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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.



W St AT At 9 Helel T ol
IMPORTANT POINTS OF OFFICIAL LANGUAGE
POLICY OF THE UNION

%) &<t ol F@9 o T % w9 7 14 @dew 1949 @

WHR AT T | Tk a8 § e | ST o Hae |
4R 343 ¥ 351 qF T H T

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.

T) RAF G T4 61 grT 343 (1) F SER T 6 1T

)

st 3R 9 JoER B
As per section 343(1)of the Indian Constitution, Official
Language of the Union shall be Hindi and script Devnagari.

T o TSThIT TS o T G gHaTel 31shl o B9
IR 37l T FRTZE €T 2|

The shape/forms of the numbers used for official purposes

of the Union shall be the same as used in international forms.

ITSTHTET 37 & 199 1963
Official Language Act 1963

TT NG TG h AR TG 3R T Sl T FAqT 1 geft
ST STETE ST B
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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73 & ! TR /Date of passing thisact 10-05-1963
Fﬂ'{[%ﬁ %! dRRE/Date of implementation 26-01-1965
%1 1T /Total no.of sections 09

tlﬁTff Ciral) Important sections 3(3)

gRT 3(3) & 3TAR T & T SArersi | ST & | -\
et o1 TET 27 e & | Tehod, WIEROT ST, T9H, 37 g,
TSI 1o 37 31 Y daed, U9 aiftaat, §6g & SF1 91 &
et TEId U ST TXHRT AT, © 38T, IR, 37
(), ST O (W HE), o1 Yo, =81 G AT
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.

AT Tt I | W AW R, @, 7, AT g § aifer T ¥ |

On the basis of languages the whole nation has been
divided into three Regions ‘A’, ‘B’, ‘C’.

® AT/ Region ‘A’

I IR Uttar Pradesh
TER Bihar
& LTI Haryana



TS TR Himachal Pradesh
e TR Madhya Pradesh
TSI Rajasthan
3{eAM g FHER 59 98 Andaman & Nicobar Islands
BTG Chatisgarh
EIEE] Jharkhand
SIES Uttarakhand

T & Region ‘B’
Tsd Gujarat
HENTE Maharashtra
EEIE Punjab
dENTE Chandigarh
AT 3R L Daman & Diu

T 3R R &9l T T9 &3 Dadar & Nagar Haveli UTs

1 8= /Region <C’

P AR W T H 3foet T TS Bl Biew Tl T
All state except those mentioned under ‘A’ & ‘B’

keksk



TSTATET 799 1976 / Official Language Rules 1976

TS A gTIH 1963 &t 9RT 8 gRT WS WHAT H
TR Y IRA WHR A IS 7799 1976 s )
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

%l \9H / Total Rules —12
Hewqul =W / Important Rules

7w /[ Rule -5

&l § o T T % I R

Reply in Hindi for the letters received in Hindi
a9 - 6 /Rule-6

gRT 3(3) & 3Tl IEATAST IR AR A Aol 37 TR
H Jg FARTd FAT B F A IWES F TG T H
&=l 2R 3PS SFr e H SR 8|

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.
a9 - 11 /Rule -11

ot e FE, T, AT U2, TS i TeY, TG -
T, G- |EW, OF 9N, STRI%T 0 Schiol o f&al 31
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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

a9 - 12 /Rule -12
UATAA =T 3XST I /Responsibility of compliance

T AT o T Ah T T I8 TR I A &
I8:

It shall be the responsibility of the Administrative Head of
each office:

* g AR I F NI TN R A AT * UG B
g ad ®T 9 I & T ¢ |
To ensure that the provisions of the Act and Rules are
properly compiled with.

* T TN & T SUH 3R TSR] S T U Y |

To devise suitable and effective check points for this
purposes.
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dHNT / DEPARTMENTS

Civil Engineering
CMD’s Office

Defence Projects
Design

Factory Manager
Finance

General Store
Hull

Human Resources Development

Industrial Relations
Indigenous Aircraft Carrier
Information Technology
Information System

Infra Projects

Internal Audit

Inspection & Quality Control
Laboratory

Marketing

Materials

Marine Engineering

I IS TarT
3Te] TF WY ATh
FT FEAT
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ENIEN

FREHT THF

o

THT 9USR

&

HHE GEET R
3T T Gey
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T W TRt
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I TGS
A TH QTR
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Medical Centre
Naval Project, Materials &

Procurement

Office of Company Secretary
Outfit

Personnel & Administration
Planning

Project

Public Relations

Safety & Fire Services
Ship Building

Ship Repair

Ship Repair Commercial
Ship Repair Operations
Ship Repair Planning &
Materials (SRP&M)

Tech. & Forward Planning
Technical Library
Telephone Exchange
Training Institute

Utilities & Maintenance

T HedT F

9 AT, | e
o7

FHOA TG HT BT
33 e
FHIT Td T
ST

T TS

S Gush

T TS A9 Far
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93T / DESIGNATIONS

Chairman & Managing Director 3T&98T Ud a9 Q¥

Director (Operations)
Director (Finance)
Director (Technical)
Chief General Manager
General Manager

Dy. General Manager
Asst. General Manager
In Charge

Sr.Manager

Manager

Dy. Manager

Asst. Manager
Company Secretary
Private Secretary

Executive Trainee

Port Facility Security Officer

Project Officer
Liaison Officer
Welfare Officer
Chief Medical Officer

59 (T=TeT)
Bt )
RIF (AR
T el e
Hel Jd~¥h

39 Hel JUd~¥h
Heldsh Hel Ud-dsh
TRT
ERECSESELSED
EERSER

3U Yd<¥h

Heldeh Ud-¥h
FHuAr qTT

T g
FHTIUTCTeR T 9TeTTe
U G TN GRET 3T BRI
TS 37 g
Hueh 37 eehrT
AT 3T TR

T T HHT 3T YR




Chief Vigilance Officer
Asst. Vigilance Officer
Staff Officer

Asst. Fire Officer
Chief Safety Officer

Accountant

Accounts Officer
Administrative Officer
Assistant

Assistant Accounts Officer
Assistant Administrative Officer
Assistant Canteen Officer
Assistant Engineer
Assistant Private Secretary
Assistant Stores Officer
Asst Fire Inspector
Attender

Boiler Attendant

Canteen Worker

Chargeman
Cook
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Crane Operator (Diesel) FT AR (ST
Deputy Chargeman Engineering 39 SISt S ERIEe
Deputy Chargeman Machining 39 TSI g
Deputy Chargemen 3T AT

Deputy Private Secretary 3T TS GO
Deputy Superintendant Office ~ 39 3T FEe
Deputy Superintendent Console 39 3TelieTeh et
Deputy Superintendent Draftsman 39 3TeTeTeh @W}'ﬁ?
Deputy Superintendent EDP 37 3efteteh ST
Deputy Superintendent Stenography ST 3TelteTeh TR AT T
Deputy Superintendent Stores 39 3TeleTsh UK
Dy. Chargeman Electrical cranes 39 TSTa - $cdlr<;r;°hvl T

Engineer (SG) EH TR (TT= T)
Ferro Printer W IR

Fire Watchman ERR A
Fireman EARIGE]

Fitter Electrical e 3o Ezey
Fitter Electronics heZY TAfae! Ao
Fitter Maintenance ARG b R
Fitter Pipe RICAREIER]

Fitter Structural HZZT e

Gardener TSR /AT
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General Worker

Heavy Vehicle Driver

Hindi Translator-cum-Instructor

Instrument Mechanic

Janitor

Junior Commercial Assistant
Junior Chargeman

Junior Chargeman (S&FS)

Junior Chargeman Diesel cranes
Junior Chargeman Fire Engine

Junior Chargeman Light Vehicle

Junior Chargeman Rigging
Junior Safety Inspector
Junior Superintendant Office

Junior Superintendent

Junior Superintendent Laboratory

Junior Superintendent Stenography

Junior Superintendent Stores
Laboratory Assistant

Lascar

ST qéh'{ / HEN ShHTR
ORI e dTeleh

g4l STIARE Ud SR
pDER:CAE D

S / FRUA

& TS a1 TREE
F TR AR

& S AT (R T
T Fa)

F TS AT - STeT shel
% S TN B 5T

TS TRH B aled dIeTh
F IS AT T
%S T ReTh

F TS 3THieTh HRAT

F S ITHTF

%S 3THTeTh TARTIICAT
F TS ITefleTR TR AT
F AL TefeTH YUK
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Leading Fireman

Leading Store keeper/
Stock Verifier
Machinist

Nursing Assistant
Nursing Superintendent
Office Superintendent

Operator copying machine

Operator - Fire Engine
Painter

Personal Assistant
Pharmacist
Receptionist

Record Keeper
Rigger

Safety Inspector
Sanitary Worker
Semi-skilled
Semi-skilled Worker

Senior Assistant
Senior Fireman

Senior Stenographer
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Senior Technical Assistant
Serang

Service Assistant

(House keeping)

Ship D’man
Shipwright-wood

Staff Car Driver
Stenographer

Steward

Store Keeper

Superintendent Cash

Supervisor (Public Relations)

System Supervisor

Information Technology (SSIT)

Telephone Operator
Technical Assistant
Tindal

Welder

Welfare Supervisor

skeksk
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Y ATHATIT / SHORT PHRASES

"TT /Part 1

A
Actaccordingly SEGIN FIATE Y
All concerned may kindly note ot et FUAT A HL
Arrangements may be made I i ST
Annex ‘A’ may be approved 3T ‘® AT AR
As per details below Eie] Tq =R H 3TER

B
Basic Training et T RET0T
Briefnote is attached G e Toqu Her ©
Bring into notice &E | AT

C
Carryout the orders TSI T I L
Case is resubmitted as directed :@TENT HHAT 9. T¥qd €

Check Properly

Checked and found correct
Circulate and then file
Clarification may be sought
Compile the data

Copy may be forwarded
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Dear Madam

Dear Sir

Despatch immediately
Delay is regretted
Duly complied with

Eligibility certificate
Enclosure to the letter
Ensuing year

Explanation may be obtained

Expedite action

Fair the draft

For doing the Needful
For.. .. ...

For approval

For consideration

For disposal

For signature please

D
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Tagree

Inform accordingly

Interim reply may be given
Interim reply should be sent
Issue immediately

Issue reminder immediately
Issue today

If deemed

In addition to

In consultation with

In favour of

In partial modification of

In public interest

In supersession of

In due course

Keep in abeyance

Keep this in view
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T WEAd §
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(e a

Leave sanctioned HADPRT / Y2 HEhd
Laid down in T Ui
Last pay certificate | o oo
Latest decision TATH O
Lay before HET TG, 9EA T
Leave without pay EEIRCHE @2\2&

M
Make interim arrangements 3T T Yo
May be obtained I ECIRS Y
May be filed TIgel AT ST
May be treated as urgent T 31T 3EYIH THN ST
May be permitted 3T A ST / A §
Matter is under consideration AT TARTEA &
Most urgent SCICREE

N

Necessary action may be taken  3TE¥Ih FRATE I ST

Necessity approval may be granted STERIehdl TJHIST FAT ST

Necessary steps may be taken ~ 3{[E¥Ih haH 33T HT

Needs amendment GINYT &t 3TevIehdl &

20



Needs close supervision
Needs no comments
No objection certificate
No comments

Note it carefully

OK

On medical ground
On temporary basis
Order may be issued
On leave

On tour

Please discuss / speak

Please speak

Please treat this as strictly confidential

Please expedite action
Please sign in Hindi

Please file

Please inform .. .. .. accordingly

& RISET STEARIF ¢
OOt T SATITAHAT Tal
ST T T

R TV Tl

T S I

3k &

T HedT & IMER W
TR 3R R
3T STRY 3 JAT ST
T R

3R R

=l S / A
ElIEIE

T T T

T M FRAE
TR & U EERR
FI A

... TR G Bl




Please prepare the draft ERRIl TERT AR

Please put up Eagll ‘;Rﬂﬁ/ U
Please refer to minute...... ante 91 99 A / 0. &
Please note ERI W / e B
Please comply ERRINGELICE] F
Please issue EREll STRY
R
Recover the excess payment Ad JIar Edl aqzﬁ Eoy
Review the progress T I GHIET Y
Referenceisinvitedto ... F R & T
Reply should be sent in Hindi SR &S H ST ST 9TeT
Reply immediately dehTel SR/ ST
Recommended as proposed T TEAT o FEd
S

Specific reason may be given FIE G FROT §
Subject to & ST
Subject to approval T T STTHIG U e/

STFAIRA & 37eH
Sanctioned i / TR
Seen, thanks @ T, gId
Submitted for consideration FIR & 0 W /I g
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Submitted for disposal
Submitted for information

Submitted for orders

T

Take necessary action accordingly

Through proper channel
Thanks

The Proposal is self explanatory

Ultimate analysis
Unanimous decision
Unavoidable circumstance
Under certificate of posting

Under consideration

Under intimation to this office

Under mentioned

Until further orders

Vacant post

Vague idea
Valedictory address
Vide letter No. .. ....

U
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W

Want of confidence EICISECIRCIEIC)
Washing allowance gwé Bl
Ways and means 31T
We are not concerned with this 9T g79 FaY &l §
Weekly progress qredrgsh W d
Whenever it is found necessary Sist HI Jg T THAT S
Whichever is earlier S ot wget &
Wholly or partly E(Uiﬂ: e I
With a view to Eal ?{ﬁ% q
With due regard to hl THIsh &1 @ g
With effect from @, T gret
With full particulars R AR T, W TR0 F I
Withholding of increment A g / AED! Uk T
Without fail AT IR
With best wishes IS HEd
With regards RIIESS

skskk
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HET / Part 11

Abide By The Decision

Abolition Of Post
Above-Quoted Reference

Absolutely Correct
Absolute Order

Abstract Statement
Accede To One’s Request
Accommodating Terms
Accomplished Fact
Accord Sanction To
According To

Accurately Done

Action Taken Thereon

Attention : Shri

Bank Guarantee
Based On
Basic pay

Because of

A

25
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Besides this

Beyond the said period

Beg to state that

By return of post

Call for

Capital expenditure
Carried forward
Carry out

Cash balance
Casual leave

Cent per cent

Certificate of posting

Certified that
Clarification sought
Closing balance
Collaboration with
Collection charges

Dealing Assistant
Dealing with
Debited to
Declaration form
Deemed to be

26

THh 3ToATET G/ I TH
I IFYFH R /9

TRTE F
o 1

HIET, eI
IS =
EpEIC)
FHRTaT HEAT
Thg I / 1eht
TeRIEH F2!

dq F R
2/ THT JHTOT-O

THI U AT ST E
TSRO [T T
3= W, AP &l

% Team o

A e

s g Weh

T g uq

& AW ST T
YT U

TE S



Definite period

Delay is regretted
Deliver Judgement
Delivery of goods
Depreciation charges
Deputation allowance
Dereliction of duty
Deserving person
Despite this

Diamond Jubilee

Entrust with
Equivalent to
Essential Services
Estate duty

Estimated cost

For favourable action

For favour of necessary action
For further action

For guidance

For information

For onward transmission
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For such action as may be.....

For Sympathetic consideration

Iam directed to......
ITamto add............

Issue as amended.
Issuereminderurgently.
Ibeg to submit......

I'have the honour to say is
In anticipation of your approval
In confirmation of

In connection with

In consequence of

In continuation of

In exercise of

In pursuance of

In regard to

Inreply to

Is hereby informed

It is requested

Itis suggested

It may be treated as urgent
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Make available
Managerial work
Man hours/days
Matter of fact

Mentioned against each

Nature of work
Neglect of duty
Net amount

Nevertheless

Objection statement
Obtain formal sanction
Offer of appointment
Office bearer

Office hours

Office memorandum
Office order

Officer on Special Duty
Office to note and comply
Officiating service

YA HEAT
T
gq S / T
IR o, I
T o WA oraEl gl

F FH WET / THR
e i U
JaAT T

ar o, 9y

M TR
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Please circulate

Please check

Please treat this as urgent
Post script (P.S.)

Put up for kind information
Put up for kind approval

Prior approval

Referred to above

Respectfully I beg to say
Respectfully

Respondent in the case
Restricted distribution
Restricted leave
Retirement benefit
Retirement from service
Returning officer

Revenue duty

Reversion to a lower post
Reverted to substantive post

Revised agenda
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Revision of pay scale

Routine note

Seen and returned

Seenin.. .... Section
Solution of problem

Spare copy

Spare time

Specific reason

Specimen signature
Standing committee

Status quo

Subject to

Subject to the condition that
Subject to the observation of
Subject to the terms thereof
Subject to verification
Subsequent action
Substitute will be required
Suitable action

Summary of case

Sundry expenses

Super - tax
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Take care

Take notice

Take part in

Take step

Take up

Taxable income
That s (i.e)
Therewith

This is to certify
This is to certify that

This is to inform

Unauthorized action
Uncalled for

Under the auspices of
Under one’s hand
Under intimation to us
Unexpected dealy
Upto the mark
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With immediate effect T 99T § Akt
Within one month TH 09 & iR
With one another Th g'{ﬁ g
With or without HEd I Xgd
Without any further reference T AR HA A F
With regard to F AR °, & gy |
With respects ESIEES

Y
You will appreciate that T AET &
Yours faithfully LD
Yours sincerely CIEED)
Yours truly 3ATIhT

sk
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HET / Part 111

Actual Cost

Actuals And Targets
Additional Profit
Additions And Alterations
Adjourned Sine Die
Administrative Approval
Admissibility of Claim
Admission With Permission
Advance Payment
Advanced Course
Advice of Payment
Against The Rules

Age of Superannuation
Agreement

Allow To Enter
AllRights Reserved
Along With

Alternative Method
Annexure To This Letter

A

EESEEED Hed, \'H'H(‘”n Alld
AR TF IR AL

AT oy

SiE - 95, TYEE / T 3EaT
3TAPTT A & o A
T A 3TIHIRA

T N TR / TR
3T oot HieX 31T
TITT / ST U IR

Ec R

A AT

T h ToE

3 e g

R, AT

ToRT YA AT, T ST
a1 gFR TR &7

& qIY
Sehfeash I, TERT AT

T 9T W A
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Anticipated Expenditure
Appended To
Applicable To
Approximate Cost

Arrangement May Be Made

Arrears Statement
Article Of Association
AsaWhole

As Early As Possible
AsFollows

As Per Need

As per Request
Assessment Order Passed
At An Early Date
AtAny Rate

At Least

Attached To

At Your Earliest

At Your End Also
Authorised Expenditure

T I T
q Hor

%l / W ]

TR AT

Te T ST, e Tl S
FHET T

T & Iy

Fel Tl

JATME / A SToRT &l Weh
TH AT

ATTRHHATAR
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TYROT QT IAT T
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MR SR & off, ST 3T ot
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Book Value
Bottleneck
Break in service
Break up
Budget estimate
Bulk purchase
By a certain date
By authority of
By installment
By means of

By way of

Come into force

Come into operation
Competent authority
Comply with
Consolidated statement
Contingent charges

Contract period

Contributory provident fund

Co-operative society

Co-opted member

B
3 hd oI
=R

ENERIES TGl /di'il-ll"i
ofish @IS

FH 7T ARG TH
% FYFR 9
F&r o

% gRT

' H

dlel enAl, AUl op-l

U FHA TR

TR / STHRAH &
3% HI IEY

IVRET YT - Ty
PRI G T
BRI EREES]
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Corrigendum may be put up

Current session

Disbursement of pay
Discharge of duties
Disciplinary action
Disparity in rates
Disposal of cases
Disregarding the facts
Drawing officer

Duly complied
During this period

Evaluation of work
Excluding the cost of
Execution of works
Exigencies of public service

Expected time

Face value
Failing which
Filling up of posts
Finished goods

I F-IT T B
9Te] |/ 3T AT

D
A T G I
el - loTd, el Tae
IR 7 AT
aTel / S W STHEET / 3R
T &1 A9 / e
=l Tl et A g
3METOT 37 gFRT
o gord] / 3 W e AT T
T ATTH

E
hTH hl HodihH
F AT F B
HE & TG
T YT Sl SATITIHATT
319 &7 T

F
3 hd oI
TEH W
UG T AT
ATEd 97T, JIR Ry
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Giveup
Golden Jubilee

Gross amount

Halfpay leave
Head of account
Henceforth
Herewith enclosed

Hold up

Immovable property

In case of need

Incidental charges/expenses
Incoming dak

In order to

In supersession of

Intime

In toto

Is hereby informed

BIg 1
o S
oA, T, FA T

3Tdad g2t
LU
T |, I

A & 91 o

T Ha
TETIHAT TS W/ 8 W
T T IR /=59
3MaF TH

% o

T I GHHUT B §T
I )
W:,@W@

Yo HAT ST §
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Lien on post
Limited Liability
Limited tender
Loss in transit

Lowest price

Ministerial staff

Minutes of meeting
Misuse of powers
Modus operandi
Monthly statement
Most immediate

No admission
Non - gazetted
NB (Nota Bene)
Not less than
Not more than

On behalf of
On duty
On grounds of

L

TN g

qud T

T Aq e

AT &1, 90 Y GRS
T T
M

o Teher T HHR

3% T IS
3T gHRT T TEIINT
FH JOTeA
IEH Fgaol
3T AThT Ak
N

TORT Y, 3T 3YFT WA ©
IR 37

T S S

¥ w1 T&l

¥ 3Ty 7, ¥ 3 ¥F

0
AR |

FH W, TP W
& MR W
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On Humanitarian grounds
On or after the day
On probation

On receipt of

On the advice of
Onward transmission
Opening balance
Order of merit

Out of date

Out of stock
Outstanding work
Outward register

Owing to

Parent office

Partial modification
Payable to
Preventive measure
Prima facie

Prior approval

Quality control
Quarterly return

TS 3MYR TR

39 T 97 3Tk TRET
LRGISIGiE)

F o W

H TTE W

3 95 & T

T U, Ths ST
AT A, TOTHA
':i{I"II,\‘HHtIF’H, UGIERED
T, T | TR 8
S HH
STEe T S

% HROT

P

o e

3T 9Tk e
Calol

TIRE IUH, OS]
eI / Y gfte

T I, A A

Q

O AT
TR / I GF  FR0T
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Rate of exchange

Ready reference
Reappropriation of funds
Recall from leave
Receipt in acknowledgment
Reconstituted committee
Recruitment direct
Rectify the mistake
Refresher course
Refund of advance
Refuse to accept
Regular service

Relates to

Relating to

Relaxation of rules
Relevant papers
Relinquishment of charge
Remain in force
Remedial measures
Reminder may be sent

Remittance register

R

FA R

qchTel Ty

T I T YA TS
& H AT A
EICRIIRE |

T ed U T
Greft et

Tl ek AT, TToTall JERT

EERERIRR I CRERS

3T o / TR AT

A | TR Al

THT Har

T T ¥

T g

T | B/ WA

A/ G / T TS

IR T, HEIR DS
AT / TTE & T, o @Al
STERT U

SRS ST S
0T T S
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Renewal and repairs TATRIOT AT AT

Reorganisation of office AT T TS
Repair and maintenance W 3R STLET0T
Repayment of loans T i SRR, ol b1l
Reporting authority TqIE A AT T e
Representation received from T U 37 e
Repugnant to the context T % a6 / U AH
Requisite information 319 &7 STHRRT / G
Reservation of posts U1 T STRETIT

S
Safe custody gL & 3T 9ET
Safety device & 9
Said rule I TIH
Sales tax CEd) Y, IhT hY
Same manner 34 YR / WE 9
Sanctioning authority ‘:lﬁl'ﬁ AT T IR
Sanction is hereby accorded to T HXI &t STt &
Scale of pay ERERIE]
Scheduled castes/tribe ST ST / ST
Scheduled time 9 gHT
Scrutinyof estimates 3T 1 et / BFEA
Sealed tender TEYEg ATRT / T&
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Security deposit
Security measures
Self sufficent

Semi skilled
Seniority list
Service conditions
Setup

Severe action

Shall be inserted

Shall be liable to pay

Shall be omitted
Shall have effect
Shortest route
Shortfall

Short notice

Side by side
Silver Jubilee
Simultaneous action
Since then

So far as

So far as possible

Solemn affirmation

qaH d STHI, STHMET STHT

W 3T
3MeH TR, TrEeTEt
S-SRI

I Tl gt
it I
U HEAT
FIR FHNATE
e &g SIE
A TS

eple] AT STEI
TTE/ ] &
g BIeT J1
AT, HHI

e A
Y -

oI St

U |9 / T &l qHT HeTs

g9
EEEGED
BRIERC)

T T3T § U a7
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This is to inform that
Thoroughly satisfied
Through oversight
Through proper channel
Till further orders
Timely action

Together with

Tour programme
Training period
Transfer order
Treatment of a subject
True copy

Under reference
Undertaking given
Undue delay
Unofficial letter
Upgrading of posts
Upkeep of building

qOT T NS

% 91

IRT FEFH

T ITETTRTCT

TR AR

I T T AU
TRt Tehet, TEl YA AT
U

T

CeElke)
ITEAH <
WD / TR TR I
PEERE]
AR I @A
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Upper age limit SO 3G G

Urgent, most A qQid / AEIh

Utmost care 31 YeheY / 3T HIEET
\%

Validity date = 99/ daRE

Variation in figures il O F =T

Verification of accounts @ g

Verification of antecedents *101 EN| I TS

Violation of law A hl Jooiod
\%4
With respect to & Hay o
With retrospective effect T8 AN &, T T &
With the compliment of Gl H{IeA, sRT 9]
With the concurrence of H T T
Write off 2 @i § S
Y

Year to year aﬂﬁasi

Your presumption is correct 3T YROM 3ih €
Z
Zonal office A TF FHEC

skeksk
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1)

2)

3)

4)

5)

6)

7)

8)

9)

10)

& A / DETAILED PHRASES

Hafyd qifeai sl 9ae &1 AT

A meeting of the concerned parties may be convened

HHAT I HAT ST/ & 9 & T
Case may be kept in abeyance/pending

SRS o TR/ I A S 3TA &
Approved as proposed

T g YA /e g A &
Approved as modified/amended

Certain descripancies have been noticed

H FEH T T i ST
Concurrence of ........ may be obtained

STITH RO o &I H @ TR o 3T T &

Considering the aforementioned reasons approval of the

request is recommended

IEHEAN W AHe M FAT ST
Complaints may be attended immediately

TehTel HH o N A AA T For §
Copy is enclosed for ready reference

TAT Y T TS ST FRAE & AT S Sl &

Copy is forwarded for information and necessary action
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11)

12)

13)

14)

15)

16)

17)

18)

19)

20)

........ % T 3R 3T IR /... 5
For and on behalf of

I 9 99 / gl 7 AT U
Delay should be avoided

IR T THET STHRA o AT T &

Draftreply is put up for approval

TR / WY SFEEY T §

Draft is submitted for approval
g ZEEl o HROT A STRI T HAT S0

Due to financial constraints the proposal may be kept in
abeyance

L AL RL.IIE A AT Werddl oY TR
E

..... has requested for financial assistance for
Rs.....towards....

¥R 7% (I0gHh) T9R 9 Teud T §
I donotagree with the above views

H T i U F YOI WEhd §

I fully agree with the office note

it Fafa =&l B g ad

Inform all concerned

3T T g MG F T BT &

Inconvenience caused to you is regretted
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21)

22)

23)

24)

25)

26)

27)

28)

29)

30)

31)

TGN e ST T (SR i 570)

Issue as amended

U ek TWT AT/ I T@T ST
Keep pending

FATH/ATH T @HR F Al S0
Lowest quotations may be accepted

STYIF GIMYT FX A1 S
Necessary correction may be carried out

3T Sl FRATS TR Tl &

No further action is necessary

FlE TG HI IE9IFAT Fol ©

No change is necessary

T e ST/ T W G S

Please acknowledge receipt

PN .. 3MTh 0F ... G2 o

Please refer your letter No.. ...dt.. ...

=4 % TR, FOR W H TR

Please revise the draft as discussed

HHT % W TUR % oW 9HE @ 8

Report of the Commiittee is placed opposite for consideration

JAINY I/ STeE 9N S

Reply may be sent as early as possible
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32)

33)

34)

35)

36)

37)

38)

39)

40)

41)

42)

3% T / UAGERT HoRI & S ©

Sanction is hereby accorded to

TS o R KA AT ™

Summary of the case may be put up

AR o O T / 9¥T §

Submitted for approval

HETIF FRATE F AL TG / W &

Submitted for necessary action

3T FHRATE o T TA/ TN &

Submitted for favourable action

3 I FRATE & A TR/ 8

Submitted for further action

I HEH T F AT UA/I &

Submitted for financial concurrence

AT IS % T W /U9

Submitted for onward transmission

399 I N IR TR L
Suitable reply may be drafted

TETIR FHART o od FHAT 54

The employee may be informed accordingly

IoT o SFAR TS 7= I I g7 & 3R =ik
o o

The items as per the bill are received in good condition and
taken into account
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43)

44)

45)

46)

47)

48)

49)

50)

51)

52)

53)

Tg AT TAFA 3k & / TIHEA §

The proposal is quite in order

FIAT T JIAF ok T G/ TG F AT S
The bill may please be passed for payment

TAN 37 9oldl ¥ Soil ol AT 641 € 31 31 &

The bills are verified with our records and are in order

JTUTEERR] g @ ol WhRI e W S @ &

Theundersigned is proceeding on official tour for two weeks

Ig eTH WM R o SFERT 9§ SIRT a1 S €
This issues with the approval of the competent authority

3 & HI Y W AW

The requisite papers are placed below

T ud a1/ USdieT i AR 3 T
Verified and found correct

... 0 YO i TR W @

We are awaiting a report from

B TR ST FarH T T T PE ol ©

Assuring you of our bestservices

T Gl / EvTF HRAE & AU O 3 §
Copy forwarded for information

@ & % oW, A Tehe o o ofT

For expression of opinion
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54)

55)

56)

57)

58)

59)

60)

61)

62)

63)

64)

65)

FT 3EYIH FETE ST
For favour of doing the needful

JAGIIFH FHIETE & AT

For such action as may be necessary

UEl A & U S 3 =d G9! ST

For such action as may be deemed fit

ey dYdsh TER % U

For sympathetic consideration

3T 3R TR 9T A

Further orders will follow

T e I U, o ST o

In compliance with

T STMET X gU, § AT = g

In modification of

Tg off I S €/ e @ 9 ot 9 39 @
It may further be added

FUAT I ARIG.. 3 U ST, H G o

Please refer to your letter No. .... dt.

FUAT T FAAT O THAT ST

Please treat this as strictly confidential

AT HH HRATE I IR 7ol &

No further action is necessary

Tl hRaTe S SAa9dsh THE SU

Such action as may be deemed necessary
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66)

67)

68)

69)

70)

71)

72)

FOAT.F IR H .. BT AT Y WHRT T
e, Hee o
Will you please refer to your D.O. letter No. .... dated ....

regarding ......

31Tk AR, 3ee/ T o Gy / 989 / A9 |

With reference to your application /letter dated .... .

3 T8 TN o ARG, & O ST, & T 5 gu
(A1 AT EH Aet) IF AEER M g4l <d g0 / &
T H

With reference to the correspondence resting with (or end-

ing) with your/this Department’s letter No. .... dated ..

AT dRIE... 5 OF T, I H...

In reply to your letter No. .. .. dt. .. ..
3k S, UF TEAT... & 3Pl /| AT |

In continuation of my letter No. ....

g, & UF WAL & gt |

In confirmation of letter No. .. dt.

MO ST ARG 3 U G, § S 3FRE A0 o
3Gk A §

In compliance with the request contained in your letter No.
dt. .
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73)

74)

75)

76)

77)

78)

79)

g U9 IUYH a9 W AU S o U ... o HIH
LR
This is with reference to your letter No. .... dated on the

above Subject

This is to acknowledge the receipt of your letter No. .. ..
dated .. ..

T AT 3R 3TEYIF FRARE F ¢ T ...l ST ST @
T [FAT AR % o 3 of
Seen and passed onto .. .. .. for necessary action. Kindly

see for approval.

319 &7 TS O A" W@ ®

The required papers are placed below.

HECT B e H g 30 & oY T §

Delay in returning the file is regretted.

3T &I SRR e ST W@ € 3R o 81 W &
STt

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

will be furnished on receipt.
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80)

81)

82)

83)

84)

85)

86)

T A ®7 H & 3@ TN & Qi A A & F
319 o700 Yol 30 FECF o &A1, 0 ST .. 51T
et & WSt ST e §

Returned in original with the remark that the requisite in-
formation has already been sent in this office letter No. ..
....dated .. ...

T 37 o SR &

The matter is still under consideration.

TH 319, T U F A

We may now obtained the opinion of....

TH g Tool FE HA 7

We have no remarks to offer

Aot W ITA FaR XA % o0 FAAET 3R &R
T a9 &

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

T HITC W% FH H g5 95 § 947 g8 of | 3T oY
T R TS Gl GO B AT S ST T &
This matter was discussed in a meeting held in ... ‘s room.
The decisions taken may be communicated to all
concerned.

... G ot & g 1 YT (FERT) FHRT &
Y A @

Draft of the minutes of the meeting held on.... is submitted
for approval
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87)

88)

89)

90)

91)

92)

T OC! .45 S =41 g8 o T q@ qF A
T % T IR AF WEH o WU ek @ S

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

IR TAEN TE IIRI T B a@d gT FH TG H
T A T

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

3T 1S HATE 3T &7 T8l € | T HITAl ! THIS
ERIRGIIS

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

recorded.

STt ST T ST b © 30 3TN X hT g HROT
T E1 M....... T TEIER AT F AT T
Thereisno cause tomodify the orders already passed. Shri.. ..

may be informed accordingly.

T gd R Teel s aR FaR FHAT ST Gl & W W
JAIT 7T SHROT ¥ 6 @R T8l hadT 737 o7

The suggestions has been considered on several occasions

earlier but was not accepted for reasons stated at...

T U 1 S ! ARG qAE (AR TRt
LSEl

Retrospective effect cannot be given to this decision.
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93)

94)

95)

96)

97)

98)

99)

FARTIA FHIT | S IR T M0 E F ITT & 1 7
3% WA F oA

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

..... FRT Yehe U T TAR T T STEvIH AT
% oW A 33y §

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

TR 6 Dl T HNAE T FIAT THIRT
Course of action suggested above may kindly be approved.

A T |RIST 9 W@ ¢

A summary of'the case is placed below.

T GYT F TR W Tl &

The orders on this subject are not clear

.. TSI HiT S

A clarification may be sought from.........

FUIT AT AT F o 3@ o 3R FHITSA I I
AT T Ig WHCT AT FeTa ST Tk

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

100) 3H 999 % FE 30 GHT 7ol 61 U1 @l & | 89 e

FITS | 3fect @d U AT T W A

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

56



101) 39 TAIE I Th T A 1 T Gt S9N i Faref v
JETIEH A & AT Ul 7 @ &

A copy of the above mentioned report is being circulated

among all sections for their information and necessary action.

102) TG F T FH H g A o o ©F €

Delay in the submission of the case is regretted.

103) R FUAT SFHIGT F AT 3

Director may please see for approval.

104) 9% & AT F TAET STHRT & T IRqT &

Draft of minutes of meeting is submitted for approval.
105) THIST G o ®T H IS &
Draftapproved as amended.

106) THST TETHR H €T T4 T &
Drafthas been amended accordingly.

107) 39 HIZeT T TISRT NG A 6 o 3FRY AT S &
Immediate disposal of the file is requested.

108) I fr T 1 & gU B WA F THIH FW S

Inview of the circumstances stated above, we may support the
proposal.

109) 314fi oF =9 99F § I AU @l o T §

No decision has so far been taken in the matter.

110) H9AT T A Fleh BIEA X
Please circulate and file.
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111) oI ST Fl TR Fad
Please inform the section accordingly.
112) FUar UDell <0 U 39
Please see the preceding notes.

113) §7Ta AR W gferdi o < T8 §

Relevant orders are flagged.

114) 3@ T, FIAT BEA HX
Seen, file please.

115) o1 T T F o TN § | 98 3Nk €, A 6
oMU qIId AT ST
The bills has been verified. This is inorder, may be passed for

payment.
116) HIHeAT 3 SERTEN ¢

The matter is still under consideration.

117) ITe-0 39 919 U9d &
The papers are sent herewith.

118) 3 37T I HIHeAT AR 8H TEH d 30 &, T ST
AT 32RO o ©F H Joid T HIT A0

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

quoted as a precedent.

119) &8 2 3R Fo T8l Fel &

We have no further comments
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120) TTAT TG STFHRT Sl G & o FSit St §

Copy is sent to the Administrative Section for information.

121) T 3Tk T 1 el o T 99T goll &

I'am directed to acknowledge the receipt of your letter.

122) UEY (FHIRT) 3THRA & T Tqd (U9) §
Dratft is put up for approval.

123) H3retd / 990§ <@ o T
Seen in the Ministry / Deptt. of......

124) Bt F T H e, FUT & AT aa
L3 FROTTO % AEA G RH F

............. wﬁaﬁéﬁ%mwﬁsw 3T w%ﬁ

C form No. dated....................... against Bill /Invoice No.

forRs.............. in favour of M/s.....cccccevviieennnnen. is

forwarded herewith for onward transmission to the party.

125) T oo FART YT 37 ek S 79 /

TS ST TG SR AT € TR Ul i 9 o ol
T T AT AT T

Fixed Deposit Receipt/Time Deposit Reciept furnished by
|\ VR is released and returned herewith for
onward transmission to the party

126) Tl A M T ..o, T U AT 3R TR
TR AT A U g Yaq AR 961 o |
TGETE SR} A % A% YA YN0 e FEel Ay
w7 &

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) A & GAET % o0 Yo JO7 § 3107 5 JeR0T
GId I & TR ¥ Y FHAT ¢
The party may be requested to furnish their bank details in
the enclosed format for processing payment.

128) YR 99 2016-2017 W ATHT THOOS O
.......... TH I UV HAT ¢ | FUAT Ul §
Income Tax Certificate No. for the assesment year 2016-
2017 is forwarded herewith . Kindly acknowledge.

129) |9 i i 3R & HAA HAT Sl &1 39
A § 9 I S

kind attention is invited to the note under reference . Please

expedite reply in the matter.

130) 3R TG STIEANH & denR Wi, 30 AR 9
IS o ITR T &7 g ¢ | 3NMUH SFRIY & o Tt 70
A0 H AT I AT I
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) T/ 30.06.2016 i FHET 3T THT i I §Y ol
AT FUAT W | IR & F SFUA H 3T I
e
Please find enclosed statement showing advances
outstanding as on 30.06.2016. Request to settle the
advances most expeditiously.
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£ FRURT T e, T AT WS T
€| U Ul § |

Demand Draft No............... dated ............. in favor of
1\ forRs........... is sent herewith. Kindly
acknowledge the receipt

Bank Guarantee No................... dated ......... forRs.......
issued by M/s. ....cccvevuvennnnen. towards Security Deposit/
Perfomance Guarantee is forwarded herewith for Safe
Custody.

134) FUAT kel FE WA & STAR TAUE STHE TG
F
Kindly recover EPF/ESI as per vendor Ledger.

135) W & 3R ..o, AU (JaT F AATH) H
I IG I ST
An amount of Rs. ............ plus Service Tax may be
recoverd towards Rent.

136) 3T4TH = AT HI 3 H, € TR % ¢ & hl
TH ISl I T SIRE X Fehd ©

In view of the facts mentioned above it is for consideration
whether we may release payment to the party.
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137) 9o 1 & H W& g, TRl S JIae SRT
F AT T TEHA ¢ | WeH d 6 o
In the light of foregoing we may agree to release payment
to the party. For concurrence please.

138) Tt M & TIHEAR. ... T Hl Y2l YA HR &
S &
Leave enacashment sanctioned for ........... days as per the
rules of leave encashment

139) € YT O AT STl & ... HU § ST Far

It is certified that Shri/Smt ....... has completed
................ years of service in the company

140) IHHRER % I 3R I i ST H T § 3R 3T
AT AT T §

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

141) Tam THET Y07 BH B T ... WA kI @
XA AT ST AT8T
Medical claim must be preferred within........... months from

the date of completion of the treatment

142) I8 TR TR & ! ARG § Hadl T 919 &l 38 9
T a9 M

This sanction is valid only for a period of one month from
the date of issue.
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143) 3TTH o9 I TG o10] FeH & oaq d i St

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

144) 398 S TG BT, 96 “........... 7 o R e ¥
The expenditure involved is chargeable to Head

145) Jh1 GHT T & AT

Contract may be terminated

146) ST ST Yo T T Held WX SFTA i el S

ST

On reciept of your formal acceptance payment will be

arranged

147) FARY AR T F qE... HGH F 3R FE [
SICIECIEY
The work should be completed within ......... months after
the issue of workorder

148) o G Y o AT THA &1 T T A Bl e
F F A WA ¢

Please confirm that you agree to abide by the special
conditions set forth here in

149) 3Te & 3TRRAF T2 3 ST

Casual leave applied for may be granted

150) 3T =T Teired
Await reply
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151), ST O3 bt ST 3R YUIE STo’l I hl ST

Enquiry may be completed and its report submitted at an
early date

152) $Ua1 USAl T IR 3G
Please see the preceding notes

153) G MEN W OTrerEt o &t e §
Relevent orders are flagged

154) T et HO 1 <M

Please sanction the leave

155) ST 3R TEIH, UgT 3R TG
Arrival And Departure

156) TIHAT /3T R T THIATT
Abuse Of Power

157) 3TerQTeRa W1 & Gohdl &, TEr a9 U a o1 Tehdll &

Contingency may arise

158) TaT | T AT, AR | §SHT / ST FHEAl
Discharge from service

159) Tl YR, WTST 0 37 YR
Discretionary power

160) o @ JHIT, SEAAST / TS Fed
Documentary proof

161) &I AT, &4 3T hIAT
Draw attention
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162) I TwAT, T T, TH T (HT)
Evennumber

163) TR-GIHRI, TRMHHT 31 U1 Toh
Non - Official

164) & 3 4h, ¥ T 4h Tal T &F § 31 4h...TH
Not exceeding

165) ST el TS a1, IT® oaR / THoR

Observation made above

166) T AT, U FIAT / HY / I 5W
Putup

167) AT §RT & T8 R
Recommendation made by the committee

168) ad &1 qAFEaH, R & s

Refixation of pay

169) & / UGN 4R T T&T
Retain lien

170) A T ® G ISHT / YT ad AT
Revive the case

171) HROT &I A1 SH, FROT Iq18T 1 2F
Show cause notice

172) 3T 9%d HNAE, 37 9ha F
Unauthorised action

173) Wifessh T, A0 3291 9 6l Y
Voluntary effort
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174) 29kt TF! / 1 ¥ FeAad FT S §

You are suspended from duty

175) & 914, Hl e TqIT 9 / & MR |

By virtue of

176) SERTEN IS | S e & T4 & o 39q &

The proposals contained in the papers under consideration are
reasonable.

177) 39 Uy H U8.. R TU T S 3R 0T 017 37 A

B

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

178) T8 a9F # &0 Hor / TeeT FEerl ¥ S ge

179)

180)

AT o, 219 Tk S0 ¥ el Ui A g 9ST § 1 9
FEEE | 310 & Yo §. 31 ITRA qh U I Fl
ohel SY

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 3 1st August

STET ... 3THNT 1 WY &, 6 a9 ... 3 FE
2 a1t gE i U ‘TS T (A1 ) THE ||
The report of the week ending...on the above subject in
so far as.....Section is concerned, may be treated as ‘nil’

.. U B9 9T 9WTE T IR 918 gelul
AR o T I §

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

66



181) 319 & SMehRI... ¥ HE S Wl & AR I 8 W
&7 &Y S

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

182) USH U8 W TU MU ¥ o STAR HIHGT W § T
w7 ST &
The case is resubmitted as directed on prepage.

183) FUAT TH I I TS

This may please be treated as urgent

184) . HATeId = S TSI AW € o TH FIeel & WY §C T
2, HH & TH W T 999 wdlel I S
The papers asked for by the Ministry........ have been added
to this file. These may be returned when done with.

185) A (PWIST-U) HYAT INT TTH i 5T
Return of the file (papers) may kindly be expedited.

186) T TATGHT o ZHAIh... 3 AU G, ... TAA T HIEA
FWATEE
A copy of the Ministry of Home Affairs. O.M.
No....dated...is placed on the file

187) & T¥A W U € % 9 Uk T WY
This may be kept pending till a decision is taken on the
main file.

188) T& WHA WM o oAU... T i UST & ST
This file may be referred to the Ministry of...for comments.
189) &9 T TAGH &l H § TOR A & U Fe
We may ask the Ministry of Home Affairs to reconsider
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190) T TEATd Terd 84 ¥ Ueel A o =R HITHT ST §

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

191) g Fersh | 3Tef T I T Holl ¥ | TR H
U YA U T & T09 & §RT 3% A FeAl &b
Sl
No communication has yet been received from the Chief
inspector. He may be reminded as per fair memo put up
for signature.

192) BART 3R ¥ 30 W HIs HNARE T&I 6l AoH gl

No actions seems to be called for on our part

193) aqdl W T U & IGI0T 0T AHA H T U
T

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

194) 3T ®IEAA FHI TUSRT INT HIA T 3FRY HAT AT &

Immediate disposal of the file is requested.

195) T 9T dehlcl TeT Fal T&l & | 39 WISt ht i I19T i
EIRGIE
The file is not readily traceable. Efforts are being made to
traces it.

196) ATt i Td FA H g2 X F ol T &

Delay in the submission of the case is regretted.

197) 9 o 39 A W gL AUR Sl ST I8 §

We would also be interested to know the decision taken

in this case
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198) S 2ol & ¥ 9Eel #H U8 3/ WER H H W
Sfect@a 01T Trafyd SETST ol @ TR

Before offering our comment we would like to see the

papers leading to the decision referred to at ‘A’ on p. 3/c.

199) FW T TE UIRT 7= |, g9 Tea A ol

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

200) T. 14 T, 2002 F & 9% & HEAGT H THR
SFERT & AT T §

Draft of minutes of the meeting held on the 14th March,
2002 is submitted for approval.

201) FHIFT AT % IR H AR TIR HI S

Please prepare a note of the case.

202) FWR % G % MER T 3T FH TART IR FHI ST

Draft reply on the lines suggested above may be put up.

203) Sitar T H ST FR AL SToat T i S|

Enquiry may be completed and its report submitted at an

early date.

204) FYIT T AU & T € T A B

Please make a special note of this decision

205) S TRET TAT ST A1 & ITH TR FA HT Bl
FROT T &

There is no cause to modify the order already passed
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206) FHEE H U T B G e FeHd g1 SR SR
F W S
I fully agree with the office note. orders may be issued.

207) 3 St HROT TAF T § 3R g W @A gCH W
TS W ST FeH o Il &
For the reason now explained, I concur in the proposal

208) TR T H TS i T2 TIRA T i &= § Tad
g0 BT 00 ! AT T S

In view of the circumstances explained in the p.u.c. we

may permit air travel.

209) 31 9olgT 3T HEAH ¥ el Hel ¥ 1 gH 3§ W g
FNATE HA Bl IR el
The representation has not been received through proper
channel. We need note take any action on it.

210) 3FHT ST A & o T TR BT | WA ST FY
EUI
It would be against public interest to give the permission.
The request may be rejected.

211) A9 o1 F917d 99 (FH) W Te1 &

The final bill is not on the prescribed form

212) 97 T AT UTA F T AG HAT ST §
The bill is returned herewith with the following objections.

213) 39 AT o1 U oGl Y 8T ofEr 7§

Head of account has not been given on the final bill.
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214) T 29 3FEH | S T U 9 AW GFH  HAT ST &

Payment is to be made quarterly at the rates given in this
estimate.

215) T I 3 IGA &4 AT el @ | T 922 @I | BT
(vr) sa e
This amount has become irrecoverable. May be written
off.

216) 3HERA % T 9 W TAR & SR g9 avIH
A G TP I
We may issue necessary notification as per draft place be-
low for approval

217) UE I T H &7 U8 5 / TR W % U T 37 €hET
A gU TS T I & 37 GG SR R J |
In the circumstances we may issue a revised notification in
the supersession of the one at page 5/c.

218) IHREAR & AA-ToH 3R GG FHl FATH F 0

T § AR 9 ST U TR §

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

219) IE GHUTT AT A & & oA bl ThH Tel 5 AT ol

TE TE

Certified that amount of the bill has been disbursed to the
proper persons.

220) 9 THIUIG AT ST & o GRS AR o FAGH 916 W
EIRIER
Certified that the purchases have been made at the lowest
market rate.
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221) T...% 36T & W H ... o1 & St €
3% AR, ... ... % AU 3Iiq D22t q@H H
TSI TR
Inreply to his application dated....Shri....is informed that he
has been sanctioned an extension of earned leave for

222) .3 EA.... B S A Tl ok T H
YA HAT A § H SH G2 TG I S T Rl §
TE TSR TEl ! ST Gehell | 3F: 3¢ ¥ TS E F
d THRR H O B T 3T ST | TN 7 A N 36 965
T I AT S S
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) off.. % TAiF... & 3IEET & UG °, T9H IeM
T, . F... .. 37 hl T G2 & T WA &,
ST G IT AT ST & SART 379 I Tt Wi I
AT E
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) = TG 8 Iqen i gfd % ofT AT A T AT
T TRy
Pls quote your lowest rate for the supply of the following
articles
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225) TEHATT T FIE MBTAE I [/E A & AT
AR S & -FUAT WM ht I |
The following identity cards / temporary passes are re-
turned herewith for cancellation - Please acknowledge
receipt

226) UST ST €, 9 S €, 9T St €, At St @

Is sent

227) 9T ST T €, O ST T €, ST S W@ g, 07 57 @ €,

Is being sent
228) ST AT, Ot MU, ST TE, O T

Was sent
229) 9T TN §, WS 0§, 9SH R &, 9% T €

Has been sent

230) HST T 91, 9 MC &, S T o, Heh o

Had been sent
skekek
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Administrative Terminology

Acceptance
Actual cost
Above said
Absence
Accordingly
Additional
Adverse
Applicable
Appropriate
Authorised
Basic pay
Basis
Beneficial
Breach
Break up
Bring into notice
By post

Bill payable

& AT
T 9

T 9
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19.
20.
21.
22.
23.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.

Bill receivable
Balance
Confirmation
Call letter
Claim

Entrust
Estimate
Evaluation
Extension
Facilitate
Facility
Feasibility
Financial
Firstaid
Fixed deposit
Follow up action
Foregoing
Forward
Furnish

Gate pass

HoAshd
FER

XA T
LIl

[T

I

TIH ITAR
37T 9ok STHT
I AT

qeTd / gaTTHl

AT FHAT
&
e 99 / wav 9o
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62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
77.
78.
79.
80.
81.

General condition
Govern

Grace period
Gradual

Grant

Grateful
Grievance
Guidance

Gross

Handle

Hand over
Hazard

Head of account
Held up

Hold over
Hereby
Herewith
Hindrance

Hire

Ideal
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=T 91

I AT
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82.
&3.
&4.
85.
86.
87.
88.
&9.
90.
91.
92.
93.
94.
95.
96.
97.
98.
99.

100.
101.

Illegal

Immediate action
Immediate Officer
Implementation
Important

In advance
Initiate

Interest

Issue

Job requirements
Joining date

Joint venture
Jurisdiction
Junior most

Kind perusal
Knock off
Knowingly

Kin

Key

Labour

31y

eIl ST
3TTA 37T ¥R
FHrAEE
TRl
el

IR LT
=T, &
SIRY AT
ST
HTEATEUT ARG
HIhH ITH

T IHR &

& T=AH

FUEE ST

HH ThT

SIECEER
REE

e, il

g4
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102.
103.
104.
105.
106.
107.
108.
109.
110.
I11.
112.
113.
114.
115.
116.
117.
118.
119.
120.
121.

Last date
Launch
Level

Liable

Limit

List

Local
Lowest rate
Letter of credit
Maintain
Make up
Management
Mandatory
Manpower
Manufacture
Maximum
Measures
Minutes
Modification

Necessary action

78

daa 99
TRY AT
TR

SIREE!, TRR, SRR

drar
EEl
ESIEID)
T T
qg 9

STIXET0T AT / AT TEHl

FU R FHAT
EEDE)

31 A
SENET

g =H7oT

37 ey

U™
FrEe [ Toqon
3TTeTE

HATITIF HRETS




122.
123.
124.
125.
126.
127.
128.
129.
130.
131.
132.
133.
134.
135.
136.
137.
138.
139.
140.
141.

Neglect

Net amount

No admission
Nominate

Non official
Non refundable
Note portion
Notification
Not sufficient
Objection
Obligation
Obsolete
Occurance
Officially
Officiating
Omission

On the job training
Organize

Over time

Paid

Etall
et T

TRT ARy / 3T ST WA €

AT AT
R THRY, TR
3 TR

ol T

ST &

3T

M

e, A

3T oA

THRT dR W
ESIEIp)

I
HRERIAT T I1&707

AR ST HAT
THATY, AT TH g9
e
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142.
143.
144.
145.
146.
147.
148.
149.
150.
151.
152.
153.
154.
155.
156.
157.
158.
159.
160.
161.

Partial
Particular
Payable
Payee
Payment
Pending
Performance
Preferable
Priority
Qualification
Quality
Quantity
Quarterly
Query

Quit
Quatation
Rate
Reasonable
Receipt

Receive

3
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162.
163.
164.
165.
166.
167.
168.
169.
170.
171.
172.
173.
174.
175.
176.
177.
178.
179.
180.
181.

Recognition
Recommend
Reconciliation
Reconstitution
Recoupment
Rectification
Redressal
Reference
Regularization
Safe custody
Salient
Sanction
Satisfactory
Schedule
Scrutiny
Sealed
Specification
Supply
Survey

Tackle

Jgtiql,  Adenl
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182.
183.
184.
185.
186.
187.
188.
189.
190.
191.
192.
193.
194.
195.
196.
197.
198.
199.
200.
201.

Take over

Target

Task

Tax exemption
Technology
Temporary

Tenure

Termination

Terms and condition
Ultimate

Unanimous
Unavoidable

Under

Under consideration
Under signed
Undertake
Undoubtedly

Unfit

Uptodate

Vague

FRIIR T
gt2)

T, HH
HLFS
ElERIRED)
ST

319 o, BT
qufed
EEERCRI
FaH

T, GaaH
3T @

3T, 3T’
FARTEA
STeTEEERT
Gkl

TEE

3T

A

3T



202. Valid Y

203. Valuation Hodieh
204. Verification AT
205. Vessel Liis)
206. Vetting TAIETOT
207. Void I
208. Voluntary wfegs
209. Vacancy R
210. View point ‘cﬁaﬁm
211. Wage tﬁi@
212. Want YT, TR Ihdl
213. Ways EED
214. Welfare HeIToT
215. Wharf e
216. Whereas SEKE?
217. Withdrawal st
218. Withoutdelay S
219. Write off 922 @ H STl
220. Warning ELICE
221. Yardstick HMSS
222. Year B

223. Yearly s

224. Zonal 3 Ah

skeksk
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Aerare &1 &<t / Spoken Hindi

How much time will take?
Wait for me

Stop here

How much

Okay

How

What

When

Where

Which

Who

Why

Whose

Please Keep here
Please make it fast
Enough

This will do

Take this

How are you
[am fine

May I know your name

84
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22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42
43

My best wishes
See you again
Thank you

Bring water

Go home

Drink tea

Speak the truth
Keep quiet

Go there

Come here

Do the work
Hear my words
Very nice
Anything else
Don’t speak loudly
Don’t go alone
Who are you
Where are you from
What is your job
What time is it
Lethim come

Let us wait for sometime
skeksk
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I gen
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3T Ht AE a1

1 w 26 B 51 76 e
2 T 27 g 52 77 FaEw
3 d= 28  3EREH 53 78 3BT
4 ¥R 29 Iaw 54 79 30t
5 um 30 d= 55 80 st
6 % 31 g | 56 81 TR
7 9 d 32 =g 57 82
8 33 33 qdw 58 83 W
9 = 34 =dw 59 84  =rmd
10 =9 35 uqg 60 85 T
11 =R | 36 =<9 61 86 =Im
12 sxe | 37 449 62 87 s
13 && 38 eredm | 63 88  a7=rdt
14 =g | 39 SAaenw | 64 89 T
15 =g | 40 =g 65 90 ==t
16 e | 41 Ao | 66 91 T
17 @ | 42 Eerw | 67 92 9
18 38Re | 43 daenw | 68 93 ALY
19 = | 44 wEem | 69 94 <rEE
20 9 | 45 Haemw | 70 95 TR
21 Twpg | 46 wEEE | 71 9% A
22 wEg | 47 daew | 72 97 TaES
23 W@ | 48 eredwtw | 73 98  sere
24 9 | 499 I 74 99 =R
25 =g | 50 T 75 100 ws &t
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e, WEH, T
Weeks, Months, Numbers

[EATE & A
HHaR = Monday |HTeTER = Tuesday | SHER = Wednesday

&N = Thursday | ¥[PAR =Friday | HdR = Saturday
Y IaR = Sunday

AIE 6 AW
SR = J anuary | eI = February T = March |3t April
T = May ST = June W =July| 3T = August

TN = September | 3P = October| &R = November
TG= December

ARAIT 3ehl 1 SR @ET 12345678910
1,000 thesm 100000 whem@  1,00,00,000 U e

4 g 1/2 3 2 |AT

21T 3/4 UM 23 O @

| TR 3 v gar d= 1 v Gl

312 g = 1 o9 g (T |9 | 3 99 9R
ECARCIEY)]

First I 999 Second II g™ | Third III Tﬁ??
Fourth IV <eM|  Fifth V 9=t | Sixth VI 3T

Seventh VII raar |Eighth VIII 31&el | Ninth IX el

Tenth X TIai
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QH AT

Routine words

Hour g1
Yesterday Eagl

Today 15T
Tomorrow kel

Day before yesterday / after tomorrow war
Tonight 35T T
Week BFT / @
Fortnight wgarer /7
Month 7-73’?77’

Year ay

Morning TR / GeE
Evening JH

Night {7d

Day g7 / I
East Za(/ R
West gfvaT
North CieLe

South q &uT

Right e

Left arr

skoksk

88




TR AT

Hindi Grammer

au ™ UAT / Case endings

E0) to, for, towards

3G - to him

TAT &I - for Rema

T T BT S@T 1 ] saw Rajan.

g = 377! ot | Mohan called him

) with, by, for, from, than, since.

T H - from house

TAT® - than Rema

%A T - Since tomorrow

H FHord ¥ Tl é | I write with pen.

T\ § 9T GRT 747 | Ravana was killed by Rama

=T, %, @i of, belonging to

T, %, or Sl is used according to the number and gender
of the following word.

THT 1 11 (1€ masculine singular)

TIRT h T (T masculine plural)
TR ! &= (ﬁsﬁf Feminine plural)
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q,w-d in, 9T on

TaTd § WMl € | There is ink in the inkpot.

FAE aagmﬁ €1 There are student in the class room.
AR T UH T@R ¢ | There is a picture on the wall.

RIcCY / Conjunction

3R - 3 is used for and
A IR GIA
Amal and Sanal

% - <hisused in the meaning that, or at once, because
3TEATIH = HeT & HA @233[ | Teacher said that tomor

row is holiday

Fal... & - A41... % isused in the meaning this much
(s0)....that to connect two sentences.

ASTHES AT X & o SEHdTel R IR SEAT 9
Tajmahal is so beautiful, that viewers will wish to see again

and agian.

.. (T E...T0)
In the meaning if....then 3R I T..d is used to connect
two clauses

3R qH 37! oRe Yl df TXiem H IoT it

If you will study well, you will pass the examination.
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Elilillooogil;"ooo

STAHT...3dAT.... is used in the meaning as much as - that

much

Ao ST @1 Gehdl & 34T Fed Tl @1 Gehdl

As much as Sajan can eat that much Nandan cannot.

& &
Stgl....dal

STgl.. @l 1s used in the meaning ‘where...there’ to connect
sentences.

el Ueshdl € @I I &

Where there is unity, there is strength.

ST9 A9 is used in the meaning ‘when...then’ to connect
sentences.

T TEAIH FAE | A 9 a5l 38

When the teacher came to the class room, all the students
stood up.

..., 9, ... F

This conjuction is used in the meaning ‘who, which...he, they’.
ST AASHT 3T T ST TF WS H K §

The child who came there just now is Sajan’s brother.
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& &l afehis used in the meaning ‘not only...but also’ to
connect two sentences.

& TSI & Tl dfos WETRR A o
He is not only a teacher but also is a man of letters

TA.... AT/ ®T off
In the meaning ‘although...still/yet’ connecting two sentences

I T I DI WE TgT ® o 9 &R T
Although he studied well, (still) he failed.

ST, is used in the meaning ‘as...so’

ST TS BN o WS A B
As the king so will be the people.

L., )., .39 A9 / SO 54T, &1 &1 As...at that time.

T B & QT T HE O EdT S, T GG € S
gaT

SIE ST IS ST AT O oY WIS S &l T

As the sun was disappearing the light was decreasing.
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qF...39 AU

5135. .89 U is used in the meaning ‘because / since...so/
hence’ ¥ % reason T 1T matter

FF U9 qER ¥ WU F e T e

Since I am suffereing from fever, So I am not going to school.

¢ .
sq‘liflu..ialéi

To indicate the time, at the time of one matter another matter
also occured use Efl'&ﬁ . in the meaning as soon as....at
that time.

el § Thel UgdT, el Hel Selt
As soon as [ reached the school, the bell rang.

q1..79

In negative meaning ‘not....or’ to tell more than one matter,
... isused to connect sentences.

FA T T TgH & 7 oS HaAl

There are no boys in the class or girls

Tar.. A

2. . . .
To connect sentences T ...’ is used in the meaning
‘neither...nor’

g & U A A FT §, T T FqA
Vijay has neither pen nor pencil

sk
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E%FT % @9 / Rules of Masculine Gender

1. The words which end with 37 are masculine.
R, 8, |

2. The words which end with 3T are masculine.
ST, T, TEA

3. The names of metals are masculine in gender
oATeT, AT, el

4. The names of grains are masculine in gender.

5. The names of trees are masculine in gender

6. The names of planets are masculine in gender

7. The names of mountains are masculine in gender.

g1, e, el s

8. The names of countries are masculine in gender
qR, =, S

9. The names of weeks are masculine in gender
TR, HAR, DI

10. The names of months are masculine in gender
<, R, S

11. The names of oceans are masculine in gender

12. The names of denote groups are masculine in gender
T, T, e, HeoA

skeksk
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ifert % a9/ Rules of Feminine Gender

1. The words ending in% are feminine in gender

T, 2, 7, =S, e, T, ete.
(But 13|'I=Pf, ‘Eﬁ, Iﬁ?‘ﬁ, TEl are masculine)

2. The names of rivers, the names of dates and the names of

stars are feminine in gender.

3Tgardl, RO, Hifaehr, T gl
3. The noun words ending with 3‘”’% , 82, dZ, dlare feminine in
gender

e, dexiled

e, dd1a

AT, A
4. The words ending with ¥Tare feminine in gender
T, T, TS, A, T
(But frgan, ST h3AT are masculine)

5. The words ending in @ are feminine in gender
d1d, d, oIid, 89d
(But : @d, d%&d, It are masculine)

6. The words ending in @ are feminine in gender.
g, 4, 39, 99
(But :3@, 9@, 749, 94 are masculine)
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auop aq /Ajpupy/ aseaid Aeyy | duop aq /Apury/ aseajd Aely | suop aq /Ajpuny/ aseaid Aew | suop aq /Apuny/ases|d ke
He ok e b e s L b s Lt

auop aq 0} aney auop aq 0} aney auop aq 03 sey auop aq 03 sey
2l ke 2 blle bl 2l ke 2 Lblle Lkl Lkt 1o 2 lpdde

auop 3q p|noys auop aq p|noys auop aq p|noys auop aq p|noys
a2 Ll b e bl Tt nlle el 1 a2 Lol Lk Lol b 2l
auop ud3q pey auop ud3q pey auop udaq pey auop udaq pey 95U31 1594494 1sed
s lelt ko o br ekl s lelt ke Iz Lkl lete Llkebh b
auop Udaq dney auop Ud3q dAeY auop uaaq sey auop uda(q sey 95U3] 173}43d Juasaid
2k e 2 s el 2k ke 2 Lol Loy bl khlle
EEIET auop a1am auop sem auop sem a)uyapu| 1sed
Ik Lo iz ey Ik e Il Ibse) TIOE T
auop aq [|Im auop aq [|Im auop aq [[Im auop 3¢ [|IM asua] aunIn4
b L e b e
auop buiaq ase auop bulaq aie auop bulaq st auop bulaq st snonunuo) jussald
Pl Skl e Sl el bbbl L
auop ale auop ale auop si auop s| 8jluyepul Jussaid

DRI Lide LiRK 1t Lw] HBERE ® bR M il t hte bt ralbht ) 2k 20k lehd
2 leleb B balphis bt 1k ki)
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