n˘ i……‰c˜x…… / ∫…®……{i… EÚÆ˙x……
Above-Quoted Reference >{…Æ˙ =n¬˘v…fii… ∫…Δn˘¶…«

Absolutely Correct  §…±E÷Ú±… ∫…Ω˛“

Absolute Order {…CEÚ… +…n‰̆∂…

Abstract Statement ∫…Δ I…{i… §™……ËÆ˙… /  ¥…¥…Æ˙h…

Accede To One’s Request  EÚ∫…“ EÚ“ |……l…«x…… ®……x… ±…‰x……

Accommodating Terms ∫…÷ ¥…v……V…x…EÚ ∂…i…Á /  x…§…Δv…x…

Accomplished Fact {…⁄Æ˙“˙ Ω÷˛<« §……i…

Accord Sanction To ®…ΔV…⁄Æ˙“ n‰˘x……

According To E‰Ú +x…÷∫……Æ˙

Accurately Done `ˆ“EÚ - `ˆ“EÚ  EÚ™…… M…™……

Action Taken Thereon =∫… {…Æ˙ EÚ“ M…<« EÚ…Æ«̇¥……<«

Attention : Shri v™……x… nÂ̆: ∏…“....

B
Bank Guarantee §…ÈEÚ M……ÆΔ˙]ı“

Based On {…Æ˙ +…v…… Æ˙i…

Basic pay ®…⁄±… ¥…‰i…x…

Because of E‰Ú EÚ…Æ˙h…

¶……M… / Part II
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Besides this <∫…E‰Ú +±……¥……/  ∫…¥……™…/ + i… Æ˙HÚ

Beyond the said period =HÚ +¥… v… E‰Ú {…Æ‰̇ / §……n˘

Beg to state that  x…¥…‰n˘x… ΩĘ̈  EÚ

By return of post ¥……{…∫…“ b˜…EÚ ∫…‰

C
Call for ®…ΔM…¥……x……, §…÷±…¥……x……
Capital expenditure {…⁄ΔV…“M…i… ¥™…™…
Carried forward +O…‰x…“i…
Carry out EÚ…™……«Œx¥…i… EÚÆ˙x……
Cash balance Æ˙…‰EÚc ˜∂…‰π… / §……EÚ“
Casual leave +…EÚŒ∫®…EÚ U÷Ù]¬ı]ı“
Cent per cent ∂…i… |… i…∂…i…
Certificate of posting b˜…EÚ / i…Ëx……i…“ |…®……h…-{…j…

Certified that |…®…… h…i…  EÚ™…… V……i…… ΩĘ̈  EÚ
Clarification sought ∫{…π]ı“EÚÆ˙h… ®……ΔM…… M…™……
Closing balance +xi… ∂…‰π…, Æ˙…‰EÚc˜ §…Ω˛“
Collaboration with E‰Ú ∫…Ω˛™……‰M… ∫…‰
Collection charges ¥…∫…⁄±…“ ∂…÷±EÚ

D
Dealing Assistant ∫…Δ§…Δ v…i… ∫…Ω˛…™…EÚ
Dealing with ∫…‰ ∫…Δ§…Δ v…i…
Debited to E‰Ú x……®…‰ b˜…±…… M…™……
Declaration form P……‰π…h…… {…j…
Deemed to be ∫…®…Z…… V……™…‰M……
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Definite period  x…Œ∂S…i… ˜/  x…™…i… +¥… v…
Delay is regretted n‰˘Æ˙“ /  ¥…±…®§… E‰Ú  ±…B J…‰n˘ ΩĘ̈
Deliver Judgement  x…h…«™… n‰˘x……
Delivery of goods ®……±… EÚ“ ∫…÷{…÷n«˘M…“
Depreciation charges ®…⁄±™…ø…∫… |…¶……Æ˙
Deputation allowance |… i… x…™…÷ HÚ ¶…k……
Dereliction of duty EÚi…«¥™…  ¥…®…÷J…i……
Deserving person ™……‰M™… ¥™… HÚ, ∫…÷{……j…
Despite this <∫…E‰Ú Ω˛…‰i…‰ Ω÷˛B / §……¥…V…⁄n
Diamond Jubilee Ω˛“Æ˙EÚ V…™…xi…“

E
Entrust with ∫……ÈË{…x……

Equivalent to E‰Ú ∫…®……x… / i…÷±™… / §…Æ˙…§…Æ˙

Essential Services + x…¥……™…« ∫…‰¥……BΔ

Estate duty ∫…Δ{…n˘… ∂…÷±EÚ

Estimated cost +x…÷®…… x…i… ±……M…i…, +x…÷®…… x…i… J…S…«

F
For favourable action +x…÷E⁄Ú±… EÚ…Æ«¥……<« E‰Ú  ±…B

For favour of necessary action = S…i… EÚ…Æ«¥……<« E‰Ú  ±…B

For further action +…M…‰ EÚ“ EÚ…Æ«¥……<« E‰Ú  ±…B

For guidance ®……M…«n˘∂…«x… E‰Ú  ±…B

For information ∫…⁄S…x…… E‰Ú  ±…B / ∫…⁄S…x……l…«

For onward transmission +…M…‰ ¶…‰V…x…‰ E‰Ú  ±…B
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For such action as may be..... ™…l……...EÚ…Æ«̇¥……<« E‰Ú  ±…B

For Sympathetic consideration ∫…Ω˛…x…÷¶…⁄ i…{…⁄h…«  ¥…S……Æ˙ E‰Ú  ±…B

I
I am directed to...... ®…÷Z…‰...EÚ…  x…n‰˘∂… Ω÷̨+… ΩĘ̈

I am to add............ ®…÷Z…‰ ™…Ω˛ ¶…“  ±…J…x…… ΩĘ̈

Issue as amended. ™…l…… ∫…Δ∂……‰ v…i… ∞¸{… ®…Â V……Æ˙“ EÚÆÂ̇

Issue reminder urgently. +x…÷∫®……Æ˙EÚ i…÷Æ˙xi… ¶…‰ V…B

I beg to submit ......  x…¥…‰n˘x… ΩË˛  EÚ

I have the honour to say is ∫……n˘Æ˙  x…¥…‰n˘x… ΩË˛

In anticipation of your approval +…{… E‰Ú +x…÷®……‰n̆x… EÚ“ |…i™……∂…… ®…Â

In confirmation of EÚ“ {…÷Œπ]ı ®…Â

In connection with E‰Ú ∫…Δ§…xv… ®…Â

In consequence of E‰Ú {… Æ˙h……®…∫¥…∞¸{…

In continuation of E‰Ú +…M…‰, E‰Ú  ∫…±… ∫…±…‰ ˙/ GÚ®… ®…Â
In exercise of EÚ… |…™……‰M… EÚÆ˙i…‰ Ω÷̨B, E‰Ú |…™……‰M… ®…Â

In pursuance of E‰Ú +x…÷∫…Æ˙h… ®…Â, E‰Ú +x…÷∫……Æ˙

In regard to E‰Ú  ¥…π…™… ˙/ §……Æ‰˙ ®…Â
In reply to E‰Ú =k…Æ˙ ®…Â

Is hereby informed EÚ…‰ ∫…⁄ S…i…  EÚ™…… V……i…… ΩĘ̈

It is requested ™…Ω˛  x…¥…‰n˘x… ΩË˛,  x…¥…‰n˘x… ΩË˛

It is suggested ∫…÷Z……¥… ΩĘ̈, ™…Ω˛ ∫…÷Z……¥…  n̆™…… V……i…… ΩĘ̈

It may be treated as urgent <∫…‰ +…¥…∂™…EÚ ∫…®…Z…… V……B
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M
Make available ={…±…§v… EÚÆ˙x……

Managerial work |…§…xv…EÚ“™… EÚ…™…«

Man hours/days ∏…®… P…Δ]‰ı /  n˘x…

Matter of fact ¥……∫i…¥… ®…Â, ¥…∫i…÷i…:
Mentioned against each |…i™…‰EÚ E‰Ú ∫……®…x…‰  ±…J…… Ω÷̨+…

N
Nature of work EÚ…™…« EÚ… ∫¥…∞¸{… / |…EÚ…Æ˙

Neglect of duty EÚi…«¥™… EÚ“ ={…‰I……

Net amount  x…¥…±… Æ˙… ∂…

Nevertheless i……‰ ¶…“, i…l…… {…

O
Objection statement +…{… k…  ¥…¥…Æ˙h…

Obtain formal sanction +…Ë{…S…… Æ˙EÚ ®…ΔV…⁄Æ˙“ |……{i… EÚÆÂ˙

Offer of appointment  x…™…÷ HÚ-|…∫i……¥…

Office bearer {…n˘… v…EÚ…Æ˙“

Office hours EÚ…™……«±…™… ∫…®…™…

Office memorandum EÚ…™……«±…™… Y……{…x…

Office order EÚ…™……«±…™… +…n‰̆∂…

Officer on Special Duty  ¥…∂…‰π… EÚ…™……« v…EÚ…Æ˙“

Office to note and comply EÚ…™……«±…™… v™……x… nÂ˘ +…ËÆ˙ {……±…x… EÚÆÂ˙

Officiating service ∫l……x……{…z… ∫…‰¥……
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P
Please circulate EfiÚ{…™…… {… Æ˙S……±…x… EÚÆÂ̇

Please check EfiÚ{…™…… V……ƒS… EÚÆÂ̇

Please treat this as urgent EfiÚ{…™…… <∫…‰ +…¥…∂™…EÚ ∫…®…Z…Â

Post script (P.S.) {…÷x…∂S…

Put up for kind information ∫…⁄S…x…… E‰Ú  ±…B |…∫i…÷i… ΩË˛

Put up for kind approval +x…÷®……‰n˘x… E‰Ú  ±…B |…∫i…÷i… ΩË˛

Prior approval {…÷¥……«x…÷®… i… / {…⁄¥…« ®…ΔV…⁄Æ˙“
R

Referred to above ={… Æ˙ x…Ãn˘π]ı

Respectfully I beg to say ∫……n˘Æ˙  x…¥…‰n˘x… ΩË˛

Respectfully ∫……n˘Æ˙
Respondent in the case ¥……n˘ ®…Â |…i™…l…‘ / |… i…¥……n˘“
Restricted distribution ∫…“ ®…i…  ¥…i…Æ˙h…
Restricted leave |… i…§…Δ v…i… U÷Ù]¬ı]ı“
Retirement benefit ∫…‰¥…… x…¥…fi k… ±……¶…
Retirement from service ∫…‰¥…… x…¥…fi k…
Returning officer  x…¥……«S…x… + v…EÚ…Æ˙“
Revenue duty Æ˙…V…∫¥… ∂…÷±EÚ
Reversion to a lower post  x…S…±…‰ {…n˘ {…Æ˙ |…i™……¥…i…«x…
Reverted to substantive post ®…⁄±… {…n˘ {…Æ˙ |…i™……¥…Ãi…i…
Revised agenda {… Æ˙∂……‰ v…i… EÚ…™…«∫…⁄S…“
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Revision of pay scale ¥…‰i…x…®……x… EÚ… {…÷x…Æ˙“I…h…
Routine note x…‰®…“ x……‰]ı /  ]ı{{…h…“

S
Seen and returned n‰̆J…EÚÆ˙ ¥……{…∫…  EÚ™…… V……i…… ΩĘ̈
Seen in .. .. .. Section ....+x…÷¶……M… ®…Â n‰̆J…  ±…™……
Solution of problem ∫…®…∫™…… EÚ… Ω˛±…
Spare copy + i… Æ˙HÚ |… i…
Spare time + i… Æ˙HÚ ∫…®…™…
Specific reason  ¥… ∂…π]ı EÚ…Æ˙h…
Specimen signature x…®…⁄x…… Ω˛∫i……I…Æ˙
Standing committee ∫l……™…“ ∫… ®… i…
Status quo ™…l……{…⁄¥…« Œ∫l… i…
Subject to ...E‰Ú +v…“x…, +v…“x… Æ˙Ω˛i…‰ Ω÷̨B
Subject to the condition that <∫… ∂…i…« {…Æ˙  EÚ
Subject to the observation of E‰Ú {……±…x… EÚÆ˙x…‰ {…Æ˙
Subject to the terms thereof =∫…®…Â n˘“ ∂…i……Á E‰Ú +v…“x…
Subject to verification ∫…i™…… {…i… Ω˛…‰ V……x…‰ EÚ“ ∂…i…«« {…Æ˙
Subsequent action +x…÷¥…i…‘ EÚ…Æ«˙¥……<«
Substitute will be required |… i…∫l……x…“ EÚ“ +…¥…∂™…EÚi…… Ω˛…‰M…“
Suitable action = S…i… EÚ…Æ«˙¥……<«
Summary of case ®……®…±…‰ EÚ… ∫……Æ˙…Δ∂…
Sundry expenses  ¥… ¥…v… ¥™…™…
Super - tax + v…EÚÆ˙
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T
Take care v™……x… / ∫……¥…v……x…“ Æ˙J…x……

Take notice v™……x… ®…Â Æ˙J…x……

Take part in ®…Â ¶……M… ±…‰x……

Take step EÚn˘®… =`ˆ…x……

Take up =`ˆ… ±…‰x……, ±…‰ ±…‰x……

Taxable income EÚÆ˙-™……‰M™… +…™… /+…®…n˘x…“

That is (i.e) +l……«i…¬

Therewith =∫…E‰Ú ∫……l…

This is to certify ™…Ω˛ |…®…… h…i…  EÚ™…… V……i…… ΩĘ̈

This is to certify that |…®… h…i…  EÚ™…… V……i…… ΩĘ̈  EÚ

This is to inform ∫…⁄S…x…… n˘“ V……i…“ ΩË˛

U

Unauthorized action +|…… v…EfiÚi… EÚ…Æ«˙¥……<«

Uncalled for +x…÷ S…i…

Under the auspices of E‰Ú i…i¥……¥…v……x… ®…Â

Under one’s hand +{…x…‰ Ω˛∫i……I…Æ˙ ∫… Ω˛i…

Under intimation to us Ω˛®…Â ∫…⁄S…x…… n‰˘i…‰ Ω÷˛B

Unexpected dealy +|…i™…… ∂…i… n‰˘Æ˙“

Upto the mark ∫i…Æ˙“™…
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W

With immediate effect <∫…“ ∫…®…™… ∫…‰ i…iEÚ…±…

Within one month BEÚ ®……∫… E‰Ú ¶…“i…Æ˙

With one another BEÚ n⁄˘∫…Æ‰˙ ∫…‰

With or without ∫… Ω˛i… ™…… Æ˙ Ω˛i…

Without any further reference  §…x…… +…ËÆ˙  EÚ∫…“  x…nÊ̆∂… E‰Ú

With regard to E‰Ú §……Æ‰˙ ®…Â, E‰Ú ∫…®§…xv… ®…Â

With respects ∫……n˘Æ˙

Y
You will appreciate that +…{… ®……x…‰M…‰  EÚ

Yours faithfully ¶…¥…n˘“™…

Yours sincerely +…{…EÚ…

Yours truly +…{…EÚ…

***
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¶……M… / Part III

A
Actual Cost ¥……∫i… ¥…EÚ ®…⁄±™…, +∫…±…“ ±……M…i…

Actuals And Targets ¥……∫i… ¥…EÚ +…ËÆ˙ ±…I™…

Additional  Profit + i… Æ˙HÚ ±……¶…

Additions And Alterations V……‰c˜ - §…n˘±…, {… Æ˙¥…v…«x… / {… Æ˙¥…i…«x…

Adjourned Sine Die + x…Œ∂S…i… EÚ…±… E‰Ú  ±…B ∫l… M…i…

Administrative Approval |…∂……∫… x…EÚ +x…÷®……‰n˘x…

Admissibility of Claim n˘…¥…‰ EÚ“ O……Ω¬˛™…i…… / ∫¥…“EÚ…™…«i……

Admission With Permission +…Y…… ±…‰EÚÆ˙ ¶…“i…Æ˙ +…<B

Advance Payment {…‰∂…M…“ / + O…®… +n˘…™…M…“

Advanced Course =SS… |… ∂…Ih…

Advice of Payment ¶…÷M…i……x… ∫…⁄S…x……

Against The Rules  x…™…®……Â E‰Ú  ¥…Ø˚r˘

Age of Superannuation + v…¥…Ãπ…i…… +…™…÷

Agreement EÚÆ˙…Æ˙, ∫…Ω˛®… i…

Allow To Enter |…¥…‰∂… EÚÆ˙x…‰ n‰˘x……, P…÷∫…x…‰ n‰˘x……

All Rights Reserved ∫…¥……« v…EÚ…Æ˙ ∫…÷Æ˙ I…i…

Along With E‰Ú ∫……l…

Alternative Method ¥…ËEÚŒ±{…EÚ Æ˙“ i…, n⁄˘∫…Æ˙… i…Æ˙“EÚ…

Annexure To This Letter <∫… {…j… ∫…‰ +x…÷±…Mx…
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Anticipated Expenditure |…i™…… ∂…i… ¥™…™…

Appended To ∫…‰ ∫…Δ±…Mx…

Applicable To EÚ…‰ / {…Æ˙ ±……M…⁄

Approximate Cost ±…M…¶…M… ±……M…i…

Arrangement May Be Made |…§…xv…  EÚ™…… V……™…, ¥™…¥…∫l…… EÚ“ V……™…

Arrears Statement §…EÚ…™……  ¥…¥…Æ˙h…

Article Of Association ∫…Δ∫l…… E‰Ú +xi…Ãx…™…®…

As a Whole E÷Ú±…  ®…±……EÚÆ˙

As Early As Possible ™…l……∂…“Q… /  V…i…x…“ V…±n˘“ Ω˛…‰ ∫…E‰Ú

As Follows  x…®x… ±… J…i…

As Per Need +…¥…∂™…EÚi……x…÷∫……Æ˙

As per Request +x…÷Æ˙…‰v… E‰Ú +x…÷∫……Æ˙

Assessment Order Passed  x…v……«Æ˙h… +…n‰˘∂…  n˘™…… M…™……

At An Early Date V…±n˘“

At Any Rate  EÚ∫…“ ¶…“ n˘∂…… ®…Â,  EÚ∫…“ ¶…“ i…Æ˙Ω˛

At Least EÚ®… ∫…‰ EÚ®…

Attached To ∫…‰ ∫…Δ±…Mx… / E‰Ú ∫……l… ±…M…… Ω÷̨+…

At Your Earliest V…±n˘“ ∫…‰ V…±n˘“

At Your End Also +…{…EÚ“ +…‰Æ˙ ∫…‰ ¶…“, +{…x…“ +…‰Æ˙ ¶…“

Authorised Expenditure |…… v…EfiÚi… ¥™…™…
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B
Book Value +Δ EÚi… ®…⁄±™…

Bottleneck ®……M…« ¥…Æ˙…‰v…, +c˜S…x…, §……v……
Break in service ∫…‰¥…… - ¶…ΔM…, ∫…‰¥……  ¥…SU‰Ùn˘
Break up §™……ËÆ˙…
Budget estimate §…V…]ı |……CEÚ±…x… / +x…÷®……x…
Bulk purchase l……‰EÚ J…Æ˙“n˘
By a certain date  EÚ∫…“  x…™…i… i……Æ˙“J… i…EÚ
By authority of E‰Ú + v…EÚ…Æ˙ ∫…‰
By installment  EÚ∫i……Â ®…Â
By means of E‰Ú u˘…Æ˙…
By way of E‰Ú ∞¸{… ®…Â

C
Come into force ±……M…⁄ Ω˛…‰x……
Come into operation S……±…⁄ Ω˛…‰x……
Competent authority ∫…I…®… |…… v…EÚ…Æ˙“
Comply with {……±…x… EÚÆ˙x……, +x…÷{……±…x… EÚÆ˙x……
Consolidated statement ∫…®…‰ EÚi…  ¥…¥…Æ˙h…
Contingent charges °÷Ú]ıEÚÆ˙ / +…EÚŒ∫®…EÚ ¥™…™…
Contract period ‰̀̂ E‰Ú EÚ“ +¥… v…
Contributory provident fund +Δ∂…n˘…™…“ ¶… ¥…π™… -  x… v…
Co-operative society ∫…Ω˛EÚ…Æ˙“ ∫… ®… i…
Co-opted member ∫…Ω˛™……‰ V…i… ∫…n˘∫™…
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Corrigendum may be put up ∂…÷ r˘-{…j… |…∫i…÷i… EÚÆÂ˙
Current session S……±…⁄ ∫…j…/+ v…¥…‰∂…x…

D
Disbursement of pay ¥…‰i…x… EÚ… ∫…Δ ¥…i…Æ˙h…
Discharge of duties EÚk…«¥™… - {……±…x…, EÚk…«¥™…  x…¥…«Ω˛x…
Disciplinary action +x…÷∂……∫… x…EÚ EÚ…Æ«˙¥……<«
Disparity in rates ¶……¥……Â / n˘Æ˙…Â ®…Â +∫…®……x…i…… / +xi…Æ˙
Disposal of cases ®……®…±……Â EÚ…  x…{…]ı…x… /  x…¥…i…«x…
Disregarding the facts i…l™……Â EÚ“ ={…‰I…… EÚÆ˙i…‰ Ω÷̨B
Drawing officer +…Ω˛Æ˙h… + v…EÚ…Æ˙“
Duly complied  ¥… v…¥…i…¬ / = S…i… {……±…x…  EÚ™…… M…™……
During this period <∫… +¥… v… ®…Â

E
Evaluation of work EÚ…®… EÚ… ®…⁄±™……ΔEÚx…
Excluding the cost of EÚ“ ±……M…i… EÚ…‰ UÙ…‰c˜EÚÆ˙
Execution of works EÚ…™…« E‰Ú  x…π{……n˘x…
Exigencies of public service ±……‰EÚ ∫…‰¥…… EÚ“ +…¥…∂™…EÚi……BΔ
Expected time +{…‰ I…i… ∫…®…™…

F
Face value +Δ EÚi… ®…⁄±™…
Failing which x… Ω˛…‰x…‰ {…Æ˙
Filling up of posts {…n˘…Â EÚ… ¶…Æ˙x……
Finished goods  x…Ã®…i… ®……±…, i…Ë™……Æ˙ ¥…∫i…÷BΔ
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G
Give up UÙ…‰c˜ n‰˘x……

Golden Jubilee ∫¥…h…« V…™…xi…“

Gross amount ∫…EÚ±…, Æ˙… ∂…, E÷Ú±… Æ˙… ∂…

H
Half pay leave +v…«¥…‰i…x… U÷Ù]¬ı]ı“

Head of account ±…‰J…… ∂…“π…«

Henceforth +§… ∫…‰, +…M…‰ ∫…‰

Herewith enclosed <∫…“ E‰Ú ∫……l… ∫…Δ±…Mx…

Hold up Æ˙…‰EÚx……

I
Immovable property +S…±… ∫…Δ{… k…

In case of need +…¥…∂™…EÚi…… {…c˜x…‰ {…Æ˙/ Ω˛…‰x…‰ {…Æ˙

Incidental charges/expenses |……∫…Δ M…EÚ |…¶……Æ˙ / ¥™…™…

Incoming dak +…¥…EÚ b˜…EÚ

In order to E‰Ú  ±…B

In supersession of EÚ… + v…GÚ®…h… EÚÆ˙i…‰ Ω÷̨B

In time ∫…®…™… {…Æ˙

In toto {…⁄h…«i…:, {…⁄Æ˙“ i…Æ˙Ω˛ ∫…‰

Is hereby informed ∫…⁄ S…i…  EÚ™…… V……i…… ΩĘ̈
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L
Lien on post {…÷x…O…«˛Ω˛h…… v…EÚ…Æ˙

Limited Liability ∫…“ ®…i… n˘… ™…i¥…

Limited tender ∫…“ ®…i… ]Âıb˜Æ˙

Loss in transit ®……M…« ®…Â Ω˛… x…, ®……M…« ®…‰ J……‰™…… V……x……

Lowest price  x…®x…i…®… ®…⁄±™…

M
Ministerial staff  ±… {…EÚ¥…M…‘™… EÚ®…«S……Æ˙“

Minutes of meeting §…Ë̀ ˆEÚ EÚ… EÚ…™…«¥…fik…
Misuse of powers + v…EÚ…Æ˙…Â EÚ… n÷˘Ø˚{…™……‰M…
Modus operandi EÚ…™…« |…h……±…“
Monthly statement ®…… ∫…EÚ  ¥…¥…Æ˙h…
Most immediate + i… i……iEÚ… ±…EÚ

N
No admission |…¥…‰∂…  x…π…‰v…, +xn˘Æ˙ +…x…… ®…x…… ΩĘ̈
Non - gazetted +Æ˙…V…{… j…i…
NB (Nota Bene)  ¥…∂…‰π… v™……x… n˘“ V…B
Not less than ∫…‰ EÚ®… x…Ω˛”
Not more than ∫…‰ + v…EÚ x…Ω˛”, ∫…‰ +x… v…EÚ

O
On behalf of EÚ“ +…‰Æ˙ ∫…‰
On duty EÚ…®… {…Æ˙, ˜b¬̃™…⁄]ı“ {…Æ˙
On grounds of E‰Ú +…v……Æ˙ {…Æ˙
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On Humanitarian grounds ®……x…¥…“™… +…v……Æ˙ {…Æ˙
On or after the day =∫…  n˘x… ™…… =∫…E‰Ú {…∂S……i…¬
On probation {… Æ˙¥…“I……v…“x…
On receipt of E‰Ú  ®…±…x…‰ {…Æ˙
On the advice of EÚ“ ∫…±……Ω˛ {…Æ˙
Onward transmission +…M…‰ ¶…‰V…x…‰ E‰Ú  ±…B
Opening balance +… n˘ ∂…‰π…, Æ˙…‰EÚc˜ V…®……
Order of merit ™……‰M™…i…… GÚ®…, M…÷h……x…÷GÚ®…
Out of date {…÷Æ˙…x……,+|…S… ±…i…, M…i……¥… v…EÚ
Out of stock ∫…®……{i…, ∫]ı…EÚ ®…Â x…Ω˛” ΩË˛
Outstanding work =iEfiÚπ]ı EÚ…™…«
Outward register V……¥…EÚ Æ˙ V…∫]ıÆ˙
Owing to E‰Ú EÚ…Æ˙h…

P
Parent office ®…⁄±… EÚ…™……«±…™…

Partial modification +…Δ ∂…EÚ ∫…Δ∂……‰v…x…

Payable to EÚ…‰ n‰˘™…

Preventive measure  x…¥……Æ˙EÚ ={……™…, {…‰∂…§…xn˘“

Prima facie |…i™…I…i…: / |…l…®… o˘˘Œπ]ı ®…Â

Prior approval {…⁄¥…« ®…ΔV…⁄Æ˙“, {…⁄¥……«x…÷®… i…

Q
Quality control M…÷h…i……  x…™…Δj…h…

Quarterly return  i…®……Ω˛“ / j…Ë®…… ∫…EÚ  ¥…¥…Æ˙h…
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R
Rate of exchange  ¥… x…®…™… n˘Æ˙

Ready reference i…iEÚ…±… ∫…Δn˘¶…«

Reappropriation of funds  x… v…™……Â EÚ… {…÷x…Ã¥… x…™……‰V…x…

Recall from leave U÷Ù]¬ı]ı“ ∫…‰ ¥……{…∫… §…÷±……x……

Receipt in acknowledgment {……¥…i…“ Æ˙∫…“n˘

Reconstituted committee {…÷x…M…« `ˆi… ∫… ®… i…

Recruitment direct ∫…“v…“ ¶…i…‘

Rectify the mistake M…±…i…“ ˆ̀“EÚ EÚÆ˙x……, M…±…i…“ ∫…÷v……Æ˙x……

Refresher course {…÷x…∂S…™……« {……` ¬̂ı™…GÚ®…

Refund of advance + O…®… -v…x… / {…‰∂…M…“ ¥……{…∫…“

Refuse to accept ®……x…x…‰ ∫…‰ <x…EÚ…Æ˙ EÚÆ˙x……

Regular service  x…™… ®…i… ∫…‰¥……

Relates to ∫…‰ ∫…®§…xv… ΩË˛

Relating to ∫…‰ ∫…®§…Œxv…i…

Relaxation of rules  x…™…®……‰ ®…Â U⁄Ù]ı/  Æ˙™……™…i…

Relevant papers ∫…ΔM…i… / ∫…÷∫…ΔM…i… / ∫…®§…Œxv…i… EÚ…M…V…

Relinquishment of charge ¶……Æ˙ i™……M…, EÚ…™…«¶……Æ˙ UÙ…‰c˜x……

Remain in force ±……M…⁄ / |…¶……¥…“ Æ˙Ω˛x……, |…¥…fik… Æ˙Ω˛x……

Remedial measures ={…S……Æ˙“ ={……™…
Reminder may be sent +x…÷∫®……Æ˙EÚ ¶…‰V…… V……B
Remittance register |…‰π…h… Æ˙ V…∫]ıÆ˙
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Renewal and repairs x…¥…“EÚÆ˙h… i…l…… ®…Æ˙®®…i…
Reorganisation of office EÚ…™……«±…™… EÚ… {…÷x…M…«̀ ˆx…
Repair and maintenance ®…Æ˙®®…i… +…ËÆ˙ +x…÷Æ˙I…h…
Repayment of loans EÚV…« EÚ“ +n˘…™…M…“, EÚV…« S…÷EÚ…x……
Reporting authority  Æ˙{……‰]«ı EÚÆ˙x…‰ ¥……±…… |…… v…EÚ…Æ˙“
Representation received from ∫…‰ |……{i… + ¶…¥…‰n˘x…
Repugnant to the context |…∫…ΔM… E‰Ú  ¥…Ø˚r˘ / |… i…E⁄Ú±…
Requisite information +{…‰ I…i… V……x…EÚ…Æ˙“ / ∫…⁄S…x……
Reservation of posts {…n˘…Â EÚ… +…Æ˙I…h…

S
Safe custody ∫…÷Æ˙ I…i… + ¶…Æ˙I……

Safety device ∫…÷Æ˙I…… ∫……v…x…

Said rule =HÚ  x…™…®…

Sales tax  §…GÚ“ EÚÆ˙,  ¥…GÚ™… EÚÆ˙

Same manner =∫…“ |…EÚ…Æ˙ / i…Æ˙Ω˛ ∫…‰

Sanctioning authority ®…ΔV…⁄Æ˙“ n˘…i…… |…… v…EÚ…Æ˙“

Sanction is hereby accorded to EÚ…‰ ®…ΔV…⁄Æ˙“ n˘“ V……i…“ ΩË˛

Scale of pay ¥…‰i…x…®……x…

Scheduled castes/tribe +x…÷∫…⁄ S…i… V…… i… / V…x…V…… i…

Scheduled time  x…™…i… ∫…®…™…

Scrutinyof estimates +x…÷®……x… EÚ“ ∫…Δ¥…“I…… / UÙ…x…§…“x…

Sealed tender ®……‰Ω˛Æ˙§…Δn˘  x… ¥…n˘… / ]Âıb˜Æ˙
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Security deposit |… i…¶…⁄ i… V…®……, V…®……x…i… V…®……

Security measures ∫…÷Æ˙I…… ={……™…

Self sufficent +…i®…  x…¶…«Æ˙, ∫¥……¥…±…®§…“

Semi skilled +v…«-E÷Ú∂…±…

Seniority list ¥… Æ˙π`ˆi…… ∫…⁄S…“

Service conditions x……ËEÚÆ˙“ EÚ“ ∂…i…Ê

Set up ∫l…… {…i… EÚÆ˙x……

Severe action EÚ`ˆ…‰Æ˙ EÚ…Æ«̇¥……<«

Shall be inserted V……‰c˜  n˘™…… V……BM……

Shall be liable to pay n‰˘x…… {…c‰˜M……

Shall be omitted  x…EÚ…±…  n˘™…… V……BM……

Shall have effect |…¶……¥…“/ ±……M…⁄ Ω˛…‰M……

Shortest route ∫…§…∫…‰ UÙ…‰]ı… ®……M…«

Shortfall x™…⁄x…i……, EÚ®…“

Short notice +±{… ∫…⁄S…x……

Side by side ∫……l… - ∫……l…

Silver Jubilee Æ˙V…i… V…™…xi…“

Simultaneous action BEÚ ∫……l… / BEÚ Ω˛“ ∫…®…™… EÚ…Æ«̇¥……<«

Since then i…§… ∫…‰

So far as V…Ω˛…Δ i…EÚ

So far as possible ™…l……∫…Δ¶…¥…

Solemn affirmation ∫…i™… x…π`ˆ… ∫…‰ |… i…Y……x…
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T
This is to inform that ∫…⁄S…x…… n˘“ V……i…“ ΩË˛  EÚ

Thoroughly satisfied {…⁄h…«i…™…… ∫…Δi…÷π]ı

Through oversight ¶…⁄±… ∫…‰

Through proper channel = S…i… ®……v™…®… ∫…‰

Till further orders +M…±…‰ / +x™… +…n‰˘∂… Ω˛…‰x…‰ i…EÚ

Timely action ∫…®…™… {…Æ˙ EÚ…Æ«˙¥……<«

Together with E‰Ú ∫……l…

Tour programme n˘…ËÆ˙… EÚ…™…«GÚ®…

Training period |… ∂…I…h…EÚ…±…

Transfer order ∫l……x……Δi…Æ˙h… +…n‰˘∂…

Treatment of a subject  ¥…π…™… EÚ… |… i…{……n˘x…

True copy {…CEÚ“ x…EÚ±…, ∫…Ω˛“ |… i… ±… {…

U
Under reference |…∫…ΔM……v…“x…

Undertaking given ¥…S…x…  n˘™……

Undue delay +x……¥…∂™…EÚ n‰̆Æ˙“

Unofficial letter +∂……∫…EÚ“™… / M…ËÆ˙ ∫…Æ˙EÚ…Æ˙“ {…j…

Upgrading of posts {…n˘…‰z…™…x…

Upkeep of building <®……Æ˙i… EÚ“ n‰̆J…¶……±…
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Upper age limit >{…Æ˙“ =©… ∫…“®……

Urgent, most + i… i…÷Æ˙xi… / +…¥…∂™…EÚ

Utmost care + v…EÚi…®… / +i™…xi… ∫……¥…v……x…“

V
Validity date ®……x™…i……  i… l… / i……Æ˙“J…

Variation in figures +ΔEÚ…Â ®…Â  ¥… ¶…z…i……

Verification of accounts ±…‰J…… ∫…i™……{…x…

Verification of antecedents {…⁄¥…«¥…fik… EÚ“ {…c˜i……±…

Violation of law EÚ…x…⁄x… EÚ… =±±…ΔP…x…

W
With respect to E‰Ú ∫…Δ§…Δv… ®…Â
With retrospective effect {…⁄¥…« ¥™……Œ{i…∫… Ω˛i…, {…⁄¥…«¥™……{…“ |…¶……¥… ∫… Ω˛i…
With the compliment of ∫…… ¶…¥……n˘x…, u˘…Æ˙… ∫……n˘Æ˙
With the concurrence of EÚ“ ∫…Ω˛®… i… ∫…‰
Write off §…]¬ıı]‰ı J……i…‰ ®…Â b˜…±…x……

Y
Year to year ¥…π……«x…÷¥…π…«
Your presumption is correct +…{…EÚ“ v……Æ˙h…… `ˆ“EÚ ΩĘ̈

Z
Zonal office +…ΔS… ±…EÚ EÚ…™……«±…™…

***
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 ¥…∫i…fii… ¥……C™……Δ∂… / DETAILED PHRASES

1) ∫…Δ§…Œxv…i… {……Ã]ı™……Â EÚ“ §…Ë̀ ˆEÚ EÚ… +…™……‰V…x… EÚÆÂ̇
A meeting of the concerned parties may be convened

2) ®……®…±…… ∫l… M…i…  EÚ™…… V……™… / ±…Δ §…i… Æ˙J…… V……™…
Case may be kept in abeyance/pending

3) |…∫i……¥… E‰Ú +x…÷∫……Æ˙/™…l…… |…∫i…… ¥…i… +x…÷®……‰ n˘i…
Approved as proposed

4) ™…l…… {… Æ˙¥…Ãi…i…/∫…Δ∂……‰ v…i… +x…÷®……‰ n˘i…
Approved as modified/amended

5) E÷ÚUÙ  ¥…∫…ΔM… i…™……ƒ x……‰]ı EÚ“ M…<« ΩÈ˛
Certain descripancies have been noticed

6) EÚ“ ∫…Ω˛®… i… |……{i… EÚ“ V……B
Concurrence of ........may be obtained

7) ={…™…÷«HÚ EÚ…Æ˙h……Â EÚ…‰ v™……x… ®…Â Æ˙J…EÚÆ˙ +x…÷Æ˙…‰v… E‰Ú +x…÷®……‰n˘x… ∫…Δ∫i…÷i… ΩĘ̈
Considering the aforementioned reasons approval of the
request is recommended

8)  ∂…EÚ…™…i……Â {…Æ˙ i…iEÚ…±… v™……x…  n˘™…… V……B
Complaints may be attended immediately

9) i…iEÚ…±… ∫…Δn˘¶…« E‰Ú  ±…B |… i… ±… {… ∫…Δ±…Mx… ΩĘ̈
Copy is enclosed for ready reference

10) |… i… ±… {… ∫…⁄S…x…… B¥…Δ +…¥…∂™…EÚ EÚ…Æ«̇¥……<« E‰Ú  ±…B ¶…‰V…“ V……i…“ ΩĘ̈
Copy is forwarded for information and necessary action
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11) ........E‰Ú  ±…B +…ËÆ˙ =x…EÚ“ +…‰Æ˙ ∫…‰ /.....EfiÚi…‰
For and on behalf of

12)  ¥…±…Δ§… ∫…‰ §…S…Â /  ¥…±…Δ§… x…  EÚ™…… V……BΔ
Delay should be avoided

13) =k…Æ˙ EÚ… ®…∫……Ën˘… +x…÷®……‰n˘x… E‰Ú  ±…B |…∫i…÷i… ΩĘ̈
Draft reply is put up for approval

14) ®…∫……Ën˘… / |……∞¸{… +x…÷®……‰n˘x……l…« |…∫i…÷i… ΩĘ̈
Draft is submitted for approval

15)  ¥…k…“™… n˘§……¥……Â E‰Ú EÚ…Æ˙h… |…∫i……¥… +…∫l… M…i…  EÚ™…… V……BΔ

Due to financial constraints the proposal may be kept in
abeyance

16) ....x…‰...EÚ“ +…‰Æ˙...Ø˚{…B EÚ“  ¥…k…“™… ∫…Ω˛…™…i…… E‰Ú  ±…B +x…÷Æ˙…‰v…
 EÚ™…… ΩĘ̈
.....has requested for financial assistance for
Rs.....towards....

17) ®…È >{…Æ˙  ±…J…‰ (={…™…÷«HÚ)  ¥…S……Æ˙…Â ∫…‰ ∫…Ω˛®…i… x…Ω˛” Ω⁄ƒ̨
I do not agree with the above views

18) ®…È EÚ…™……«±…™… EÚ“  ]ı{{…h…“ ∫…‰ {…⁄h…«i…™…… ∫…Ω˛®…i… Ω⁄ƒ˛
I fully agree with the office note

19) ∫…¶…“ ∫…Δ§…Œxv…i… ¥™… HÚ™……Â EÚ…‰ ∫…⁄ S…i… EÚÆÂ̇
Inform all concerned

20) +…{… EÚ…‰ Ω÷̨<« +∫…÷ ¥…v…… E‰Ú  ±…B J…‰n˘ ΩĘ̈
Inconvenience caused to you is regretted
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21) ™…l……∫…Δ∂……‰ v…i… ¶…‰V… n˘“ V…B (V……Æ˙“ EÚ“ V…B)
Issue as amended

22)  x…h…«™……l…« Æ˙…‰EÚ Æ˙J…… V……B/±…Δ §…i… Æ˙J…… V……B
Keep pending

23)  x…®x…i…®…/x™…⁄x…i…®… n˘ÆÂ̇ ∫¥…“EÚ…Æ˙ EÚÆ˙ ±…“ V……BΔ
Lowest quotations may be accepted

24) +…¥…∂™…EÚ ∫…Δ∂……‰v…x… EÚÆ˙  ±…™…… V……B
Necessary correction may be carried out

25) +…M…‰  EÚ∫…“ EÚ…Æ«̇¥……<« +{…‰ I…i… x…Ω”̨ ΩĘ̈
No further action is necessary

26) EÚ…‰<« {… Æ˙¥…i…«x… EÚ“ +…¥…∂™…EÚi…… x…Ω˛” ΩË˛
No change is necessary

27) EfiÚ{…™…… {……¥…i…“ ¶…‰V…Â / EfiÚ{…™…… |……Œ{i… ∫…⁄S…x…… nÂ̆
Please acknowledge receipt

28) EfiÚ{…™……  n˘x……ΔEÚ...E‰Ú +…{…E‰Ú {…j… ∫…Δ....EÚ… ∫…Δn˘¶…« ±…Â
Please refer your letter No.. ...dt.. ...

29) S…S……« E‰Ú +x…÷∫……Æ˙, ®…∫……Ën˘…  °ÚÆ˙ ∫…‰ i…Ë™……Æ˙ EÚÆÂ̇
Please revise the draft as discussed

30) ∫… ®… i… EÚ“  Æ˙{……‰]«ı  ¥…S……Æ˙ E‰Ú  ±…B ∫……®…x…‰ Æ˙J…… ΩË˛
Report of the Committee is placed opposite for consideration

31) ™…l……∂…“Q… =k…Æ˙/ V…¥……§… ¶…‰V…… V……™…
Reply may be sent as early as possible
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32) <∫…E‰Ú u˘…Æ˙… / Bi…n¬˘u˘…Æ˙… ®…ΔV…⁄Æ˙“ n˘“ V……i…“ ΩË˛
Sanction is hereby accorded to

33) ®……®…±…‰ E‰Ú ∫……Æ˙ |…∫i…÷i…  EÚ™…… V……™…
Summary of the case may be put up

34) +x…÷®……‰n˘x… E‰Ú  ±…B |…∫i…÷i… / {…‰∂… ΩË˛
Submitted for approval

35) +…¥…∂™…EÚ EÚ…Æ«˙¥……<« E‰Ú  ±…B |…∫i…÷i… / {…‰∂… ΩĘ̈
Submitted for necessary action

36) +x…÷E⁄Ú±… EÚ…Æ «̇¥……<« E‰Ú  ±…B |…∫i…÷i…/{…‰∂… ΩË˛
Submitted for favourable action

37) +…M…‰ EÚ“ EÚ…Æ «̇¥……<« E‰Ú  ±…B |…∫i…÷i…/{…‰∂… ΩË˛
Submitted for further action

38)  ¥…k…“™… ∫…Ω˛®… i… E‰Ú  ±…B |…∫i…÷i…/{…‰∂… ΩË˛
Submitted for financial concurrence

39) +…M…‰ ¶…‰V…x…‰ E‰Ú  ±…B |…∫i…÷i… / {…‰∂… ΩË˛
Submitted for onward transmission

40) = S…i… =k…Æ˙ EÚ… ®…∫……Ën˘… i…Ë™……Æ˙ EÚÆÂ̇
Suitable reply may be drafted

41) i…n˘x…÷∫……Æ˙ EÚ®…«S……Æ˙“ EÚ…‰ ∫…⁄ S…i…  EÚ™…… V……BΔ
The employee may be informed accordingly

42)  §…±… E‰Ú +x…÷∫……Æ˙ ®…nÂ̆ +SUÙ“ Œ∫l… i… ®…Â  |……{i… Ω÷̨+… ΩĘ̈ +…ËÆ˙ ∫]ı…ÏEÚ ®…Â
±…‰  ±…™…… ΩĘ̈
The items as per the bill are received in good condition and
taken into account
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43) ™…Ω˛ |…∫i……¥…  §…±…E÷Ú±… ˆ̀“EÚ ΩĘ̈ ˙/  x…™…®……x…÷E⁄Ú±… ΩĘ̈
The proposal is quite in order

44) EfiÚ{…™……  §…±… ¶…÷M…i……x… E‰Ú  ±…B {…… Æ˙i…˙/ {……∫… EÚÆ˙  n˘™…… V……B
The bill may please be passed for payment

45) Ω˛®……Æ‰̇ + ¶…±…‰J……Â ∫…‰  §…±……Â EÚ… ∫…i™……{…x…  EÚ™…… ΩË˛ +…ËÆ˙ `ˆ“EÚ ΩĘ̈

The bills are verified with our records and are in order

46) +v……‰Ω˛∫i……I…Æ˙“ n˘…‰ ∫…{i……Ω˛ EÚ“ ∫…Æ˙EÚ…Æ˙“ n˘…ËÆ‰̇ {…Æ˙ V…… Æ˙Ω‰˛ ΩÈ˛
The undersigned is proceeding on official tour for two weeks

47) ™…Ω˛ ∫…I…®… |…… v…EÚ…Æ˙“ E‰Ú +x…÷®……‰n˘x… ∫…‰ V……Æ˙“  EÚ™…… V……i…… ΩĘ̈
 This issues with the approval of the competent authority

48) +{…‰ I…i… EÚ…M…W……i… x…“S…‰ Æ˙J…‰ V……i…‰ ΩĘ̀
The requisite papers are placed below

49) ∫…i™…… {…i…  EÚ™……˙/ {…c˜i……±… EÚ“ +…ËÆ˙ ˆ̀“EÚ {……™……
Verified and found correct

50) Ω˛®….....∫…‰  Æ˙{……‰]«ı EÚ“ |…i…“I…… EÚÆ˙ Æ˙Ω‰̨ ΩĘ̀
We are awaiting a report from

51) Ω̨®… +…{…EÚ…‰ +{…x…“ ∫…¥……Êk…®… ∫…‰¥…… |…n̆…x… EÚÆ̇x…‰ EÚ…  ¥…∑……∫…  n̆±……i…‰ ΩÈ˛
Assuring you of our bestservices

52) |… i… ±… {… ∫…⁄S…x…… ˙/ +…¥…∂™…EÚ EÚ…Æ«̇¥……<« E‰Ú ±…B ¶…‰V… n˘“ ΩĘ̀
Copy forwarded for information

53) Æ˙…™… n‰̆x…‰ E‰Ú  ±…B, ®…i… |…EÚ]ı EÚÆ˙x…‰ E‰Ú  ±…B
For expression of opinion
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54) EfiÚ{…™…… +…¥…∂™…EÚ EÚ…Æ«¥……<«« EÚ“ V……B
For favour of doing the needful

55) ™…l……¥…∂™…EÚ EÚ…Æ«̇¥……<« E‰  ±…B
For such action as may be necessary

56) B‰∫…“ EÚ…Æ«̇¥……<« E‰Ú  ±…B V……‰ = S…i… ∫…®…Z…“ V……B
For such action as may be deemed fit

57) ∫…Ω˛…x…÷¶…⁄ i…{…⁄¥…«EÚ  ¥…S……Æ˙ E‰Ú  ±…B
For sympathetic consideration

58) +…M…‰ +…ËÆ˙ +…n‰˘∂… ¶…‰V…‰ V……BΔM…‰
Further orders will follow

59) EÚ… {……±…x… EÚÆ˙i…‰ Ω÷̨B, E‰Ú +x…÷{……±…x… ®…Â
In compliance with

60) EÚ… +…∂……‰v…x… EÚÆ˙i…‰ Ω÷˛B, ®…Â i…Æ˙®…“®… EÚÆ˙i…‰ Ω÷˛B
In modification of

61) ™…Ω˛ ¶…“ §…i……™…… V……i…… ΩĘ̈ ˙/ ∫……l… Ω˛“ ™…Ω˛ ¶…“ §…i……x…… = S…i… Ω˛…‰M……
It may further be added

62) EfiÚ{…™…… +{…x…‰ i……Æ˙“J…...E‰Ú {…j… ∫…ΔJ™……... EÚ… ∫…Δn˘¶…« ±…Â
Please refer to your letter No. .... dt.

63) EfiÚ{…™…… <∫…‰ ∫…¥…«l…… M……‰{…x…“™… ∫…®…Z…… V……B
Please treat this as strictly confidential

64) +…M…‰  EÚ∫…“ EÚ…Æ«̇¥……<« EÚ“ +…¥…∂™…EÚi…… x…Ω˛” ΩĘ̈
No further action is necessary

65) B‰∫…“ EÚ…Æ«̇¥……<« V……‰ +…¥…∂™…EÚ ∫…®…Z…“ V……B
Such action as may be deemed necessary
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66) EfiÚ{…™……...E‰Ú §……Æ‰˙ ®…Â  n˘x……ΔEÚ...EÚ… +{…x…… +v…« ∫…Æ˙EÚ…Æ˙“ {…j…
∫…ΔJ™……...EÚ… ∫…Δn˘¶…« ±…Â
Will you please refer to your D.O.  letter No. .... dated ....
regarding ......

67) +…{…E‰Ú i……Æ˙“J…...E‰Ú +…¥…‰n˘x…/ {…j… E‰Ú ∫…Δ§…xv… / ∫…Δn˘¶…« / ∫…±… ∫…±…‰ ®…Â
With reference to your application /letter dated .... .

68) +…{…E‰Ú <∫…  ¥…¶……M… E‰Ú i……Æ˙“J…...E‰Ú {…j… ∫…ΔJ™……...E‰Ú ∫……l… Ø˚E‰Ú Ω÷̨B
(™…… ∫…®……{i… Ω˛…‰x…‰ ¥……±…‰) {…j… ¥™……¥…Ω˛…Æ˙ EÚ… Ω˛¥……±…… n‰̆i…‰ Ω÷̨B / E‰Ú
|…∫…ΔM… ®…Â
With reference to the correspondence resting with (or end-
ing) with your/this Department’s letter No. .... dated ..

69) +…{…E‰Ú i……Æ˙“J…...E‰Ú {…j… ∫…ΔJ™……...E‰Ú =k…Æ˙ ®…Â...
In reply to your letter No. .. .. dt. .. ..

70) +…{…E‰Ú  n˘x……ΔEÚ...E‰Ú {…j… ∫…ΔJ™……... E‰Ú +x…÷E⁄Ú±… ˙/  ∫…±… ∫…±…‰ ®…Â
In continuation of my letter No. ....

71)  n˘x……ΔEÚ..E‰Ú {…j… ∫…ΔJ™……...EÚ“ {…÷Œπ]ı ®…Â
In confirmation of letter No. .. dt.

72) +…{…x…‰ +{…x…“ i……Æ˙“J…...E‰Ú {…j… ∫…ΔJ™……... ®…Â V……‰ +x…÷Æ˙…‰v…  EÚ™…… l……
=∫…E‰Ú +x…÷{……±…x… ®…Â
In compliance with the request contained in your letter No.
.dt. .
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73) ™…Ω˛ {…j… ={…™…÷«HÚ  ¥…π…™… {…Æ˙ +…{…E‰Ú  n˘x……ΔEÚ E‰Ú {…j… ∫…Δ.... E‰Ú ∫…Δn˘¶…«

®…Â ΩË˛
This is with reference to your letter No. .... dated on the
above Subject

74) EfiÚ{…™…… i……Æ˙“J…..E‰Ú ®…‰Æ‰̇ {…fiπ`ˆ…ΔEÚx… ∫…Δ...... EÚ… ∫…Δn˘¶…« ±…Â

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

75) +…{…EÚ… i……Æ˙“J…...EÚ… {…j… ∫…ΔJ™……..... ®…±…… ΩĘ̈
This is to acknowledge the receipt of your letter No. .. ..
dated .. ..

76) n‰J̆…  ±…™…… +…ËÆ˙ +…¥…∂™…EÚ EÚ…Æ«̇¥……<« E‰Ú  ±…B <∫…‰ ....EÚ…‰ ¶…‰V…… V…… Æ˙Ω˛…
ΩĘ̈*EfiÚ{…™…… +x…÷®……‰n˘x… E‰Ú  ±…B n‰̆J… ±…Â

Seen and passed on to .. .. .. for necessary action.  Kindly
see for approval.

77) +{…‰ I…i… EÚ…M…W… {…j… x…“S…‰ Æ˙J…‰ ΩÈ˛

The required papers are placed below.

78) °Ú…<±… EÚ…‰ ±……Ë]ı…x…‰ ®…Â Ω÷̨<« n‰̆Æ˙“ E‰Ú  ±…B J…‰n˘ ΩĘ̈

Delay in returning the file is regretted.

79) +{…‰ I…i… V……x…EÚ…Æ˙“...∫…‰ ®…ΔM……<« V…… Æ˙Ω˛“ ΩĘ̈ +…ËÆ˙ |……{i… Ω˛…‰x…‰ {…Æ˙ n‰˘ n˘“

V……BM…“
The required information is being obtained from .. .. .. and
will be furnished on receipt.
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80) <∫…‰ ®…⁄±… ∞¸{… ®…Â Ω˛“ <∫…  ]ı{{…h…“ E‰Ú ∫……l… ±……Ë]ı…™…… V……i…… ΩĘ̈  EÚ
+{…‰ I…i… ∫…⁄S…x…… <∫… EÚ…™……«±…™… E‰Ú  n˘x……ΔEÚ...E‰Ú {…j… ∫…ΔJ™…… ...u˘…Æ˙…
{…Ω˛±…‰ Ω˛“ ¶…‰V…“ V…… S…÷EÚ“ ΩĘ̈
Returned in original with the remark that the requisite in-
formation has already been sent in this office letter No. ..
.... dated .. .. .

81) ®……®…±…… +¶…“ ¶…“  ¥…S……Æ˙…v…“x… ΩĘ̈
The matter is still under consideration.

82) Ω˛®… +§…...EÚ“ Æ˙…™… |……{i… EÚÆ˙ ±…Â
We may now obtained the opinion of....

83) Ω˛®…Â EÚ…‰<«  ]ı{{…h…“ x…Ω˛” EÚÆ˙x…“ ΩË˛
We have no remarks to offer

84) ®……®…±…‰ {…Æ˙ = S…i…  ¥…S……Æ˙ EÚÆ˙x…‰ E‰Ú  ±…B  x…®x… ±… J…i… +…ËÆ˙ §™……ËÆ‰̇
®…ΔM……x…… +…¥…∂™…EÚ ΩĘ̈
It is necessary to obtain the following further particulars for
proper consideration of the case.

85) <∫… ®……®…±…‰ {…Æ˙...E‰Ú EÚ®…Æ‰̇ ®…Â Ω÷̨<« §…Ë̀ ˆE  ®…Â S…S……« Ω÷̨<« l…“* =∫…®…Â  ±…B
M…B  x…h…«™……Â EÚ…‰Ú=x… ∫…§…EÚ…‰ ∫…⁄ S…i… EÚÆ˙  n˘™…… V……B V……‰ ∫…®§…Œxv…i… ΩĘ̀
This matter was discussed in a meeting held in ... ‘s room.
The decisions taken may be communicated to all
concerned.

86) ....EÚ…‰ Ω÷̨<« §…Ë̀ ˆEÚ E‰Ú EÚ…™…«¥…fik… EÚ… |……∞¸{… (®…∫……Ën˘…) +x…÷®……‰n˘x… E‰Ú
 ±…B |…∫i…÷i… ΩË˛
Draft  of  the minutes of the meeting held on.... is submitted
for  approval
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87) <∫… ®……®…±…‰ {…Æ˙...i…l……...E‰Ú §…“S… S…S……« Ω÷̨<« l…“ i…l…… ™…Ω˛ i…™…  EÚ™……
M…™……  EÚ <∫…‰ +…ËÆ ˙i…“x… ®…Ω˛“x…‰ E‰Ú  ±…B Æ˙…‰EÚ Æ˙J…… V……B
The case was discussed between...and.... and it was decided
that it may be kept pending for another three months.

88) >{…Æ˙ §…i……™…“ M…<« {… Æ˙Œ∫l… i…™……Â EÚ…‰ n‰˘J…i…‰ Ω÷˛B Ω˛®… |…∫i……¥… EÚ…
∫…®…l…«x… EÚÆ˙ nÂ˘
In view of the circumstances stated above, we may support
the proposal.

89) +…M…‰ EÚ…‰<« EÚ…Æ«̇¥……<« +{…‰ I…i… x…Ω˛” ΩĘ̈* <x… EÚ…M…W……Â EÚ…‰  Æ˙EÚ…b«̃ EÚÆ˙
 n˘™…… V……B
No further action is called for. These papers may now be
recorded.

90) V……‰ +…n‰̆∂…  n˘B V…… S…÷E‰Ú ΩĘ̀ =x…®…Â +…∂……‰v…x… EÚÆ˙x…‰ EÚ… EÚ…‰<« EÚ…Æ˙h…
x…Ω˛” ΩĘ̈* ∏…“....... EÚ…‰ i…n˘x…÷∫……Æ˙ ∫…⁄ S…i… EÚÆ˙  n˘™…… V……B
There is no cause to modify the orders already passed. Shri.. ..
may be informed accordingly.

91) <∫… ∫…÷Z……¥… {…Æ˙ {…Ω˛±…‰ EÚ<« §……Æ˙  ¥…S……Æ˙  EÚ™…… V…… S…÷EÚ… ΩĘ̈ {…Æ˙xi…÷...{…Æ˙
§…i……B M…B EÚ…Æ˙h……Â ∫…‰ <∫…‰ ∫¥…“EÚ…Æ˙ x…Ω˛”  EÚ™…… M…™…… l……
The suggestions has been considered on several occasions
earlier but was not accepted for reasons stated at...

92) <∫…  x…h…«™… EÚ…‰ {…“U‰Ù EÚ“ i……Æ˙“J… ∫…‰ |…¶……¥…“ (±……M…⁄) x…Ω˛”  EÚ™…… V……

∫…EÚi……

Retrospective effect cannot be given to this decision.
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93)  ¥…S……Æ˙…v…“x… EÚ…M…W… ®…Â V……‰ |…∫i……¥… Æ˙J…‰ M…B ΩĘ̀ ¥…‰ = S…i… ΩĘ̀* Ω˛®…
=xΩĄ̂ ∫¥…“EÚ…Æ˙ EÚÆ ˙±…Â
The proposals contained in the papers under consideration are
reasonable. We may accept them.

94) .....u˘…Æ˙… |…EÚ]ı  EÚB M…B  ¥…S……Æ˙ ∫…⁄S…x…… i…l…… +…¥…∂™…EÚ EÚ…Æ«̇¥……<«
E‰Ú  ±…B x…“S…‰ =n¬˘v…fii… ΩÈ˛
The observations made by .... are reproduced below for
information and necessary action.

95) >{…Æ˙ ¥™…HÚ EÚ“ M…<« EÚ…Æ«̇¥……<« EÚ… EfiÚ{…™…… +x…÷®……‰n˘x… EÚÆÂ̇
Course of action suggested above may kindly be approved.

96) ®……®…±…‰ EÚ… ∫……Æ˙…Δ∂… x…“S…‰ Æ˙J…… ΩË˛
A summary of the case is placed below.

97) <∫…  ¥…π…™… E‰Ú +…n‰̆∂… ∫{…π]ı x…Ω˛” ΩĘ̀
The orders on this subject are not clear

98) ...∫…‰ ∫{…π]ı“EÚÆ˙h… ®……ΔM…… V……B
A clarification may be sought from ........

99) EfiÚ{…™…… +xi… Æ˙®… ∫…⁄S…x…… E‰Ú  ±…B n‰̆J… ±…Â +…ËÆ˙ EÚ…M…W……Â EÚ…‰ ∂…“Q…
±……Ë]ı… nÂ̆ i… EÚ ™…Ω ®……®…±…… +…M…‰ S…±……™…… V…… ∫…E‰Ú
may kindly see for interim information and return the papers
urgently so that the case may be pursued further with.

100) <∫…  ¥…π…™… E‰Ú °Ú…<±… <∫… ∫…®…™…  ®…±… x…Ω˛” {…… Æ˙Ω˛“ ΩĘ̈* Ω˛®…  ¥…S……Æ˙…v…“x…
EÚ…M…W… ®…Â =Œ±±… J…i… {…j… EÚ“ |… i… ±… {… ®……ΔM… ±…Â
Our file on the subject is not readily traceable. We may ask
for a copy of the letter quoted in the papers  under
consideration.
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101) ={…™…÷«HÚ  Æ˙{……‰]«ı EÚ“ BEÚ |… i… ±… {… ∫…¶…“ +x…÷¶……M……Â EÚ…‰ ∫…⁄S…x……l…« B¥…Δ
+…¥…∂™…EÚ EÚ…Æ«̇¥……<« E‰Ú  ±…B ¶…‰V…“ V…… Æ˙Ω˛“ ΩĘ̈
A copy of the above mentioned report is being circulated
among all sections for their information and necessary action.

102) ®……®…±…‰ EÚ…‰ |…∫i…÷i… EÚÆ˙x…‰ ®…Â Ω÷˛<« n‰˘Æ˙“ E‰Ú  ±…B J…‰n˘ ΩË˛
Delay in the submission of the case is regretted.

103)  x…n‰˘∂…EÚ EfiÚ{…™…… +x…÷®……‰n˘x… E‰Ú  ±…B n‰˘J…Â
Director may please see for approval.

104) §…Ë̀ ˆEÚ E‰Ú EÚ…™…«¥…fik… EÚ… ®…∫……Ën˘… +x…÷®……‰n˘x… E‰Ú  ±…B |…∫i…÷i… ΩĘ̈
Draft of minutes of meeting is submitted for approval.

105) ®…∫……Ën˘… ∫…Δ∂……‰ v…i… ∞¸{… ®…Â +x…÷®……‰ n˘i… ΩË˛
Draft approved as amended.

106) ®…∫……Ën˘… i…n˘x…÷∫……Æ˙ ∫…Δ∂……‰ v…i… EÚÆ˙  n˘™…… M…™…… ΩË˛
Draft has been amended accordingly.

107) <∫… °Ú…<±… EÚ…  x…{…]ı…Æ˙… ∂…“Q… EÚÆ˙x…‰ E‰Ú  ±…B +x…÷Æ˙…‰v…  EÚ™…… V……i…… ΩĘ̈
Immediate disposal of the file is requested.

108) ={…™…÷«HÚ Œ∫l… i… EÚ…‰ n‰˘J…i…‰ Ω÷˛B Ω˛®… |…∫i……¥… EÚ… ∫…®…l…«x… EÚÆ˙ nÂ̆
In view of the circumstances stated above, we may support the
proposal.

109) +¶…“ i…EÚ <∫…  ¥…π…™… ®…Â EÚ…‰<«  x…h…«™… x…Ω˛”  ±…™…… M…™…… ΩĘ̈
No decision has so far been taken in the matter.

110) EfiÚ{…™…… {… Æ˙S…… ±…i… EÚÆ˙E‰Ú °Ú…<±… EÚÆÂ̇
Please circulate and file.
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111) EfiÚ{…™…… +x…÷¶……M… EÚ…‰ i…n˘x…÷∫……Æ˙ ∫…⁄ S…i… EÚÆÂ˙
Please inform the section accordingly.

112) EfiÚ{…™……  {…UÙ±…“  ]ı{{… h…™……ƒ n‰˘J…Â
Please see the preceding notes.

113) ∫…ΔM…i… +…n‰˘∂……Â {…Æ˙ {…ÃS…™……ƒ ±…M…… n˘“ M…<« ΩË˛
Relevant orders are flagged.

114) n‰̆J…  ±…™……, EfiÚ{…™…… °Ú…<±… EÚÆÂ̇
Seen, file please.

115)  §…±… EÚ… ∫…i™……{…x… EÚÆ˙  ±…™…… M…™…… ΩĘ̈* ™…Ω˛ `ˆ“EÚ ΩĘ̈, ¶…÷M…i……x… E‰Ú
 ±…B {…… Æ˙i…  EÚ™…… V……B
The bills has been verified. This is inorder, may be passed for
payment.

116) ®……®…±…… +¶…“ ¶…“  ¥…S……Æ˙…v…“x… ΩĘ̈
The matter is still under consideration.

117) EÚ…M…W…-{…j… <∫…E‰Ú ∫……l… |…‰ π…i… ΩĘ̈
The papers are sent herewith.

118) <∫…‰ + i… ¥…∂…‰π… ®……®…±…… ®……x…EÚÆ˙ Ω˛®… ∫…Ω˛®… i… n‰˘i…‰ ΩÈ˛, {…Æ˙xi…÷ <∫…EÚ…
+…M…‰ =n˘…Ω˛Æ˙h… E‰Ú ∞¸{… ®…Â =±±…‰J… x…  EÚ™…… V……B
We agree as a very special case this should not, however be
quoted as a precedent.

119) Ω˛®…Â +…M…‰ +…ËÆ˙ E÷ÚUÙ x…Ω˛” EÚΩ˛x…… ΩË˛
We have no further comments
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120) |… i… ±… {… |…∂……∫…x… +x…÷¶……M… EÚ…‰ ∫…⁄S…x…… E‰Ú ±…B ¶…‰V…“ V……i…“ ΩĘ̈
Copy is sent to the Administrative Section for information.

121) ®…÷Z…‰ +…{…E‰Ú {…j… EÚ“ {……¥…i…“ ¶…‰V…x…‰ EÚ…  x…n‰˘∂… Ω÷̨+… ΩĘ̈
I am directed to acknowledge the receipt of your letter.

122) |……∞¸{… (®…∫……Ën˘…) +x…÷®……‰n˘x… E‰Ú  ±…B |…∫i…÷i… ({…‰∂…) ΩĘ̈
Draft is put up for approval.

123) ®…Δj……±…™… ˙/  ¥…¶……M… ®…Â n‰̆J…  ±…™…… M…™……
Seen in the Ministry / Deptt. of......

124) ®…Ë.................. E‰Ú {…I… ®…Â ............. Ø˚{…B E‰Ú ±…B  §…±…
<x…¥………Ï<∫… ∫…Δ.............E‰Ú ∫……®…x…‰ ∫…“ °Ú…Ï®…« ∫…Δ. .............  n˘
.............{……]ı‘ EÚ…‰ n‰̆x…‰ E‰Ú ±…B <∫…E‰Ú ∫……l… +O…‰ π…i…  EÚ™…… ΩĘ̈*
C form No. dated.......................against Bill /Invoice No.
for Rs.............. in favour of M/s...........................is
forwarded herewith for onward transmission to the party.

125) ®…È. .........................u˘¥……Æ˙… ∫…⁄ S…i… +…¥… v…EÚ V…®…… Æ˙∫…“n ˘/
 ®…™……n˘“ V…®…… Æ˙∫…“n˘ V……Æ˙“  EÚ™…… ΩĘ̈ +…ËÆ˙ {……]ı‘ EÚ…‰ n‰̆x…‰ E‰Ú ±…B
<∫…E‰Ú ∫……l… ¥……{…∫…  EÚ™…… ΩĘ̈
Fixed Deposit Receipt/Time Deposit Reciept furnished by
M/s........................ is  released and returned herewith for
onward transmission to the party

126) ∫…‰¥…… |… ¥…Œπ]ı ∂…“]ı ∫…Δ .................∫…i™…… {…i…  EÚ™…… +…ËÆ˙ ∫…Ω˛“
{……™…… M…™……* ¶…÷M…i……x… E‰Ú ±…B  ¥… v…¥…i…¬  ∫…°Ú… Æ˙∂…  §…±… E‰Ú ∫……l…
B∫…<«B∫… V……Æ˙“ EÚÆ˙x…‰ E‰Ú §……n˘ {…÷x…: |…‰π…h… E‰Ú ±…B °Ú…<±… ¥……{…∫…
 EÚ™…… ΩĘ̈
Service Entry Sheet No................has been verified and
found correct. File is returned for retransmisssion after
releasing SES along with bill duly recommended for
payment.
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127) ¶…÷M…i……x… E‰Ú ∫…Δ∫……v…x… E‰Ú ±…B ∫…Δ±…Mx… |…{…j… ®…Â +{…x…‰ §…ÈEÚ  ¥…¥…Æ˙h…
∫…⁄ S…i… EÚÆ˙x…‰ Ω‰̨i…÷ {……]ı‘ ∫…‰ +x…÷Æ˙…‰v…  EÚ™…… V……B
The party may be requested to furnish their bank details in
the enclosed format for processing payment.

128)  x…v……«Æ˙h… ¥…π…« 2016-2017 E‰Ú ±…B +…™…EÚÆ˙ |…®……h…{…j… ∫…Δ
..........<∫…E‰Ú ∫……l… +O…‰ π…i…  EÚ™…… ΩĘ̈* EfiÚ{…™…… {……¥…i…“ nÂ̆
Income Tax Certificate No. for the assesment year 2016-
2017 is forwarded herewith . Kindly acknowledge.

129) ∫…Δn˘¶…˙…«v…“x… x……‰]ı EÚ“ +…‰Æ˙ v™……x… +…®…Δ j…i…  EÚ™…… V……i…… ΩĘ̈* <∫…
®……®…±…‰ ®…Â ∂…“Q… =k…Æ˙ nÂ˘
kind attention is invited to the note under reference . Please
expedite reply in the matter.

130) Ω˛®……Æ‰˙ {…÷x…Æ˙…¥…fik… +x…÷∫®……Æ˙EÚ…Â E‰Ú §……¥…V…⁄n˘ ¶…“, +…{…EÚ“ +…‰Æ ˙∫…‰
EÚ…‰<« ¶…“ =k…Æ˙ |……{i… x…Ω˛” Ω÷˛+… ΩË˛* +…{…∫…‰ +x…÷Æ˙…‰v… ΩË˛  EÚ ®……ΔM…‰ M…B
 ¥…¥…Æ˙h…Â EÚ…‰ + i… ∂…“Q… ∫…⁄ S…i… EÚÆÂ̇
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

131)  n˘x……ΔEÚ 30.06.2016 EÚ…‰ §…EÚ…™…… + O…®……Â EÚ…‰ n˘∂……«i…‰ Ω÷̨B ∫…Δ±…Mx…
 ¥…¥…Æ˙h… EfiÚ{…™…… n‰˘J…Â* +x…÷Æ˙…‰v… ΩË˛  EÚ + O…®……Â EÚ…‰ + i… ∂…“Q…
 x…{…]ı…BΔ
Please find enclosed statement showing advances
outstanding as on 30.06.2016. Request to settle the
advances most expeditiously.
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132) ................Ø˚{…B E‰Ú ±…B ®…ΔË..............E‰Ú {…I… ®…Â  b˜®……Δb˜ b≈̃…}]ı
∫…Δ.............. n˘ .........................<∫…E‰Ú ∫……l… ¶…‰V…  n˘™……
ΩĘ̈* EfiÚ{…™…… {……¥…i…“ nÂ̆*
Demand Draft No............... dated ............. in favor of
M/s ......................for Rs........... is sent herewith. Kindly
acknowledge the receipt.

133) ∫…÷Æ˙I…… V…®……  x…π{……n˘x… M……ÆΔ̇]ı“ EÚ“ +…ËÆ˙ ®…È...... u˘…Æ˙… V……Æ˙“....

Ø˚{…B E‰Ú ±…B §…ÈEÚ M……ÆΔ̇]ı“ ∫…Δ..... n˘......∫…÷Æ˙ I…i… + ¶…Æ˙I…… E‰Ú ±…B

<∫…E‰Ú ∫……l… +O…‰ π…i…  EÚ™…… ΩĘ̈
Bank Guarantee No...................dated .........for Rs.......
issued by M/s. .....................towards Security Deposit /
Perfomance Guarantee is forwarded herewith for Safe
Custody.

134) EfiÚ{…™……  ¥…G‰Úi…… §…Ω˛“ J……i…‰̆ E‰Ú +x…÷∫……Æ˙ <«{…“B°Ú <«B∫…+…<« ¥…∫…⁄±…
EÚÆÂ˙
Kindly recover EPF/ESI as per vendor Ledger.

135)  EÚÆ˙…B EÚ“ +…‰Æ˙................Ø˚{…B (∫…‰¥…… EÚÆ˙ + i… Æ˙HÚ) EÚ“
Æ˙… ∂… ¥…∫…⁄±… EÚ“ V……B
An amount of Rs. ............ plus Service Tax may be
recoverd towards Rent.

136) ={…™…÷«HÚ ∫…⁄ S…i… i…l™……Â EÚ“ o˘˘Œπ]ı ®…Â, ™…Ω˛  ¥…S……Æ˙ E‰Ú ±…B ΩĘ̈ EÚ“ C™……
Ω˛®… {……]ı‘ EÚ…‰ ¶…÷M…i……x… V……Æ˙“ EÚÆ˙ ∫…EÚi…‰ ΩÈ˛
In view of the facts mentioned above it is for consideration
whether we may release payment to the party.
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137) {…⁄¥…«M…i… EÚ…‰ v™……x… ®…Â Æ˙J…i…‰ Ω÷˛B, {……]ı‘ EÚ…‰ ¶…÷M…i……x… V……Æ˙“ EÚÆ˙x…‰
E‰Ú ±…B Ω˛®… ∫…Ω˛®…i… ΩÈ˛* ∫…Ω˛®… i… E‰Ú ±…B
In the light of foregoing we may agree to release payment
to the party. For concurrence please.

138) U÷Ù]¬ı]ı“ ¶…÷x……x…‰ E‰Ú  x…™…®……x…÷∫……Æ˙...... n˘x… EÚ“ U÷Ù]¬ı]ı“ ¶…÷x……x…‰ ®…ΔV…⁄Æ˙ n˘“
V……i…“ ΩË˛
Leave enacashment sanctioned for ...........days as per the
rules of leave  encashment

139) ™…Ω˛ |…®…… h…i…  EÚ™…… V……i…… ΩĘ̈  EÚ.......x…‰ EΔÚ{…x…“ ®…Â +{…x…“ ∫…‰¥……
EÚ“......¥…π…« {…⁄Æ˙… EÚÆ˙  ±…™…… ΩĘ̈
It is certified that Shri/Smt .......has completed
................years of service in the company

140)  =®®…“n˘¥……Æ˙ E‰Ú S… Æ˙j… +…ËÆ˙ {…⁄¥…«¥…fik… EÚ“ V……ΔS… EÚ“ M…<« ΩĘ̈ +…ËÆ˙ =∫…‰
∫…Δi……‰π…V…x…EÚ {……™…… M…™…… ΩË˛
Character and antecedents of the candidate have been
verified and found to be satisfactory

141) n…˘¥……  S… EÚi∫…… {…⁄h…« Ω˛…‰x…‰ EÚ“  i… l… ∫…‰.....®…Ω˛“x…‰ E‰Ú +Δn˘Æ˙ Ω˛“
|…∫i…÷i…  EÚ™…… V……x…… S…… Ω˛B
Medical claim must be preferred within ..........months from
the date of completion of the treatment

142) ™…Ω˛ ®…ΔV…⁄Æ˙“ V……Æ˙“ Ω˛…‰x…‰ EÚ“ i……Æ˙“J… ∫…‰ E‰Ú¥…±… BEÚ ®……∫… EÚ“ +¥… v…
i…EÚ ¥…Ëv… Æ˙Ω‰̨M…“
This sanction is valid only for a period of one month from
the date of issue.
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143) + O…®… v…x… EÚ“ ¥…∫…⁄±…“ S……±…⁄ ®…Ω˛“x…‰ E‰Ú ¥…‰i…x… ∫…‰ EÚ“ V……BM…“
Recovery of the advance will be effected from the current
months salary

144) <∫…®…Â V……‰ J…S…« Ω˛…‰M……, ¥…Ω ˛“...........” ∂…“π…« {…Æ˙ |…¶……™…«« ΩĘ̈
The expenditure involved is chargeable to Head
“..................”.

145) ‰̀̂EÚ… ∫…®……{i… EÚÆ˙ n˘“ V……B
Contract may be terminated

146) +…{…EÚ“ +…Ë{…S…… Æ˙EÚ ∫¥…“EfiÚ i…  ®…±…x…‰ {…Æ˙ ¶…÷M…i……x… EÚ“ ¥™…¥…∫l…… EÚ“
V……BM…“
On reciept of your formal acceptance payment will be
arranged

147) EÚ…™……«n‰˘∂… V……Æ˙“ Ω˛…‰x…‰ E‰Ú §……n˘....®…Ω˛“x…‰ E‰Ú +Δn˘Æ˙ EÚ…™…« {…⁄Æ˙… Ω˛…‰
V……x…… S…… Ω˛B
The work should be completed with in .........months  after
the issue of workorder

148) EfiÚ{…™…… {…÷Œπ]ı EÚÆÂ̇  EÚ +…{… <∫…®…Â n˘“ M…<«  ¥…∂…‰π… ∂…i…Á EÚ… {……±…x…
EÚÆ˙x…‰ E‰Ú  ±…B ∫…Ω˛®…i… ΩË˛
Please confirm that you agree to abide by the special
conditions set forth here in

149) +…¥…‰ n˘i… +…EÚŒ∫®…EÚ U÷Ù]¬ı]ı“ n˘“ V……B
Casual leave applied for may be granted

150) =k…Æ˙ EÚ“ |…i…“I…… EÚÆÂ˙
Await reply
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151). V……ΔS… {…⁄Æ˙“ EÚ“ V……B +…ËÆ˙  Æ˙{……‰]«ı V…±n˘˘“ |…∫i…÷i… EÚ“ V……B
Enquiry may be completed and its report submitted at an
early date

152) EfiÚ{…™……  {…UÙ±…“  ]ı{{… h…™…Δ… n‰˘J…Â
Please see the preceding notes

153) ∫…ΔM…i… +…n‰˘∂……Â {…Æ˙ {……ÃS…™……ƒ ±…M…… n˘“ M…<« ΩÈ˛
Relevent orders are flagged

154) EfiÚ{…™…… U÷Ù]¬ı]ı“ ®…ΔV…⁄Æ˙ EÚ“ V……B
Please sanction the leave

155) +…M…®…x… +…ËÆ |…∫l……x…, {…Ω÷Δ˛S… +…ËÆ˙ Æ˙¥……x…M…“
Arrival And Departure

156) ∂… HÚ™……Â /+ v…EÚ…Æ˙ EÚ… n÷˘Ø˚{…™……‰M…
Abuse Of Power

157) +…EÚŒ∫®…EÚi…… {…Ën̆… Ω…̨‰ ∫…EÚi…“ ΩĘ̈, B‰∫…“  ¥…∂…‰π… Œ∫l… i… +… ∫…EÚi…“ ΩĘ̈
Contingency may arise

158) ∫…‰¥…… ∫…‰ ®…÷HÚ EÚÆ˙x……, x……ËEÚÆ˙“ ∫…‰ Ω˛]ı…x…… / +±…M… EÚÆ˙x……
Discharge from service

159)  ¥…¥…‰EÚ… v…EÚ…Æ˙, ∫¥…‰SUÙ… x…h…«™… + v…EÚ…Æ˙
Discretionary power

160)  ±… J…i… |…®……h…, n˘∫i……¥…‰V…“ / EÚ…M…V…“ ∫…§…⁄i…
Documentary proof

161) v™……x…  n˘±……x……, v™……x… +…EÚÃπ…i… EÚÆ˙x……
Draw attention
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162) ™…÷M®… ∫…ΔJ™……, ∫…®… ∫…ΔJ™……, <∫…“ ∫…ΔJ™…… (EÚ…)
Even number

163) M…ËÆ˙-∫…Æ˙EÚ…Æ˙“, +∂……∫…EÚ“™… +x…… v…EÚ… Æ˙EÚ
Non - Official

164) ∫…‰ +x… v…EÚ, ∫…‰ + v…EÚ x…Ω˛” + v…EÚ ∫…‰ + v…EÚ...i…EÚ
Not exceeding

165) >{…Æ˙ EÚΩ˛“ M…<« §……i…Â, ={…™…÷«HÚ  ¥…S……Æ˙ /  ]ı{{…h…“
Observation made above

166) |…∫i…÷i… EÚÆ˙x……, {…‰∂… EÚÆ˙x…… / EÚÆÂ̇ / EÚ“ V…B
Put up

167) ∫… ®… i… u˘…Æ˙… EÚ“ M…<«  ∫…°Ú… Æ˙∂…Â
Recommendation made by the committee

168) ¥…‰i…x… EÚ… {…÷x…Ãx…™…i…x…, Œ∫l…Æ˙  EÚ™…… V……x……
Refixation of pay

169)  ±…™…x… / {…÷x…O…«Ω˛h…… v…EÚ…Æ˙ §…x……B Æ˙J…x……
Retain lien

170) ®……®…±…‰ EÚ…  °ÚÆ˙ ∫…‰ =`ˆ…x…… / {…÷x…V…‘ ¥…i… EÚÆ˙x……
Revive the case

171) EÚ…Æ˙h…  x…n˘∂…«x… x……‰ ]ı∫…, EÚ…Æ˙h… §…i……+…‰ x……‰ ]ı∫…
Show cause notice

172) +|…… v…EfiÚi… EÚ…Æ«̇¥……<«, +x… v…EfiÚi… EÚ…™…«
Unauthorised action

173) ∫¥…ËŒSUÙEÚ |…™…ix…, +{…x…“ <SUÙ… ∫…‰  EÚ™…… |…™……∫…
Voluntary effort
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174) +…{…EÚ…‰ b¬̃™…⁄]ı“ / EÚ…™…« ∫…‰  x…±…Œ®§…i…  EÚB V……i…‰ ΩĘ̀
You are suspended from duty

175) E‰Ú x……i…‰, EÚ“ ΩË˛ ∫…™…i… ∫…‰ / E‰Ú +…v……Æ˙ {…Æ˙
By virtue of

176)  ¥…S……Æ˙…v…“x… EÚ…M…W… ®…Â V……‰ |…∫i……¥… Æ˙J…‰ M…B ΩĘ̀ ¥…‰ = S…i… ΩĘ̀
The proposals contained in the papers under consideration are
reasonable.

177) <∫… ∫…Δ§…Δv… ®…Â {…fiπ`ˆ...{…Æ˙  n˘B M…B +…n‰̆∂… +…ËÆ˙  ]ı{{… h…™……Δ n‰̆J… ±…“
V……B
Notes and orders at pages...may be seen in this connection

178) <∫…  ¥…π…™… ®…Â Ω˛®…x…‰ ∫…Δ±…Mx… / +v…“x…∫l… EÚ…™……«±…™……Â ∫…‰ V……‰ ∫…⁄S…x……
®……ΔM…“ l…“, +§… i…EÚ =x…®…Â ∫…‰ E‰Ú¥…±… {……ΔS… x…‰ ∫…⁄S…x…… ¶…‰V…“ ΩĘ̈* ∂…‰π…
EÚ…™……«±…™……Â ∫…‰ +{…‰ I…i… ∫…⁄S…x……  n˘. 31 +M…∫i… i…EÚ ¶…‰V… n‰̆x…‰ EÚ…‰
EÚΩ˛… V……B
The information we had called for on this subject from our
attached subordinate offices has so far been furnished by
only five them. The remaining offices may be asked to send
the requisite information by 31st August

179) V…Ω˛…Δ i…EÚ...+x…÷¶……M… EÚ… ∫…®§…xv… ΩĘ̈, =HÚ  ¥…π…™… {…Æ˙.....EÚ…‰  ∫…®……{i…
Ω˛…‰x…‰ ¥……±…‰ ∫…{i……Ω˛ EÚ“  Æ˙{……]«ı "E÷ÚUÙ x…Ω˛”’ (™…… ∂…⁄x™…) ∫…®…Z…“ V……B*
The report of the week ending...on the above subject in
so far as.....Section is concerned, may be treated as ‘nil’

180) ...EÚ…‰ ∫…®……{i… Ω˛…‰x…‰ ¥……±…‰ ∫…{i……Ω˛ EÚ…‰ §…EÚ…™…… ∫……{i…… Ω˛EÚ  ¥…¥…Æ˙h…
+¥…±……‰EÚx… E‰Ú  ±…B |…∫i…÷i… ΩĘ̈
Weekly arrears statement for the week ending...is
submitted for perusal
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181) +{…‰ I…i… V……x…EÚ…Æ˙“....∫…‰ ®…ΔM……<« V…… Æ˙Ω˛“ ΩË˛ +…ËÆ˙ |……{i… Ω˛…‰x…‰ {…Æ˙
¶…‰V… n˘“ V……BM…“
The required information is being obtained from...and will
be furnished on receipt

182)  {…UÙ±…‰ {…fiπ`ˆ {…Æ˙  n˘B M…B  x…n‰˘∂… E‰Ú +x…÷∫……Æ˙ ®……®…±……  °ÚÆ˙ ∫…‰ |…∫i…÷i…
 EÚ™…… V……i…… ΩË˛
The case is resubmitted as directed on prepage.

183) EfiÚ{…™…… <∫…‰ + ¥…±…®§…x…“™… ∫…®…Z…Â
This may please be treated as urgent

184) ...®…Δj……±…™… x…‰ V……‰ EÚ…M…V… ®……ΔM…‰ ΩĘ̈ ¥…‰ <∫… °Ú…<±… E‰Ú ∫……l…  n˘B M…B
ΩĘ̈, EÚ…®… Ω˛…‰ V……x…‰ {…Æ˙ <xΩĄ̂ ¥……{…∫… ±……Ë]ı…  n˘™…… V……B
The papers asked for by the Ministry........ have been added
to this file. These may be returned when done with.

185)  ®… ∫…±… (EÚ…M…V…-{…j…) EfiÚ{…™…… ∂…“Q… ¥……{…∫… EÚ“ V…B
Return of the file (papers) may kindly be expedited.

186) M…fiΩ˛ ®…Δj……±…™… E‰Ú  n˘x……ΔEÚ...E‰Ú Y……{…x… ∫…Δ. .....EÚ“ |… i… ±… {… °Ú…<±…
®…Â Æ˙J… n˘“ M…<« ΩË˛
A copy of the Ministry of Home Affairs. O.M.
No....dated...is placed on the file

187) ®…÷J™…  ®… ∫…±… {…Æ˙  x…h…«™… Ω˛…‰x…‰ i…EÚ <∫…‰ Æ˙…‰EÚ Æ˙ J…B
This may be kept pending till a decision is taken on the
main file.

188) ™…Ω˛  ®… ∫…±…  ]ı{{…h…“ E‰Ú  ±…B....®…Δj……±…™… EÚ…‰ ¶…‰V… n˘“ V……B
This file may be referred to the Ministry of...for comments.

189) Ω˛®… M…fiΩ˛ ®…Δj……±…™… EÚ…‰  °ÚÆ˙ ∫…‰  ¥…S……Æ˙ EÚÆ˙x…‰ E‰Ú  ±…B EÚΩĄ̂
We may ask the Ministry of Home Affairs to reconsider
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190) ™…Ω˛ |…∫i……¥… ∫…Ω˛®…i… Ω˛…‰x…‰ ∫…‰ {…Ω˛±…‰ x…“S…‰  ±…J…‰ §™……ËÆ‰̇ ®……ΔM…x…… V…∞¸Æ˙“ ΩĘ̈
It will be necessary to obtain the following particulars before
agreeing  to the proposal.

191) ®…÷J™…  x…Æ˙“I…EÚ ∫…‰ +¶…“ EÚ…‰<« =k…Æ˙ x…Ω˛”  ®…±…… ΩË˛* Ω˛∫i……I…Æ˙ E‰Ú
 ±…B |…∫i…÷i…  EÚB M…B ∫¥…SUÙ Y……{…x… E‰Ú u˘…Æ˙… =xΩÂ˛ ™……n˘  n˘±…… n˘“
V……B
No communication has yet been received from the Chief
inspector. He may be reminded as per fair memo put up
for signature.

192) Ω˛®……Æ˙“ +…‰Æ˙ ∫…‰ <∫… {…Æ˙ EÚ…‰<« EÚ…Æ«˙¥……<« V…∞¸Æ˙“ x…Ω˛” ®……±…⁄®… {…c˜i…“
No actions seems to be called for on our part

193) ¥……{…∫…“ {…Æ˙  ]ı{{… h…™……Δ E‰Ú =r˘˘Æ˙h… +{…x…“  ®… ∫…±… ®…‰ Æ˙J…  ±…B
V……BM…‰
Extracts from these notes will be kept on our file on return.

194) <∫… °Ú…<±… EÚ…  x…{…]ı…Æ˙… ∂…“Q… EÚÆ˙x…‰ EÚ… +x…÷Æ˙…‰v…  EÚ™…… V……i…… ΩĘ̈
Immediate disposal of the file is requested.

195)  ®… ∫…±… i…iEÚ…±…  ®…±… x…Ω˛” Æ˙Ω˛“ ΩĘ̈* =∫…‰ J……‰V…x…‰ EÚ“ EÚ…‰ ∂…∂… EÚ“
V…… Æ˙Ω˛“ ΩË˛
The file is not readily traceable. Efforts are being made to
traces it.

196) ®……®…±…‰ EÚ…‰ |…∫i…÷i… EÚÆ˙x…‰ ®…Â Ω÷˛<« n‰˘Æ˙ E‰Ú  ±…B J…‰n˘ ΩË˛
Delay in the submission of the case is regretted.

197) Ω˛®… ¶…“ <∫… ®……®…±…‰ {…Æ˙ Ω÷˛B  x…h…«™… EÚ…‰ V……x…x…… S……Ω˛i…‰ ΩĘ̀
We would also be interested to know the decision taken
in this case
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198) +{…x…“  ]ı{{…h…“ n‰̆x…‰ ∫…‰ {…Ω˛±…‰ Ω˛®… {…fiπ`ˆ 3/ {…j……S……Æ˙ ®…Â ‘EÚ’ {…Æ˙
=Œ±±… J…i…  x…h…«™… ∫…®§…Œxv…i… EÚ…M…V……Â EÚ…‰ n‰˘J…x…… S……ΩĄ̂M…‰
Before offering our comment we would like to see the
papers leading to the decision referred to at ‘A’ on p. 3/c.

199) >{…Æ˙ §…i……<« M…<« {… Æ˙Œ∫l… i…™……Â ®…Â, Ω˛®… ∫…÷Z……¥… ®……x… ±…ÂM…‰
In view of the circumstances stated above. we may agree
to the suggestion.

200)  n˘. 14 ®……S…«, 2002 EÚ…‰ Ω÷̨<« §…Ë̀ ˆEÚ E‰Ú EÚ…™…«¥…fik… EÚ… ®…∫……Ën˘…
+x…÷®……‰n˘x… E‰Ú  ±…B |…∫i…÷i… ΩË˛
Draft of minutes of the meeting held on the 14th March,
2002 is submitted for approval.

201) EfiÚ{…™…… ®……®…±…‰ E‰Ú §……Æ‰̇ ®…Â x……‰]ı i…Ë™……Æ˙ EÚ“ V…B*
Please prepare a note of the case.

202) >{…Æ˙ E‰Ú ∫…÷Z……¥……Â E‰Ú +…v……Æ˙ {…Æ˙ =k…Æ˙ EÚ… ®…∫……Ën˘… i…Ë™……Æ˙ EÚ“ V…B
Draft reply on the lines suggested above may be put up.

203) V……ƒS… {…⁄Æ˙“ EÚ“ V……B +…ËÆ˙  Æ˙{……‰]«ı V…±n˘“ |…∫i…÷i… EÚ“ V……B*
Enquiry may be completed and its report submitted at an
early date.

204) EfiÚ{…™…… <∫…  x…h…«™… E‰Ú  ¥…∂…‰π… ∞¸{… ∫…‰ x……‰]ı EÚÆÂ̇
Please make a special note of this decision

205) V……‰ +…n‰̆∂…  n˘™…… V…… S…÷EÚ… ΩĘ̈ =∫…®…Â +…∂……‰v…x… EÚÆ˙x…‰ EÚ… EÚ…‰<«
EÚ…Æ˙h… x…Ω˛” ΩË˛
There is no cause to modify the order already passed
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206) EÚ…™……«±…™… EÚ“  ]ı{{…h…“ ∫…‰ ®…Ë {…⁄Æ˙“ i…Æ˙Ω˛ ∫…Ω˛®…i… Ω⁄Δ˛* +…n‰̆∂… V……Æ˙“
EÚÆ˙  n˘B V……BΔ
I fully agree with the office note. orders may be issued.

207) +§… V……‰ EÚ…Æ˙h… §…i……™…‰ M…™…‰ ΩĘ̀ =x…EÚ…‰ o˘Œπ]ıı ®…‰ Æ˙J…i…‰ Ω÷̨B ®…È <∫…
|…∫i……¥… {…Æ˙ +{…x…“ ∫…Ω˛®… i… n‰˘i…… Ω⁄Δ˛
For the reason now explained, I concur in the proposal

208)  ¥…S……Æ˙…v…“x… EÚ…M…V… ®…Â ∫{…π]ı EÚ“ M…<« {… Æ˙Œ∫l… i… EÚ…‰ v™……x… ®…Â Æ˙J…i…‰
Ω÷̨B Ω˛¥……<« ™……j…… EÚ“ +x…÷®… i… n‰̆ nÂ̆
In view of the circumstances explained in the p.u.c. we
may permit air travel.

209) + ¶…¥…‰n˘x… = S…i… ®……v™…®… ∫…‰ x…Ω˛”  ®…±…… Ω‰˛* Ω˛®…Â <∫… {…Æ˙ EÚ…‰<«
EÚ…Æ«˙¥……<« EÚÆ˙x…‰ EÚ“ +…¥…∂™…EÚi…… x…Ω˛”
The representation has not been received through proper
channel. We need note take any action on it.

210) +x…÷®… i… n‰˘x…… ±……‰EÚ Ω˛i… E‰Ú |… i…E⁄Ú±… Ω˛…‰M……* |……l…«x…… +∫¥…“EfiÚi… EÚÆ˙
n˘“ V……B
It would be against public interest to give the permission.
The request may be rejected.

211) +Œxi…®…  §…±…  x…v……« Æ˙i… |…{…j… (°Ú…®…«) {…Æ˙ x…Ω˛” ΩĘ̈
The final bill is not on the prescribed form

212)  §…±…  x…®x… ±… J…i… +…{… k…™……Â E‰Ú ∫……l… ¥……{…∫…  EÚ™…… V……i…… ΩĘ̈
The bill is returned herewith with the following objections.

213) <∫… +Œxi…®…  §…±… {…Æ˙ ±…‰J…… ∂…“π…« x…Ω˛”  ±…J…… M…™…… ΩĘ̈
Head of account has not been given on the final bill.
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214) ¶…÷M…i……x… <∫… +x…÷®……x… ®…Â n˘“ M…<« n˘Æ˙…‰ ∫…‰ j…Ë®…… ∫…EÚÚ  EÚ™…… V……x…… ΩĘ̈
Payment is to be made quarterly at the rates given in this
estimate.

215) ™…Ω˛ Æ˙… ∂… +§… ¥…∫…⁄±… Ω˛…‰x…‰ ™……‰M™… x…Ω˛” Æ˙Ω˛“* <∫…‰ §…]¬ı]‰ı J……i…‰ ®…Â b˜…±…
( ±…J…)  n˘™…… V……B
This amount has become irrecoverable. May be written
off.

216) +x…÷®……‰n˘x… E‰Ú  ±…B x…“S…‰ Æ˙J…‰ ®…∫……Ën‰˘˘ E‰Ú +x…÷∫……Æ˙ Ω˛®… +…¥…∂™…EÚ
+ v…∫…⁄S…x……  x…EÚ…±… n‰˘
We may issue necessary notification as per draft place be-
low for approval

217) B‰∫…“ Œ∫l… i… ®…Â Ω˛®… {…fiπ`ˆˆ 5 / {…j……S……Æ˙ {…Æ˙ E‰Ú {…j… EÚ… + v…GÚ®…h…
EÚÆ˙i…‰ Ω÷˛B BEÚ {… Æ˙∂……‰ v…i… + v…∫…⁄S…x…… V……Æ˙“ EÚÆ˙ nΔ̆ ‰̆*
In the circumstances we may issue a revised notification in
the supersession of the one at page 5/c.

218) =®®…“n˘¥……Æ˙ E‰Ú S……±…-S…±…x… +…ËÆ˙ {…⁄¥…«¥…fik… EÚ… ∫…i™……{…x… EÚÆ˙  ±…™……
M…™…… ΩĘ̈ +…ËÆ˙ =∫…‰ ∫…xi……‰π…V…x…EÚ {……™…… M…™…… ΩĘ̈
Character and antecedents of the candidate have been
verified and found to be satisfactory.

219) ™…Ω˛ |…®… h…i…  EÚ™…… V……i…… ΩĘ̈  EÚ  §…±… EÚ“ Æ˙EÚ®… ∫…Ω˛“ ¥™… HÚ™……Â EÚ…‰
S…÷EÚ…<« M…<« ΩĘ̈
Certified that amount of the bill has been disbursed to the
proper persons.

220) ™…Ω˛ |…®…… h…i…  EÚ™…… V……i…… ΩĘ̈  EÚ J…Æ˙“n˘ §……V……Æ˙ E‰Ú x™…⁄x…i…®… ¶……¥… {…Æ˙
EÚ“ M…<« ΩĘ̈
Certified that the purchases have been made at the lowest
market rate.
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221)  n˘.....E‰Ú +…¥…‰n˘x… E‰Ú =k…Æ˙ ®…Â ∏…“.....EÚ…‰ ∫…⁄S…x…… n˘“ V……i…“ ΩĘ̈  EÚ
=xΩĄ̂ i……Æ˙“J…....∫…‰....i…EÚ... n˘x… E‰Ú  ±…B +ÃV…i… U÷Ù]¬ı]ı“ §…f¯…x…‰ EÚ“
®…ΔV…⁄Æ˙“ n‰̆ n˘“ M…<« ΩĘ̈
In reply  to his application dated....Shri....is informed that he
has been sanctioned an extension of earned leave for
........days  from .............to..........

222) ∏…“.....EÚ…‰Ú  n˘x……ΔEÚ.....EÚ“ =x…EÚ“ +ÃV…i… U÷Ù]¬ı]ı“ E‰Ú ∫…®§…xv… ®…Â
∫…⁄ S…i…  EÚ™…… V……i…… ΩĘ̈  EÚ =xΩ˛…‰x…‰ U÷Ù]¬ı]ı“ §…g¯…x…‰ EÚ“ V……‰ |……l…«x…… EÚ“ ΩĘ̀
¥…Ω˛ ®…ΔV…⁄Æ˙ x…Ω˛” EÚ“ V…… ∫…EÚi…“* +i…: =xΩ‰̨  x…n‰̆∂…  n˘™…… V……i…… ΩĘ̈  EÚ
¥…‰ n˘}i…Æ˙ ®…Â i…÷Æ˙xi… EÚ…®… {…Æ˙ +… V……BΔ* B‰∫…… x… EÚÆ˙x…‰ {…Æ˙ =x…E‰Ú  ¥…Ø˚r˘
™…l……‰ S…i… EÚ…Æ«̇¥……<« EÚ“ V……BM…“
With reference to his application dated....Shri...is informed
that extension of leave applied for cannot be granted. He is,
therefore, directed to report for duty in this office at once,
failing which appropriated action will be taken against him

223) ∏…“...E‰Ú  n˘x……ΔEÚ....E‰Ú +…¥…‰n˘x… E‰Ú |…∫…ΔM… ®…Â,  V…∫…®…Â =xΩ˛…‰x…‰
 n˘x……ΔEÚ...∫…‰...i…EÚ.. n˘x… EÚ“ +ÃV…i… U÷Ù]¬ı]ı“ E‰Ú  ±…B |……l…«x…… EÚ“ ΩĘ̈,
=x…EÚ…‰ ∫…⁄ S…i…  EÚ™…… V……i…… ΩĘ̈ =x…EÚ“ +…¥…‰ n˘i… U÷Ù]¬ı]ı“ ∫¥…“EfiÚi… EÚÆ˙
n˘“ M…<« ΩË˛
With reference to his application dated...for earned leave
for.....days from....to......Shri......is hereby informed that
the leave applied for has been sanctioned.

224) x…“S…‰  ±…J…“ Ω÷̨<« ¥…∫i…÷+…‰ EÚ“ {…⁄Ãi… E‰Ú  ±…B EfiÚ{…™…… +{…x…“  x…®x…i…®…
n˘ÆÂ̇ §…i……<B
Pls quote your lowest rate for the supply of the following
articles
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225)  x…®x… ±… J…i… {…Ω˛S……x… EÚ…b«˜ /�+∫l……<« {……∫… Æ˙n¬̆n˘ EÚÆ˙x…‰ E‰Ú  ±…B
±……Ë]ı…B V……i…‰ ΩĘ̈ -EfiÚ{…™…… |……Œ{i… EÚ“ ∫…⁄S…x…… nÂ̆*
The following identity cards / temporary passes are re-
turned herewith for cancellation - Please acknowledge
receipt

226) ¶…‰V…… V……i…… ΩË˛, ¶…‰V…‰ V……i…‰ ΩÈ˛, ¶…‰V…“ V……i…“ ΩĘ̈, ¶…‰V…“ V……i…“ ΩĘ̀
Is sent

227) ¶…‰V…… V…… Æ˙Ω˛… ΩĘ̈, ¶…‰V…‰ V…… Æ˙Ω‰̨ ΩĘ̀, ¶…‰V…… V…… ÆΩ˛“ ΩĘ̈, ¶…‰V…… V…… ÆΩ˛“ ΩĘ̈,
Is being sent

228) ¶…‰V…… M…™……, ¶…‰V…‰ M…B, ¶…‰V…“ M…<«, ¶…‰V…“ M…<»
Was sent

229) ¶…‰V…… M…™…… ΩË˛, ¶…‰V…‰ M…B ΩÈ˛, ¶…‰V…“ M…<« ΩË˛, ¶…‰V…“ M…<« ΩĘ̀
Has been sent

230) ¶…‰V…… M…™…… l……, ¶…‰V…‰ M…B l…‰, ¶…‰V…“ M…<« l…“, ¶…‰V…“ M…<« l…”
Had been sent

***
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|…∂……∫… x…EÚ ∂…§n˘…¥…±…“
Administrative Terminology

1. Acceptance ∫¥…“EfiÚ i…

2 Actual cost ¥……∫i… ¥…EÚ ±……M…i…

3 Above said ={…™…÷«HÚ

4 Absence +x…÷{…Œ∫l… i…

5 Accordingly i…n˘x…÷∫……Æ˙

6 Additional + i… Æ˙HÚ

7 Adverse |… i…E⁄Ú±…

8 Applicable ±……M…⁄

9 Appropriate = S…i…

10 Authorised |…… v…EfiÚi…

11 Basic pay ®…⁄±… ¥…‰i…x…

12 Basis +…v……Æ˙

I3 Beneficial ±……¶…|…n˘

14. Breach ¶…ΔM…

15. Break up §™……‰Æ˙…

16. Bring into notice v™……x… ®…Â ±……x……

17. By post b˜…EÚ ∫…‰

18. Bill payable n‰̆™…  §…±…



75

19. Bill receivable |……{™…  §…±…

20. Balance ∂…‰π…

21. Confirmation {…÷Œπ]ı

22. Call letter §…÷±……¥…… {…j…

23. Claim n˘…¥……

47. Entrust ∫……ËÈ{…x……

48. Estimate +x…÷®……x…

49. Evaluation ®…⁄±™……ΔEÚx…

50. Extension  ¥…∫i……Æ˙

51. Facilitate ∫…Æ˙±… §…x……x……

52. Facility ∫…÷ ¥…v……

53. Feasibility ∫……v™…i……

54. Financial  ¥…k…“™…

55. First aid |…l…®… ={…S……Æ˙

56. Fixed deposit +…¥… v…EÚ V…®……

57. Follow up action +x…÷¥…i…‘ EÚ…Æ«˙¥……<«

58. Foregoing {…⁄¥…«M…i… / {…⁄¥…«M……®…“
59. Forward +O…‰ π…i… EÚÆ˙x……

60. Furnish n‰˘x……

61. Gate pass M…‰]ı {……∫… / |…¥…‰∂… {…j…
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62. General condition ∫……®……x™… ∂…i…Á

63. Govern ∂……∫…x… EÚÆ˙x……

64. Grace period U⁄Ù]ı +¥… v…

65. Gradual GÚ ®…EÚ

66. Grant +x…÷n˘…x…, |…n˘…x… EÚÆ˙x……

67. Grateful EfiÚi…Y…, +…¶……Æ˙“

68. Grievance  ∂…EÚ…™…i… /  x…¥……Æ˙h…
69. Guidance ®……M…«n˘∂…«x…

70. Gross ∫…EÚ±…, E÷Ú±…

71. Handle ∫…Δ¶……±…x……

72. Hand over ∫……È{…x……, n‰˘x……

73. Hazard V……‰ J…®…

74. Head of account ±…‰J…… ∂…“π…«

75. Held  up Ø˚EÚ… Ω÷̨+…

76. Hold over ∫l… M…i… EÚÆ˙x……, Æ˙…‰EÚ ±…‰x……

77. Hereby <∫…E‰Ú u˘…Æ˙…

78. Herewith <∫…E‰Ú ∫……l…

79. Hindrance §……v……

80. Hire ¶……b˜…

81. Ideal +…n˘∂…«
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82. Illegal +¥…Ëv…

83. Immediate action i…iEÚ…±… EÚ…Æ«̇¥……<«

84. Immediate Officer +…∫…z… +… v…EÚ…Æ˙“

85. Implementation EÚ…™……«x¥…™…x…

86. Important ®…Ω˛i¥…{…⁄h…«

87. In advance {…Ω˛±…‰ ∫…‰

88. Initiate |……ΔÆ˙¶… EÚÆ˙x……

89. Interest §™……V…,  Ω˛i…

90. Issue V……Æ˙“ EÚÆ˙x……

91. Job requirements EÚ…™…« +{…‰I……Bƒ

92. Joining date EÚ…™…«O…Ω˛h… i……Æ˙“J…

93. Joint venture ∫…Δ™…÷HÚ =t®…

94. Jurisdiction + v…EÚ…Æ˙ I…‰j…

95. Junior most EÚ x…π`ˆi…®…

96. Kind perusal EfiÚ{……{…⁄¥…«EÚ +¥…±……‰EÚx…

97. Knock off EÚ…®… Æ˙…‰EÚx……

98. Knowingly V……x…§…⁄Z…EÚÆ˙

99. Kin ∫…Δ§…Δv…“

100. Key ®…÷J™…, E÷ΔÚV…“

101. Labour ∏…®…
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102. Last date +Δ i…®…  i… l…

103. Launch |……ÆΔ˙¶… EÚÆ˙x……

104. Level ∫i…Æ˙

105. Liable =k…Æ˙n˘…™…“, n‰˘x…n˘…Æ˙,  V…®®…‰n˘…Æ˙

106. Limit ∫…“®……

107. List ∫…⁄S…“

108. Local ∫l……x…“™…

109. Lowest rate  x…®x…i…®… n˘Æ˙

110. Letter of credit ∫……J… {…j…

111. Maintain +x…÷Æ˙I…h… EÚÆ˙x…… / §…x……B Æ˙J…x……

112. Make up EÚ®…“ {…⁄Æ˙… EÚÆ˙x……

113. Management |…§…Δv…x…

114. Mandatory + x…¥……™…«

115. Manpower V…x…∂… HÚ

116. Manufacture  ¥… x…®……«h…

117. Maximum + v…EÚi…®…

118. Measures ={……™…

119. Minutes EÚ…™…«¥…fik… /  ]ı{{…h…“
120. Modification +…∂……‰v…x…

121. Necessary action +…¥…∂™…EÚ EÚ…Æ«̇¥……<«
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122. Neglect ={…‰I……

123. Net amount  x…¥…±… Æ˙… ∂…

124. No admission |…¥…‰∂…  x… π…n¬̆v… / +Δn˘Æ˙ +…x…… ®…x…… ΩĘ̈

125. Nominate x…… ®…i… EÚÆ˙x……

126. Non official M…ËÆ˙ ∫…Æ˙EÚ…Æ˙“, +∂……∫…EÚ“™…

127. Non refundable +|… i…n‰˘™…

128. Note portion  ]ı{{…h…“ ¶……M…

129. Notification + v…∫…⁄S…x……

130. Not sufficient +{…™……«{i…

131. Objection +…{… k…

132. Obligation §……v™…i……, n˘… ™…i¥…

133. Obsolete +|…S… ±…i…

134. Occurance P…]ıx……

135. Officially ∫…Æ˙EÚ…Æ˙“ i……ËÆ˙ {…Æ˙

136. Officiating ∫l……x……{…z…

137. Omission S…⁄EÚ

138. On the job training EÚ…™…««∫l…±…“™… |… ∂…I…h…

139. Organize +…™……‰ V…i… EÚÆ˙x……

140. Over time ∫…®…™……‰{… Æ˙, + i… Æ˙HÚ ∫…®…™…

141. Paid |…n˘k…
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142. Partial +…Δ ∂…EÚ

143. Particular  ¥…∂…‰π…

144. Payable n‰˘™…

145. Payee +…n˘…i……

146. Payment ¶…÷M…i……x…

147. Pending ±…Δ §…i…, + x…h…‘i…

148. Performance  x…π{……n˘x…

149. Preferable + v…®……x™…

150. Priority |……l… ®…EÚi……

151. Qualification ™……‰M™…i……

152. Quality M…÷h…¥…k…… /  M…÷h…i……
153. Quantity ®……j……

154. Quarterly  i…®……Ω˛“

155. Query |…∂x…

156. Quit UÙ…‰b˜x……

157. Quatation n˘Æ˙ ∫…⁄S…“, =n¬˘v…Æ˙h…, EÚ…‰]‰ı∂…x…

158. Rate n˘Æ˙

159. Reasonable = S…i…

160. Receipt {……¥…i…“

161. Receive |……{i… EÚÆ˙x……
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162. Recognition ®……x™…i……, {…Ω˛S……x…

163. Recommend  ∫…°Ú… Æ˙∂…

164. Reconciliation ∫…®……v……x…

165. Reconstitution {…÷x…M…«`ˆx…

166. Recoupment |… i…{…⁄Ãi…

167. Rectification {… Æ˙∂……‰v…x…, ∫…÷v……Æ˙x……

168. Redressal  x…¥……Æ˙h…

169. Reference ∫…Δn˘¶…«

170. Regularization  x…™… ®…i…“EÚÆ˙h…

171. Safe custody ∫…ΔÆ˙ I…i… + ¶…Æ˙I……

172. Salient |…®…÷J…

173. Sanction ®…ΔV…⁄Æ˙“

174. Satisfactory ∫…Δi……‰π…V…x…EÚ

175. Schedule +x…÷∫…⁄S…“

176. Scrutiny ∫…Δ¥…“I……

177. Sealed ®……‰Ω˛Æ˙§…Δn˘

178. Specification  ¥… x…nÊ˘∂…

179. Supply +…{…⁄Ãi…

180. Survey ∫…¥…ÊI…h…

181. Tackle ∫…÷±…Z……x……,  x…{…]ıx……
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182. Take over EÚ…™…«¶……Æ˙ ±…‰x……

183. Target ±…I™…

184. Task EÚ…™…«, EÚ…®…

185. Tax exemption EÚÆ˙ U⁄Ù]ı

186. Technology |……Ën¬˘˘™……‰ M…EÚ“

187. Temporary +∫l……™…“

188. Tenure +¥… v…, EÚ…™…«EÚ…±…

189. Termination ∫…®……Œ{i…

190. Terms and condition  x…™…®… B¥…Δ ∂…i…ÊÁ

191. Ultimate +Δ i…®…

192. Unanimous BEÚ®…i…, ∫…¥…«∫…®®…i…

193. Unavoidable +{… Æ˙Ω˛…™…«

194. Under +v…“x…, +¥…Æ˙

195. Under consideration  ¥…S……Æ˙…v…“x…

196. Under signed +v……‰Ω˛∫i……I…Æ˙“

197. Undertake ±…‰x……

198. Undoubtedly  x…∫∫…Δn‰˘Ω˛

199. Unfit +™……‰M™…

200. Uptodate +ti…x…

201. Vague +∫{…π]ı
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202. Valid ¥…Ëv…
203. Valuation ®…⁄±™……ΔEÚx…
204. Verification ∫…i™……{…x…
205. Vessel {……‰i…
206. Vetting {…÷x…Æ˙“I…h…
207. Void ∂…⁄x™…
208. Voluntary ∫¥…ËŒSUÙEÚ
209. Vacancy  Æ˙ HÚ
210. View point o˘Œπ]ıEÚ…‰h…
211. Wage ®…W…n⁄˘Æ˙“
212. Want +¶……¥…, +…¥…∂™…EÚi……
213. Ways i…Æ˙“E‰Ú
214. Welfare EÚ±™……h…
215. Wharf P……]ı
216. Whereas V…§… EÚ
217. Withdrawal ¥……{…∫…“
218. Without delay + ¥…±…Δ§…
219. Write off §…]¬ı]‰ı J……i…‰ ®…Â b˜…±…x……
220. Warning S…‰i……¥…x…“
221. Yard stick ®……x…nΔ˘˘b˜
222. Year ¥…π…«
223. Yearly ¥……Ãπ…EÚ

224. Zonal +…ΔS… ±…EÚ
***
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§……‰±…S……±… EÚ“  Ω˛xn˘“ / Spoken Hindi

1. How much time will take?  EÚi…x…… ∫…®…™… ±…M…‰M…… ?
2. Wait for me ®…‰Æ˙… <Δi…W……Æ˙ EÚÆ˙…‰

3. Stop here ™…Ω˛…ƒ Æ˙…‰EÚ…‰

4. How much  EÚi…x…… Ω÷˛+…

5. Okay `ˆ“EÚ ΩĘ̈

6. How EËÚ∫…‰

7. What C™……

8. When EÚ§…

9. Where EÚΩ˛…ƒ

10. Which  EÚ∫…

11. Who EÚ…Ëx…

12. Why C™……Â

13. Whose  EÚ∫…EÚ…

14 Please Keep here ¥…Ω˛…ƒ Æ˙J… n˘“ V…B

15 Please make it fast V…±n˘“ EÚ“ V…B

16 Enough §…∫…

17 This will do ™…Ω˛ EÚ…°Ú“ ΩĘ̈

18 Take this ™…Ω˛ ±…“ V…B

19 How  are  you +…{… EËÚ∫…‰ ΩÈ˛

20 I am fine ®…È `ˆ“EÚ Ω⁄ƒ˛

21 May I  know your name +…{…EÚ… ∂…÷¶…x……®… C™…… ΩĘ̈
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22 My best wishes ®…‰Æ˙“ ∂…÷¶…EÚ…®…x……Bƒ

23 See you again  °ÚÆ˙  ®…±…ÂM…‰

24 Thank you v…x™…¥……n /̆ ∂…÷ GÚ™……
25 Bring water {……x…“ ±……+…‰

26 Go home P…Æ˙ V……+…‰

27 Drink tea S……™…  {…+…‰

28 Speak the truth ∫…S… §……‰±……‰

29 Keep quiet S…÷{… Æ˙Ω˛…‰

30 Go there =v…Æ˙ S…±……‰

31 Come here <v…Æ˙ +…+…‰

32 Do the work EÚ…®… EÚÆ˙…‰

33 Hear my words ®…‰Æ˙“ §……i… ∫…÷x……‰

34 Very nice §…Ω÷˛i… +SUÙ…

35 Anything else +…ËÆ˙ C™…… ΩË˛

36 Don’t speak loudly V……‰Æ˙ ∫…‰ ®…i… §……‰±……‰

37 Don’t go alone +E‰Ú±…‰ ®…i… V……+…‰

38 Who are you +…{… EÚ…Ëx… ΩË˛

39 Where are you from +…{… EÚΩ˛…ƒ˛ E‰Ú Æ˙Ω˛x…‰¥……±…‰ ΩÈ˛

40 What is your job +…{… C™…… EÚ…®… EÚÆ˙i…‰ ΩĘ̀

41 What time is it C™…… ∫…®…™… Ω÷˛+…

42 Let him come =∫…‰ +…x…‰ n˘“ V…B

43 Let us wait for sometime Ω˛®… E÷ÚUÙ n‰̆Æ˙ +…ËÆ˙ |…i…“I…… EÚÆÂ̇
***
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1 BEÚ
2 n˘…‰
3 i…“x…
4 S……Æ˙
5 {……ƒS…
6 UÙΩ˛
7 ∫……i…
8 +…`ˆ
9 x……Ë
10 n˘∫…
11 M™……Æ˙Ω˛
12 §……Æ˙Ω˛
13 i…‰Æ˙Ω˛
14 S……Ën˘Ω˛
15 {…xp˘Ω˛
16 ∫……‰±…Ω˛
17 ∫…j…Ω˛
18 +`ˆ…Æ˙Ω˛
19 =z…“∫…
20 §…“∫…
21 <CEÚ“∫…
22 §……<«∫…
23 i…‰<«∫…
24 S……Ë§…“∫…
25 {…SS…“∫…

26 UÙ§§…“∫…
27 ∫…k……<«∫…
28 +`ˆ…<«∫…
29 =x…i…“∫…
30 i…“∫…
31 <EÚi…“∫…
32 §…k…“∫…
33 i…Èi…“∫…
34 S……Èi…“∫…
35 {…Èi…“∫…
36 UÙk…“∫…
37 ∫…Èi…“∫…
38 +b˜i…“∫…
39 =x…i……±…“∫…
40 S……±…“∫…
41 <EÚi……±…“∫…
42 §…™……±…“∫…
43 i…Èi……±…“∫…
44 S…¥……±…“∫…
45 {…Èi……±…“∫…
46  UÙ™……±…“∫…
47 ∫…Èi……±…“∫…
48 +b˜i……±…“∫…
49 =x…S……∫…
50 {…S……∫…

51 <C™……¥…x…
52 §……¥…x…
53  i…Æ˙{…x…
54 S……Ë¥…x…
55 {…S…{…x…
56 UÙ{{…x…
57 ∫…k……¥…˘x…
58 +`ˆ…¥…x…
59 =x…∫…`ˆ
60 ∫…… ˆ̀
61 <EÚ∫…`ˆ
62 §……∫… ˆ̀
63  i…Æ˙∫…`ˆ
64 S……Ë∫… ˆ̀
65 {…Ë∫…`ˆ
66  UÙ™……∫… ˆ̀
67 ∫…b˜∫…`ˆ
68 +b˜∫…`ˆ
69 =x…Ω˛k…Æ˙
70 ∫…k…Æ˙
71 <EÚΩ˛k…Æ˙
72 §…Ω˛k…Æ˙
73  i…Ω˛k…Æ˙
74 S……ËΩ˛k…Æ˙
75 {…S…Ω˛k…Æ˙

76  UÙΩ˛k…Æ˙
77 ∫…i…Ω˛k…Æ˙
78 +`ˆıΩ˛k…Æ˙
79 =x……∫…“
80 +∫∫…“
81 <C™……∫…“
82 §…™……∫…“
83  i…Æ˙…∫…“
84 S……ËÆ˙…∫…“
85 {…S……∫…“
86  UÙ™……∫…“
87 ∫…i……∫…“
88 +`ˆ…∫…“
89 x…¥……∫…“
90 x…§§…‰
91 <C™……x…§…‰
92 §……x…§…‰
93  i…Æ˙…x…§…‰
94 S……ËÆ˙…x…§…‰
95 {…S……x…§…‰
96  UÙ™……x…§…‰
97 ∫…i……x…§…‰
98 +`ˆ…x…§…‰
99  x…x™……x…§…‰
100 BEÚ ∫……Ë

+ΔEÚ…‰ EÚ“ ®……x…EÚ ¥…i…«x…“
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®……Ω̨ E‰Ú x……®…

∫…{i……Ω˛ E‰Ú x……®…

∫…{i……Ω˛, ®…Ω˛“x…‰,  M…x…i…“
Weeks, Months, Numbers

∫……‰®…¥……Æ˙ = Monday ®…ΔM…±…¥……Æ = Tuesday §…÷v…¥……Æ  = Wednesday

M…÷Ø˚¥……Æ ˙= Thursday ∂…÷GÚ¥……Æ = Friday ∂… x…¥……Æ˙ = Saturday
Æ˙ ¥…¥……Æ˙ = Sunday

V…x…¥…Æ˙“ = January °ÚÆ˙¥…Æ˙“ = February ®……S…« = March +|…Ë±…= April

®…<«« =  May V…⁄x… = June V…÷±……<« = July +M…∫i… = August

 ∫…i…Δ§…Æ˙ = September +H⁄Ú§…Æ˙ = October x…¥…Δ§…Æ ˙= November

 n˘∫…Δ§…Æ˙= December

¶……Æ˙i…“™… +ΔEÚ…Â EÚ… +Δi…Æ˙Æ…̇π]≈ı“™… ∫¥…∞¸{… 1 2 3 4 5 6 7 8 9 10
1, 000  BEÚ Ω˛V……Æ˙       1,00,000 BEÚ ±……J… 1,00,00,000 BEÚ EÚÆ…̇‰b̃

1/4 {……¥… 1/2   +…v…… 2 1/4   ∫…¥…… n˘…‰

2 1/2f¯…<« 3/4    {……Ëx…… 2 3/4  {……Ëx…‰ i…“x…

1 1/2 BEÚ §…]ı… n̆…‰ 3 1/4  ∫…¥…… i…“x… 1 1/4  ∫…¥……

3 1/2  ∫……f‰¯ i…“x… 1 3/4  {……Ëx…‰ n˘…‰ (BEÚ i…“x… 3 3/4  {……Ëx…‰ S……Æ˙
     §…]ı… S……Æ˙)

First   I   |…l…®…   Second II    u˘i…“™… Third  III  i…fii…“™…

Fourth  IV  S……Ël…… Fifth  V  {……ΔS…¥……Δ   Sixth VI     UÙ`ˆ…ˆ

Seventh  VII  ∫……i…¥…… Eighth VIII  +…`ˆ¥……Δ Ninth IX  x…¥……Δ

Tenth X   n˘∫…¥……Δ
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Hour P…Δ]ı…
Yesterday EÚ±…
Today +…V…
Tomorrow EÚ±…
Day before yesterday / after tomorrow {…Æ˙∫……Â
Tonight +…V… Æ˙…i…
Week Ω˛}i…… / ∫…{i……Ω˛
Fortnight {…J…¥……c˜… / {…I…
Month ®…Ω˛“x……
Year ¥…π…«
Morning ∫…§…‰Æ‰˙ / ∫…÷§…Ω˛
Evening ∂……®…
Night Æ˙…i…
Day  n˘x… /  n˘¥…∫…
East {…⁄¥…« /  {…⁄Æ˙§…
West {…Œ∂S…®…
North =k…Æ˙
South n˘ I…h…
Right n˘…™…”
Left §……™…”

∫……®……x™… ∂…§n˘
Routine words

***
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EÚ…‰  to, for, towards

=∫…EÚ…‰ - to him
Æ˙®…… EÚ…‰ - for Rema
®…Èx…‰ Æ˙…V…x… EÚ…‰ n‰˘J……* I saw Rajan.
®……‰Ω˛x… x…‰ =x…EÚ…‰ §…÷±……™……* Mohan called him

∫…‰  with, by, for, from, than, since.

P…Æ˙ ∫…‰ -   from house
Æ˙®…… ∫…‰ -  than Rema
EÚ±… ∫…‰ -  Since tomorrow
®…È EÚ±…®… ∫…‰  ±…J…i…… Ω⁄ƒ̨* I write with pen.
Æ˙…®… ∫…‰ Æ˙…¥…h… ®……Æ˙… M…™……* Ravana was killed by Rama

EÚ…, E‰Ú, EÚ“  of, belonging to
EÚ…, E‰Ú, or EÚ“ is used according to the number and gender
of the following word.
Æ˙®…… EÚ… ¶……<« (¶……<« masculine singular)
n∂…Æ˙l… E‰Ú {…÷j… ({…÷j… masculine plural)
P…Æ˙ EÚ“ Œ∫j…™……ƒ (Œ∫j…™……ƒ Feminine plural)

 Ω˛xn˘“ ¥™……EÚÆ˙h…

Hindi Grammer

 ¥…¶… HÚ |…i™…™… / Case endings
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®…Â, {…Æ˙ - ®…Â in, {…Æ on
n˘¥……i… ®…Â ∫™……Ω˛“ ΩĘ̈* There is ink in the inkpot.
C±……∫… ®…Â  ¥…n¬̆™……l…‘ ΩĘ̀* There are student in the class room.
n˘“¥……Æ˙ {…Æ˙ BEÚ i…∫¥…“Æ˙ ΩĘ̈* There is a picture on the wall.

™……‰V…EÚ / Conjunction

+…ËÆ˙ - +…ËÆ˙ is used for and
+®…±… +…ËÆ˙ ∫…x…±…
Amal and Sanal

 EÚ -  EÚ is used in the meaning that, or at once, because
+v™……{…EÚ x…‰ EÚΩ˛…  EÚ EÚ±… U÷Ù]¬ı]ı“ ΩĘ̈* Teacher said that tomor
row is holiday

<i…x……... EÚ - <i…x……...  EÚ  is used in the meaning this much
(so)....that to connect two sentences.
i……V…®…Ω˛±… <i…x…… ∫…÷Δn˘Æ˙ ΩË˛  EÚ n‰˘J…x…‰¥……±…‰ §……Æ˙ §……Æ˙ n‰˘J…x…… S……ΩÂ˛M…‰
Tajmahal is so beautiful, that viewers will wish to see again
and agian.

+M…Æ˙...i……‰ (™… n˘...i……‰)
In the meaning if....then +M…Æ˙ ™… n˘...i……‰ is used to connect
two clauses
+M…Æ˙ i…÷®… +SUÙ“ i…Æ˙Ω˛ {…g¯…‰M…‰ i……‰ {…Æ˙“I…… ®…Â =k…“h…« Ω˛…‰M…‰
If you will study well, you will pass the examination.



91

 V…i…x……...=i…x……...

 V…i…x……...=i…x……... is used in the meaning as much as - that
much

∫……V…x…  V…i…x…… J…… ∫…EÚi…… ΩË˛ =i…x…… x…Δn˘x… x…Ω˛” J…… ∫…EÚi……
As much as Sajan can eat that much Nandan cannot.

V…Ω˛…ƒ....¥…Ω˛…ƒ

V…Ω˛…ƒ..¥…Ω˛…ƒ is used in the meaning ‘where...there’ to connect
sentences.

V…Ω˛…ƒ BEÚi…… ΩË˛ ¥…Ω˛…ƒ ∂… HÚ ΩË˛
Where there is unity, there is strength.

V…§…...i…§…..

V…§… i…§… is used in the meaning ‘when...then’ to connect
sentences.

V…§… +v™……{…EÚ C±……∫… ®…Â +…™…‰ i…§…  ¥…n˘™……l…‘ = ‰̀̂
When the teacher came to the class room, all the students
stood up.

 V……‰.... ¥…Ω˛, V……‰.... ¥…‰
This conjuction is used in the meaning ‘who, which...he, they’.

V……‰ ±…c˜EÚ… +¶…“ ™…Ω˛…ƒ +…™…… ¥…Ω˛ ∫……V…x… EÚ… ¶……<« ΩĘ̈

The child who came there just now is Sajan’s brother.
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Ω˛“ x…Ω˛”....§…Œ±EÚ
Ω˛“ x…Ω˛”....§…Œ±EÚ is used in the meaning ‘not only...but also’ to
connect two sentences.
¥…‰ +v™……{…EÚ Ω˛“ x…Ω˛” §…Œ±EÚ ∫…… Ω˛i™…EÚ…Æ˙ ¶…“ l…‰
He is not only a teacher but also is a man of letters

™…t {….....i…l…… {… /  °ÚÆ˙ ¶…“
In the meaning ‘although...still/yet’ connecting  two sentences

™…n¬̆™… {… =∫…x…‰ +SUÙ“ i…Æ˙Ω˛ {…g¯…  °ÚÆ˙ ¶…“ ¥…Ω˛ Ω˛…Æ˙ M…™……

Although he studied well, (still) he failed.

V…Ë∫……...¥…Ë∫……
V…Ë∫……...¥…Ë∫…… is used in the meaning ‘as...so’

V…Ë∫…… Æ˙…V…… Ω˛…‰M…… ¥…Ë∫…“ |…V…… ¶…“ Ω˛…‰M…“

As the king so will be the people.

V…Ë∫……...V…Ë∫…‰...¥…Ë∫…‰ ¥…Ë∫…‰ / V™……Â V™……Â...i™……Â i™……Â As...at that time.

BEÚ EÚ…™…« E‰Ú ∫……l… n⁄̆∫…Æ˙… EÚ…™…« ¶…“ Ω˛…‰i…… V……B, B‰∫…… |…™……‰M… ΩĘ̈ V…Ë∫…‰
V…Ë∫…‰....¥…Ë∫…‰ ¥…Ë∫…‰* V™……Â V™……Â....i™……Â i™……Â, <∫…E‰Ú ∫…®……x……l…« ®…Â |…™…÷HÚ
Ω˛…‰i…… ΩË˛

V…Ë∫…‰ V…Ë∫…‰ ∫…⁄Æ˙V… b⁄˜§…i…… M…™…… ¥…Ë∫…‰ ¥…Ë∫…‰ |…EÚ…∂… EÚ®… Ω˛…‰i…… M…™……
As the  sun was disappearing the light was decreasing.
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S…⁄ƒ EÚ...<∫… ±…B

S…⁄ƒ EÚ...<∫… ±…B  is used in the meaning ‘because / since...so/
hence’ S…⁄ƒ EÚ reason <∫… ±…B matter

S…⁄ƒ EÚ ®…÷Z…‰ §…÷J……Æ˙ ΩË˛ <∫… ±…B ®…È ∫E⁄Ú±… x…Ω˛” V……i……
Since I am suffereing from fever, So I am not going to school.

V™……ÂΩ˛“....i™……ÂΩ˛“

To indicate the time, at the time of one matter another matter
also occured use V™……ÂΩ˛“....i™……ÂΩ˛“ in the meaning as soon as....at
that time.

V™……ÂΩ˛“ ®…È ∫E⁄Ú±… {…Ω⁄ƒ̨S……, i™……ÂΩ˛“ P…Δ]ı“ §…V…“
As soon as I reached the school, the bell rang.

x…...x…

In negative meaning ‘not....or’ to tell more than one matter,
x…...x… is used to connect sentences.

C±……∫… ®…Â x… ±…c˜E‰Ú ΩĘ̈ x… ±…c˜ EÚ™……ƒ

There are no boys in the class or girls

x… i……‰....x…
To connect sentences 'x… i……‰....x…' is used in the meaning
‘neither...nor’

 ¥…V…™… E‰Ú {……∫… x… i……‰ EÚ±…®… ΩĘ̈, x… {…Â ∫…±…
Vijay has neither pen nor pencil

***
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{…÷œ±±…M… E‰Ú  x…™…®… / Rules of Masculine Gender

1. The words which end with + are masculine.
P…Æ˙, Ω˛…l…, {…ËÆ˙

2. The words which end with  +… are masculine.
EÚ{…c˜…, {…Ë∫……, {… Ω˛™……

3. The names of metals are masculine in gender
±……‰Ω˛…, ∫……‰x……, i……ƒ§……

4. The names of grains are masculine in gender.
S……¥…±…, M…‰Ω⁄ƒ̨, V……Ë

5. The names of trees are masculine in gender
 {…“{…±…, §…c˜, x…“®…

6. The names of planets are masculine in gender
 ∫…⁄™…«, S…Δp˘, i……Æ˙…

7. The names of mountains are masculine in gender.
 Ω˛®……±…™…, EËÚ±……∫…, ∫…¡… p˘

8. The names of countries are masculine in gender
¶……Æ˙i…, S…“x…, V……{……x…

9. The names of weeks are masculine in gender
Æ˙ ¥…¥……Æ˙, ∫……‰®…¥……Æ˙, ®…ΔM…±…¥……Æ˙

10. The names of months are masculine in gender
S…Ëj…, ¥…Ë∂……J…, V™…‰π`ˆ

11. The names of oceans are masculine in gender
ÀΩ˛n˘ ®…Ω˛…∫……M…Æ˙, |…∂……Δi… ®…Ω˛…∫……M…Æ˙

12. The names of denote groups are masculine in gender
n˘±…, ∫…ΔP…, ∫…®…⁄Ω˛, ®…Δb˜±…

***
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∫j…“À±…M… E‰Ú  x…™…®…  / Rules of Feminine Gender

1. The words ending in <« are feminine in gender
Æ˙…‰]ı“, ]ı…‰{…“, x…n˘“,  S…]¬ı`ˆ“, §……‰±…“, ±…‰J…x…“, etc.
(But {……x…“, P…“, ®……‰i…“, n˘Ω˛“  are masculine)

2. The names of rivers, the names of dates and the names of
stars are feminine in gender.
    M…ΔM……, ™…®…÷x……, EÚ…¥…‰Æ˙“,
   |…l…®……, i…fii…“™……, S…i…÷l…‘,
   +∂¥…i…“, ¶…Æ˙h…“, EÚ…Ãi…EÚ…, Æ˙…‰ Ω˛h…“
3. The noun words ending with +…<«, Ω˛]ı, ¥…]ı, i…… are feminine in
gender

>ƒS……<«, S……Ëc˜…<«, ±…Δ§……<«
+…Ω˛]ı,  S…±±……Ω˛]ı
∫…V……¥…]ı, §…x……¥…]ı
∫…Æ˙±…i……, EÚ…‰®…±…i……

4. The words ending with <™…… are feminine in gender
M…÷ b˜™……,  b˜ §…™……,  S… b˜™……, n÷̆ x…™……,  §… ]ı˜™……
(But ¶…‰ c˜™……, b˜… EÚ™…… are masculine)

5. The words ending in i… are feminine in gender
§……i…, Æ˙…i…, ±……i…, UÙi…
(But : J…i…, i…Ji…, ¥…HÚ are masculine)
6. The words ending in J… are feminine in gender.
+…ƒJ…, ¶…⁄J…, <«J…, S…“J…
(But :n÷̆J…, ∫…÷J…, ®…÷J…, {…ΔJ… are masculine)
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