
(
'+-T"Rcr ~XCP"R qft- xT\1f'+-TTlff -.ftftr :

~ ~ cf; ~ cf; f.1+:rfurcf; ~

~ ~ ~~ ,{1 cf,{1 Hild ~ f%r<ft cpT

XT\1f~ cf; "f)q -q ~ fcr>m 'Tm 3fR

14 ~ 1949 cpT <rb ~ fu<:rr 'Tm

fcp x:fq ctT XT\1f~ f%r<ft ~ I <TIft

CfJRUTt fcp ~ 14 ~ cpT f%r<ft

~ cf; "f)q -q 1=RPlT \JfT(ff t I 1fffift<l

~ ctT qm 343 ~ 351 cf; 3i"cr<fcr

XT\1f~ ~ cf; ~ -q fclm ~ ~

ctT ~I

xT\Jf'+-TTl:ffX'f~'C.fr X'f~'C.~CP \J1:i~e1

x:fq ctT XT\1f~ ~ 3fR M- ~<:1<11'I~

m I x:fq cf; XI\Jj<P~I<.f i-I<.f"\Jj<11"cf; ftm
~ ~ 31'cPT<PT"f)q 'lfffi'fT<l 31'cPT

em 3i\1xl~<.f "f)q (L 2, 3.4. 5, 6. 7. 8. 9, 0)

"iIT<rr I

x"T\;:P'TPH ~flT~<r+f. 1963

(<l~TTX'f~TTjlTcr) X"T\Jf'+-TTl;fT~flT~<l+f

ct Cfbt9 1J.~<l }fTCr'C.lT'l: eTTXT 3 (3) :

x:fq ctT XT\1f~ ~ <:I<11' 1~ ftITq -q f%r<ft

t I ~ f%r<ft ct 3iIdRcm ~ ~

<PT ~ ~ ~ <P1l-l<PI\Jj-q fcr>m

\JfTmtll~~ 343(1)

crm XT\1f~ ~ ctT qm 3]

XT\1f~ ~ 1963, XT\1f~ f.1wr

1976 3fR ~ 3i"cr<fcr ~ ~ 1:iX

XT\1f~ fct'+fflT, '!6 ;.J?lIIc1<.fctT 3fR ~

\ifRT f$lz ~ ~ GRT ~ fcr>m

)
'Tm t fcp fcp;:f i-I<.fI \Jj<11"cf; ~ ~

f%r<ft <PT ~ fcr>m \i'flClT t. ~

~ f%r<ft 3fR ~ ~ ~31T em

~~t,~~~
~ <PT ~ fcr>m ~ t 3fR fcp;:f

cpp:ff cf; ~ ~ m 3"hJufT ~

~31T <PT ~ fcr>m \JfTm t I

£:lRT 3(3) <t ~ ~ <P1'1\Jj1\1 :

XT\1f1ffC'IT~ ctT tmT 3(3) <t ~

~. XwrRl ~. f.1<:rs:r,~.

CP"XR, W<! II,{1PI <P m 3f'Xl i-IRl~ «<1 <IT

>ffi ~ 311ft ~'+TTlft "f)q -q m \ifRT

ctT \JIl\t I ~ }f<PlX cf; Ij ~ \:.11 cf;

~ ~IRX <PX1<:11c:l~ cpT

("', ~ \J!T1PTTI

I) ~ ~':': General Orders

2) ~ : Circulars

3) ~ : Resolution

4) f.1wr : Rules

5) ~ : Memorandum

n) 3rt~h~-q<1I~" : Notifications

7) WW,{1P1<P ~ 3f'Xl i-Ild~«<1 :

Administrative & other reports

8) >ffi 1cl:?1fC<1<.fi: Press Communiques

9) ~ : Contracts

10) m :Agreements

11) 3ij:?1 fC<t<.fi : Licenses

12) ~ If?r : Permits

13)~~crm~~:
Tender Notice & forms of tender

14)~ «,{\1I~\Jj : Policy

documents

':' ~p::rr;.<l ~ct~T "$T lf~'+-TTl;fT

x~~cf;~'4T~, ~. ~

~ un fct~ wWT cf; ~ m crm

~~'4T~,~, If?r, ~, ~,

~, 311ft un ~ <P4"CJIR<.fI"cf;

~ ~QlCfT ~ ct ~tT -q <IT ~

~m, XT\1f~~ctTqm3(3)

cf;~"~~'~t.l

XT\Jf'+-TTl:ff~<l11, 1976

(<l~Tru~TjlTcr 1987)

X"T\Jf'+-TTlff~1lT~<l11 1963 "$T 'C.mT 3

\J1:ieTTXT(4) cf; Wl1l qm 8 cf; &NT cfi

~ ~I~<.fl" <PT wWT m~~
~ -1 1976 -q XT\1f~ f.1wr ~,

~~<mt~WPRt:

f.1wr 1: ~ f.1wr <PTfctm, ~ 0.

cpT~~~-qtl

f.1wr 2: ~ ~ cf; <P1<.ffc1<.fcf;

3i"cr<fcr PI kj fC1 RsI \1 mf11c;r t ­

(i)~ ~ cf;~, fct'+fflT m

f I

(ii) ~ ~ GRT ~Cffi" fc1R:ft

~.,. ~ m ~ <PT cpT~

f I
(iii)~~cf; tql~C"Cl m~

cf; ~ ~ f.f<r1 m <P'cRt (~

C\ ~~amT~)

f.1wr 3: XT\1f~ cpT ~~ ~ ~

cpT<lf~ CP"X-1 ct fu'!" Xl\T<lT" cpT

<:I,ff<pxul :

Cf)af?r : ~ ~ ~ af?r. Ij~Xi-I~~I,

l1t<l}fct~T, ~c;r }fct~T, XT\Jfx~.
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6R<.fIUII, ~, ~ aiR PI<PI"lIX ttq
~ <1 ~ ~ ~ \i'ffff i-II~~I<P ~ 1:iX

XT\1f~ f%r<ft ~ I

~ &5r : 'J, \JfX"m , l1-gTXT1S~' 11'\JfT'f .

"'q'~lT~ X'f"t.TXTI3-<le-T~

IT af?r: a:rrn~, 3i'(lulI"CJc1~, 3Rfl1.

llTcrr, ~ q ~, <P1fc<p, ~,

~,~,~, 11'"~-S,~,

o , ~, ~ ~, c;renfTq,

~f1<PI<.f, ~. ~, cfiq, ~. ~

~ x:fq~ af?r

f.1<P1 4: <PI<.ffc1<.fl"cf; ~ ~ :

· cp af?r -q ft~ <PI<.ffc1<.fI"cf; ~ ~

~-qm<T1

· cp af?r ~ ~ af?r m .,. af?r cf; ~

~m~-qm~tl

· af?r ~ m.,. -q ft~ <PI<.ffc141"cf; ~

~f%r<ftm~-qm~tl

~fcp3f'Xl~-q~~~

<PT ~ Wl1l ~ 'l<rr t I

f.1wr 5: f%r<ft -q mcG ~ ~ ~

~~~f%r<ft-qm~~1

~<l11 6: X'fCf)~, ~~~. ~~

~,lRf11c,~,~, ~~
qX" -gX'-crTe-n cpx-;:fqr~ c.<lfcfcr cpT

Ij ~ x« IR:l ~ "iIT<rr fcp % <rb '{jPl ~"CJ\1

CfJX~ fcp «t\11 ~ \Jj f%r<ft aiR ~ ~

-q m ~ f$lz \i'lTcT~ PI"'JI~\1 ~

\i'lTcT~ <IT~ f$lz \i'ffil ~ I

f.1wr 7: ~~, ~ m ~~

\i'f'f ~ f%r<ft -q fcl?m ~ <IT~ ~



-q ~aR ~ ~ err \NlCf)f \nR ~
-q-gT~~1

f.1W1 8: ~ ~ f$xfi ~ 'CR

~m~~m~-q~

Wl>CiT t 3fR ~ % 3lllafT ~ ~

~ fcp % \NlCf)f ~ ~ ~

-q m:wr~ I

f.1W1 9: ~ -q "WfIurm :

m f$xfi ~ -i:

(cp) ~ WafT m ~ ~ m

~ ~ ~ WafT ~ lfTRl+1 xl

~ Cf)Xill t, m

("~") ~ WafT -q 3f~ ~ WafT

~~m~~f$xfi3Rl

WafT -q ~ cpt ~ ~cp~cp ~ <i>

~-q~~,m
(<r) m % ~ frr:r:IT xl ~ >JWq -q

<T5~~tfcp~~-q

~~t, err~~-q<T5~

~ fcp \NA ~ -q "WfIurm ~

Cf)Xill t I

f.1W1 10: ~ -q ~ ~

m f$xfi ~ -i:

(I) ~ WafT m ~ ~ m

~ ~ WafT ~ ~ <i>"ID~

~ Cf)Xill t m

(2)~~<i>~~efUT~

<i> ~ 311~IfG1d ~ WafT m IJf"l"

\Rf ~ Gffi ~ >rcl'f <i>~ <i>

"Witr -q \Rf ~ <i>~ ~ ~

WafT fcjPI ~ ~ t IJf"l" % WafT ~

Cf)Xillt m
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(3) <i>~~<:r mcpJX Em \Rf ~

Rl PI ~ ~ ~ 3Rl WafT ~ Cf)Xill
tm
("&) m % ~ frr:r:IT xl ~

~-q<T5~~tfcp\NA

~ ~ >fT1:(fCf)X~ t, err ~ ~

-q <T5 wrnT ~ fcp \NA ~ Cf5T

~ ~ >fT1:(fCf)X~ t I

f.1W11l: ~ ~ <i> CPI~f<:'1~I"xl

~ ~'+fT ~3R>f, ,{11f6dl~" 3fR 3Rl

~~~~~3fR~

~T-;:rT -q' tg1-TT~ ~q -q" :!~Cf <:rT

~T~Cf(>fh-cr~(>f 3fh >fCf)T~TCf Cf)-X-;:rT

~ m-rrr I ~'+fT Lf>ll'f 3fR x~'{-c.x'r

<i> ~, ~ Cf~ X~~I'1X"1~ ~c.

<R ~ 3itx ~ -q 6Mt1

f.1W112: 31:),41<:'1'1Cf5T\j"dXc;l~("Cj :

<i>~ ~ <i> ~Cf) cpl~f<:'1~ <i>

r- >ftrR Cf5T<T5 \j"d XC;I~ ("Cjm-rrr

fcp, % <T5 ~P1~~d ~ fcp ~

3fR ~ frr:r:IT <i>~m Cf5T~ ~

xl 31:),41<:'1'151 X6T t 3fR ~ ~ <i>

ftnl 'i31l<lCffi ~ >f~" q CP I~ \JfTTT <i>m Cl5"t I

( ~ ~ l{ ~ ~lq~i~1 J
Action may be taken as proposal : ~~ jf't{lIIclG ~ ~ ~ I

Address all concerened : 'tt<f'ti<i~(J <liT ~ ~ I

Administrative approval may be obtained : WW'tlPlcp ~ ~ fcpm \Jfl"<ll

Advise the action taken: <1ft~ ~ ~ 3l<flI'{f ~ I

Agenda is sent herewith : ~ ~ ~-~ ~ \JlTCfT t I
All conGerned to note : ~1ft ~ ~ ~ ffi I

Appear for interview : ~ ~ ~ ~ 51 I

Approval may be accorded. : 31j••)<i"1 JIGR <PX~ ~ I

Approved as per remarks in the MargiR : ~ ~ 3f~ <i>~ 3i:),,-M~d I

Approved as proposed. :~~-lRillir 31j41I RGA:ffinq <i>~ 3i:),'i1 R.d I

Approved subject to the objections at 'fJ( : "iP ~ \j~~G ~ <i>31'tfR ~ I

Arrangment may be made: Jr<iq fclim \JfW I / c.lJCR-QIT ~ ~ I

As already pointed out : ~ fcl> ~ «<fl"m \iJT ~ t I
As decided : ~ fcp f.'rom fclim ~ t I

As explained in your Jetter : ~ ~ tF3r 1) ~ fcpm 'Tm t I

As far as circumstances permit :~R~fdq)" ~ ~ \JfbT CfCP xl'lfCT t I

As for as permissible : \iffi'f (fq) ~ m I
As indicated above : ~ \li1R «<fl"m ~ t I

As mentioned above : ~ fc\:i UJlR <IiiIT~ t I

As mentioned below : ~ fcl> ~ <IiiIT ~ t I

As per details below : ~ ~ 6lIRl ~ ~ I

As per extant orders : ~ ~ ~ ~ I

As per item in the schedule : ~ 1) <ft ~ 1R <i>~ I

As per orders on the page ..w : ~ 1R ~ ~ 3lRW <i>~ I

As proposed. : <:r~-~'t{lIRl(JI
As required unde rules. : f.FI1fl ~ areft;r ~~ ~ I

As suggested abovelbelow. : ~ fcl> UJlR I~ ~ 'Tm t I

At your earliest convenience. : ~ ~f<l~lj'tlIX ~ ~ 51 x:rct I

At your end also. : ~ ~ ~ 1ft"I~ ~ xl 1ft

Attention is invited to . ... : . ._. .._.<Ift 3itx ~ ~ fcpm \iffiIT t I

Await reply: \ffI'X ~ mam <R/\.nR qft ~ qft ~ I

Ban-on further promotion: 1fTifi ~<;"1...,Rl1R~ I

Bill has been paid: f.t.;r <PT~ m ~ t I
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Bill has been verified : ~ C/5T '<iC'tl14'1 "Cf)X fRm 1fllT t I

Bills for Signature : ~ tR ~aR "Cf)X ~ I

Bills have been drawn : ~ tR ~ c;tT \JlT ~ t I

Budget provision exists : q\jjC-~~ ~ t I

Carry out orders: 3ITffi C/5T qrc;p:r ~ I
Case has been closed: lffl'IC'IT ~ "Cf)X ~ 1fllT t I

Case is to be reviewed : ~ tR m fcrcm" ~ / cpx;:rr t I

Case is under consideration : ~ ~ t I

Case is under consideration : ~ ~ t I

Case is under investigation : ~ ~ \Jl"t-Er ~ \JlT W t I

Casual leave granted: 3llcpR-+jcp ~ ~ ~ ~ I
Certificate issued: \.l~IUI4-:::l ~ 1fllT I

Checked and found correct: \Jl"t-Er~ 3fR x:ffiT 1ll<IT'

Claim is excessive : ~ ~ t I

Claim is time-barred : ~ ~ ~ t I

Claim is unreasonable : ~ ~ t I

Clarification has been sought: '<~~CPxul l'fl'1TI 1fllT t I

Communicate to all : x-rm ~ ~ I

Complaint is complety unjustified: ~ICPI"-ld ~~ ~ t I

Comply with the order: 3ITffi C/5T -qrc;r;:r ~ I

Comply with the requirement : ~ ~ ~ \ifT1{ I

Conducts is questionable : ~ 3l14R1'J1'1CP t I

Consider it again : ~ tR ~'1rcf-qIX ~ I

Consider it properly : ~ ~ xf fcrcm" ~ I

Consider the findings : ~ tR fcrcm" ~ I

Consultation is necessary : ~ ~ t I

Contingency may arise: 3lICPR-+jcp ft~ tfcrr m ~ t I

Copy by post in conformation: ~ cFi ~ }lfd~rq (~) ~ am I

Copy enclosed for ready reference : ~'+l *'4 cFi ~ ~fd~rq ~ t I

Copy enclosed: ~fd~rq ~ t I

Copy forwarded to for information : ~ cFi ~ cpl \.lfd~rq ~ t I

Copy forwarded to : cpl >!fa" ~ / 3TIWrcf / *'fi 'GfTCft t I

Copy is forwarded for ready reference: }lfd~rq ~f~ (*'4) ci> ~ ~ I

Dealy was unavoidable : ~ ~ ~ I
Dear Sir: fWl ~ I

Decision is awaited: f.1ul<T ~ >rcfien t I
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Default was excusable: oqfds:f>~ 1=fT1tT <IT«r ~ I

Delay in returning the file is regretted : ~ cpl ~ -q ~ ~ cFi~ ~ t I

Dealy in the submission of the case is regretted. : ~ <PT~ ~ "4 ~

ctxcFi~~~tl

Delay is regretted. : ~ cFi ~ ~ t I

Delete the followimg lines. : ~ ~ ~ cpl f.1c/Jrc;r ~ I

Depart,ment may please see for comments. : fcr1IT'T~ fuu:rujl ci>~ ~ ~ I

Deprtment will be informed accordingly. : fcr1IT'T<PTd c<j'<11X ~ cpx ~ ~ I

Detailed particulars may be furnished. : fcffircf fcrcRuJ 'l{-Grr ~ I

Director may please see for approval.; Pl~~ICP ~ ~ ci>~ ~ -R I

Draft approved as amended. ; ~ ~ ~"4 3lj~~~d f$<rr \JfRfT t I

Draft circular put up for signature. ; ~ C/5T ~ ~aR ci> ~ >RWi t I

Draft for approval. ; ~ ci>~ ~ I

Draft has been amended accordingly. ; lf~ dc<'1'<1IX mtmr f$<rr 1fllT t I

Draft is approved. : ~ 3lj~~~d I

Draft is cincurred in. : >m>q qx ~ <ft \JlT W t I

Draft is put up accordingly. ; dc<j'<1IX ~ ~ t I

Draft is put up for approval, please. ; ~ (~) ~ cFi~ >RWi t I

Draft may now be issued. : ~ 3lOf "\Jf"RT "Cf)X ~ \ifT1{ I

Draft may be amended accordingly. : >m>q cpl d<:\j'<1IX mtmr f$<rr \ifT1{ I

Draft notification is placed below. ; ~ C/5T >m>q ~ ~ t I

Draft reply is put up for approval. : \YfR C/5T ~ 3lj~Ic<'1I~ ~ t I

Drafted as directed. ; Pl~~lIj'<1IX ~ c'I<:IR fctRrr 1fllT I

Duly sanctioned. : ~ ~ fctRrr S;3lT I

During the course of discussion. : ~ cFi ~ I

During the interim period. ; ~ 3lCl'"fu "4 I

During the period under review. ; X1+framff;f 3lCl'"fu"4 I

Early orders are solicited. ; ~ ~ ~ I

Early reply is solicited ; ~ \YfR ~ ~ m*rr t I

Earned leave granted. ; 31ftfcf ~ ~

Eligibility is certifed. : ~ }l~I[Qld ~ \iffifT t I
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Enclosed herewith. : ~ ct> "ill~ ~ I

Enclosed Statement. : ~ ~ I

Enquirly has been ordered. :~ <fiT 3JTCtw ~"1J1H t I

Ensure compliance: 31j41<:'1'1 ~~~-qo ~ I

Error is regretted. : ~ ct> ~ ~ t I
Estimate is under preparation. : ~1cf<f>{,\"1 ~ tiPm \iIT un- t I

Expedite action. : ~ ~ ~ I

Expenditure is excessive. :"CZj"1f ~ t I

Expenditure is recurring :Cll<l 3l"fCfaf t I

Explained in your letter: 3fTCI"Ct-q?f1l ~ f<\im "1J1H I

Explantion may be called for : '{"<.f~<t>'l.UI 1WIT ~ I

Facilities are not available: ~~t:ll~ \j'f{'\Q';j ~ t I

Figure do not tally : ~ ~ ~ ~ I

Final concurrence is accorded.: ~ ~ <ft \ifI{ft t I

Final reply will follow : ~ \:mR 1furr ~ I

Fix a date for the meeting : ~ ct> ~ ~ UlJ c6t \JITqI

Follow the orders: 3lT<tm Cf>T~ ~ I

For all concerned, please : ~'4t tj~~o c.ql4oQY ct> ~ I

For compliance: 31j4 1<:'1'1ct> ~ I

For concurrence : ~ ct> ~ I

For consideration: fcmR ct> ~ I

For early approval : ~ ~ ct> ~ I

Forfavouravbleaction: ~~ct~1

For financial concurrence : ~ ~ ct ~ I

For further action: 31rT <5t ~ ct> ~ I

For guidance: l-j1,r«~r'1ct> ~ I

For information and guidance : ~ ~ ~1·f~"r"1ct ~ I

For information and necessary action : ~ ~ ~ ~ *~ I

For information only : ~ ~~ I

For offical use only : ~ ~ ~ ct ~ I

For onward transmission: 31rT *'R ct ~ I
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For perusal: 31q<1I<P1 ct> ~ I

IFunds are available within sanctio'led budget : ~ ~c 1f ~ ~~ t I

Funds will be provied : tR <5t C1lCR~ <5t ~ I

Held in abeyance: x)cP X&T <mT I

His request is in order : ~ m$:rr f.1<P1-Wrcr t I

House has been vacated : ~ ~ q5X ~ <mT t I

I agree with 'A' above: "4 ~ 'cp' ~ ~ t I

I agree""4 ~ tl
I am not concerned with this: 1ffl" ~ W.£:T ~ t I

I authoise you : "4 31fttcPT ~ qmrr t I
I beg submit : ~ t fcp I

I fully endorse the remark: "4 31"~ Cf>T~: w=r*'r qmrr t I

I have no knowledge::¢ ~ 'J111<P'.{] ~ t I

I have no prejudice: :¢ ~ ~ ~ t I

I shall be highly grateful: "4 ~ 3IT'lfRT ~ I
I shall be obliged: "4 ~ ~ I

I wish to inform you that: "4 ~ m ~ t fcp

In order to ensure that: <ffi '{j,Pifhld mct> ~ fcp I

In reply to your letter No dt. : ~ -q?[ ~ fu ct> Bm 1f I

In the above circumstances : ~Cftf ~~ if

In the circumstances stated: \':l~~d ~~ 1f

In view of the changed policy: 4Rqfctd ~ <PT ~ ~ I

In view of the urgency: dlC¢I~<P 31lq~~<Pdl <PT ~ ~ I

Increment stopped : ~-~ ~ ~ I

Inform accrdingly: d«jXilx ~~ I

Inform the candidate: \':lHj"/«qlx <PT ~ fclRrr ~ I

Information is not complete: ~ ~ ~ t /'J1I'1ctll~ ~ t I
Invitation is accepted : ~ ~ t I

........... is returned in original : ~ Xii1r ~ ~ '\JfTCfT t I

Issue as amneded : ~~ ~ ~ ~ I

Issue as modified : ~~ ~ \Jf'RT cR I
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Issue reminder urgently : ~ 3ij'MIX<P ~ I

Issue today: 3ITiJf fft" ~ fe:<rr ~/~ I

It has been decied : <l"5~ fi:lRrr 1TlfT t I

It has been noticed that: <l"5~ 1TlfT t fc)J I

It is not applicable: <l"5~ 'fiff t I

It is not feasible: <l"5~ 'fiff t I

It is not practicable: <l"5~ "l'ift t I

It is obligatory: <l"5~ t I

It is suggested that: <l"5~ fe:<rr \iflCIT t fc)J

It is within your powers: <l"53IT% ~ if t I

It may further be addded that: <l"5'+fi 'lcfTlIT \iflCIT t fc)J

It requires prior approval : ~ ~ ~ ~ ~ t I

It will be construed : ~ <l"5~ \i'ITqlIT I

Keep in abeyance : x~ X& ~ I

Keep it in the file : ~ ~ (~) if ~ I

Keep pending : ~ X& ~ I

Kindly acknowledge : ~ ~ ~ /~ ~ ~ ~ I

Kindly counter-sign : ~ ~RlC:'<-Q11ffX cR I

Kindly look into : ~ ~ ~ ~ I

Kindly permit : ~ ~ ~ I

Kindly review the case : ~ ~ 'R ~'1rcf-qIX cR I

Leave may be sanctioned : ~ ~ / ~ ctt ~ I

Liable to disciplinary action: 3ij~II'<1'11\'iC/'l ~ ctt \JfT~ t I

May be Filed : ~ fcpm ~ I

May be perused: 3iClC'1IC/'l'1cR I

May I come in please: Cf<rrif ~ 3lT~ t I

May I know: Cf<rrif \Jf[";::rm tl
Needful has been done : ~ ~ "Cj)X eft ~ t I

Needs no comments : ~ ctt 3iICl~<'.jC/'ldl'fiff I

No action is required: fcRfT ~ ctt 3iICl~<'.jC/'ldl'fiff I

No action : ~ ~ 'fiff I
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No admission: m ~ I

No comments : ~ ~ 'fiff I

No funds available: tt-l ~6tf 'fiff I

No futher action is called for: 3ll'1 ~ ~ ~ 'fiff I

No instruction : ~ ~ 'fiff I

No need to send a reply: I3"m ~ ctt 3iICl~<'.jC/'ldl'fiff I

No reply : ~ I3"m 'fiff I

Noted below : ~ fum 1TlfT I

. Noted, thanks: <ITc fcpm, ~ I

Objection is not valid: 31fCI'fu ~ 'fiff t I

On account of ill health : m~ cftcp~ ~ * CJ5RU[ I

Order has been communicated / sent: 3lT<hT ~ fe:<rr 1TlfT t I

Order may be cancelled: 3lT<hT ~ fcpm ~ I

Order may be issued : 3lT<hT \JfRT "Cj)X fe:<rr ~ I

Please circulate and file : ~ ~'+fi <PT R.~I<P'< ~ "Cj)X <f I

Please discuss : cpq<:jT 'q'qf ~ Ic

Please put up a self containde note : ~ x:<rcf:~ ku:roft >rX¥ ~ I

Please see for information : ~ ~~ ~ ~ I

Please see the preceeding notes : ~ fCrm:;fi ~u.ju~<'.ji ~ I

Please send a reminder: cpqm 10P 3i'i'<+tIXC/'l ~ Ic

Please speak : ~ mer ~ I

Reference notes on pre-page : ~ ~ 'R f?:cqufT * *'+f if

Relevant orders are flagged: WTcl ~ 'R ~ <.>fllT eft ~ g I

Requisite files are placed below : ~ ~ ~ xm t I

Return of the main file may be awaited :~ f?Jfuc;r * ClTQX1 31R q§T mfiarr ctt ~ I

.....section has no comments to offer: ~ cp'j ~ tR ~ fe;u:MT -;:ffi't ~ t I

...... section may please see: 31:!1WT ~ ~ ~ I

Section officer has seen: 31:!1WT ~ ~ ~ ~ t I

Seen and returned : ~ crr11m fcpm \iflCIT t I

Seen and returned with thanks : ~ ~~ ~ 17P<:rr \iflCIT t I

Seen thanks : ~ fum, ~
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Seen section: 3fj'lfl'T ;f ~ fum -g I

Submitted for orders : ~ ct ~ ~ -g I

Tenders have been invited: m~ ~ <m -g I

The matter is still under consideration : ~ 3f"-fT "-fT ~ -g I

The papers are sent herewith: Cj')f1j\Jf-q?f ~ m~ ~ UfT ~ g I

The proposal is quiet in order: <:r6~ ~c1cgct frt~'iI:!~C'i -g I

The proposal is self-explanatory : ~ ~ 3ITtf ~ ~ -g I

The receipt of the letter has been acknowledge: q?f f1rc;R em ~ eft -g I /

tffCl"ffi ~ eft ~ -g I

The required papers are placed below : ~ Cj')f1j\Jf-q?f ~ "ffif g I
Under his signature : ~ ~a-R ~ I

Undersigned is directed to : ~~ cpt ~ s3IT -g fcp

Vertified and found correct: ~i~lrqci FcPm, "ffifr -g I

Verification of antecedents : ~ cpr ,{iC"~14'i I
Vertified copy: ~iC"~Jrqci>rfc1,

Waiting list is prepared : >rfc11fff-~ ~ vmft -g ,

We are not concerned with this : ~ 5+ffi ~ X'tfi'Cl ~ -g I

We have no remarks to other offer: "f?1f ~ ~ ~ ~ -g I
We regret: "f?1f ~ -g I

we shall be glad: "f?1f .H,{i~ciJ 6T<fT I

Whichever is earlier: \ill "-fT ~ m I

Whichever is least: \ill "-fT cp+:f m I

Wilful absence from duty: \.ri1'1't:?1¢x ~ xl ~~ I

With reference to : ct ~'+f ~ I
With regards: x:rRX I

With retrospective effect: 'i.cTc~ IfC{j ~ I

With the approval of : ct ~ xli

With the connivance of : em lfR" ~ xlI
Work is going on smoothly: C/)]<:f ~ 01 xl ~ ffi t I

Work is in progress: cpp:f ~ -g I

Wrongly decided: 'R>J(f~ s3IT I

Your request can not be acceded to : 3fTlTCtrm$rr ~ ;:ffiT em UfT ~ I
l~

(

I
Abridgement - 'ffllter,~
Abstract -"ffiX, ~
Brief - Rl~~,{il,{,11aRf"R

Digest-~-~

Epitome - ~

Minutes-~

Outline-~

Precis - 'ffe)-qur

Sum IIImy - "ffiXm

Synopsis - ~-'ffllter
Resume - 'ff~

2

Approval-~

Acceptance -~, .H[dj.l6UI

Accede -11R ~, ~ ~

Acquiescence -~, ~ ~

Assent-~

Concurrence - ~

Consent -~

Sanction - ~ / ,{i',{-<lI¢R\

Permission - ~ <t.=rr

..,

.)

Accuse - ~ WTAT

Allege-~~~

Arraign - 31RTq ~

Blame - «1~1'{14ul ~

Charge 31RTq WTAT

Impeach - ~ ~

Indict - 3f~ WTAT

15

)
4

Achievement - ~

Ability-~

Accomplishment -~, ~

Attainment - mfT<r, ~

Attribute - ~

Capability - ~p:puf. "{jTf~

Capacity - a-p::[CfT

Competence - ~a-p::[CfT

Efficiencv - ~arm,m ¢~Ic1C11. '"

Merit-Tf, ~

Proficiency - ~

Property - ~

Qualification -3ftcTI, ~
Trait _ ~"IJ~,,, r;:,f<l,~~,

Worth-~

5

Acknowledge - 3!"fli'{-q"I¢IX ~

Admit-~~

Avow - ~ "{jTfa'f ~ ~

Concede - '1R ~

Confess - ~ ~, ~

Own-~,~~

6

Acknowledgement - 3lDi ,{-<ll ~ Rt, "CfTCTCfr

Receipt - n:f'rG", ~



Exculpate - ~ ~ cpx;:ff

Exonerate - ~ cpx;:ff, l=fT1trct.n

Free --1JCffi" cpx;:ff

ReI ease - fWT cpx;:ff, ~ cpx;:ff

Vindicate - ~ ~ 1JCffi" cpx;:ff

N

Act-~

BiIJ-~

Byelaw !By-law) -- ~

Canon-~

En;Jctmenl- ~

Law-~

Legislation - fcrcrr;:r

Ordinance - ~

Regulation - ~

Rule-~

Regulation - ~

Statute - ~
Sub-rule _ - , .. 0, ....

9

Act - cpx;:ff, <l5T<fcpx;:ff

Deed - qilf, ~

Function - CP-laj4tt1'i, ~

Operation - >fCl'Ct;:r,~, ~, filRrr

Peliol1l1anCe- cnr4---~, tfl(YFf,CW1~

Reacl-~, >lldf?p~1

Work - C/51<f;qilf / CJ?l11,Cl5l<:f~, ~

]0

Acting - CPIJCPI'<~I

Ad-hoc - ~2f

Ad-interim - ~ (~ cf; ~)
Interim-~

Provisional - ~

Temporary - 3R~

16

II
Actual - -" -,~~, -.

Factual - C1~

Real - <:rm2f, 3RR'fI

True - >l1l--lIfO,cp,~, xrmrr, ~,~

12

Add - <:IT<rcpx;:ff, ~'lT, ~ cpx;:ff

Aflix-~

Annex - <r~ <PRY

Append - 4R~It::C cf; ~ l{ "C'fllFlT

Attach - W2T l{ ~, ~ ~'"

13

Adjourn - x~ <PRY

Defer - 3lR~ <PRY

Di sso Ive - ~ / fcrtJftcr cpx;:ff

Postpone - ~ <PRY

Prorogue - Xi?lIQxil'i <PRY

Suspend - ~t1~d <PRY

Keep in abeuance - 3TR-2Tftro C/5X.-JT

14

Administer->rnRR~, ~~, ~

Conduct - ~ <PRY

Con t ro I - f.1<t:rur <PRY

Direct - ~ ct.n

Govern - ~1Txl~C/5X"fT,f~<:rj:Fl C/5X-;:n,

>FF£:T Cl'5X~T

Manage - ~-m C/5BT

Regulate - rq~~l-i'i C/5BT

Reign - ~ C/5BT

Rule - m C/5BT

15

Admission -~, WUf (~, ~ 1l)

Entrance- ~ />fcm ~~ /'+/CFf)

Entry-m/~

Inlet-~

Access - $ (fcRfi ~ &RT)

16

Advancement - ~

Development - ~

Evolution - w+1-~

Growth-~

Improvement -~, XjtTR

Progress - >flTf(r

17

Advantage - ~

Benefit - f%c1, c;rPf, ~

Gain -~1f (~)

Profit - c;rl1f

18

Advice-~

Caution - ~ C/5BT, ~

Counsel-~

Warn-~ct.n

19

Affirmation - ~

Confirmation - ~I~CP'<UI, ~

Authentication - ~>ll-iluflcp,<ul

Atlestation - W~

Corroboration - ~

Validation-~, ~

Verification - xi\X.I14'i

17

20

Certificate - >ll-iIUI4?l

Degree-~

Diploma-~/~

21

Assault - ~

Aggression - ~
A ttal' k - 3lliIJl1UT

Charge -mcrr

Infiltration -~

Character - ~

Conduct - 3JTiRUT

Behavior- ~

Treatment - 'ICffq

Attitude - ~

23

Price-~/~(~)
Co s t - c;rrTc'f

Charges - >PfR

Value- ~

Fee-~ -

24

Reject - 3ix-q~ICPlx

Cancel - ~ C/5BT

Disagree - ~ ~

Refuse - +AT C/5BT / ~ C/5BT

25

Dismiss - ~, ~ C/5BT

Discharge - ~ C!R<TI

Relieve - ~ C/5BT
Terminate - ~ C!R<TI

Remove - ~

Demote - 4~IQ'id C!R<TI



26

Agreement - ~/3f:fi'tT-~
Bond - q''tT-~

Contract- ~

Tender - f.1fcrcrr

Code - Wcrr
Documenl- C<X~I~u1,~

Deed- ~

Article- ~

Form- ~

Formal- ~

Performa - WE'f />fRii1f

?J

Compilation - ~

Compendiul11 - ~

Set-~
Collection - ~

28

Direction - ~

Order-~

Instruction - ~

Message - ~
Command-~

Advice- ~

Suggestion - ~
Consultation - ~

Discussion - ~

Negotiation - ~

'}-)

Yours faithfully - ~

Yours sincerely - ~

Yours truly - ~,(p-n<ft
Dear shri - fWT m
Dear sir - fWT ~

18

Dear madam - fWT ~

My dear- fWT

Xl

Personnel - ~

Personal - ~~ Icrc1cfJ

Private- ~

Unofficial - TR-~
Official- ~ 3i~ ~

Formal- 3fly,t:IIRcfJ

lnformal- 3l11Y1:l,RcfJ

Semi-official - 31tT-~

Demi-official - 31tT- "

31

Plan-~

Planning - 3l14'1u111 / f14)u11

Scheme-~/~

Project - yR~)u11'

Programme - ~

32

Attestation - W~

Certification - \.I~IUI4?1

Authentication - ~

Verification - xiC'<lIY1

33

Ministry- ~
Secretariat - Xi ~ q I ("j./.l

Department - fcr~
Division - ~~

Section - 3l:!~
Part- ~

Win g - x=<f>'tT

Unit-~

Branch - wm

Extension counter - ~

Circle- ~

Area-~

Region - at:f

Zone - \JlT;:r /x-i~
Cell- cp/ff

Block-~

Directorate - f1~~II("j./.l

Inspectorate - ~af11llC'l<l
Collectorate _ "f . "

34

Application - ~

Representation - ~

Report - \.IR1~C<1

Request-~

Appeal-~
Suit - crrcrr

35

Review - RiQIQ("j)cfJ1/'Wftm

Perusal - 3lQ("j)cfJ1

Revision - ~1,<q("j)cfJ1 / ~ /

'9:f:\JlTq cpx;:rr

Vetting - TWa-fUT

Inspection - ~a-fUT

Observation - 3fJ<lTa-fUT /31Q("j)cfJ1

36

Meeting- ~

Conference - ~

Seminar - ~

Celebration - ~

Festival- ~

Treat - ~ / GTCf(f

37

Verify - \JlTq ~/m~ ~

19

Enquiry - ~ ~
Search- ~ ~

Research - ~ cpx;:rr

lnvestigation- ~~/UFf-~~

Research scholar - mm~/~

38

Change - yRQd1/~

Amendment - ~

Modification -~, ~, ~

Alteration - ~'<"lC<("j

Conversion _ ' r'l. f

Transformation -

Variation - ~

39

Proposal-~
Resolution - ~

Motion-~

40

Section - 'CflXT

Sub-section - \3lf-'CflXT

Clause-~

Sub-clause - \3lf-~

Article-~

Articles of Association - x-f<r:r-~
Provision - mcf'i:ll'1/~'tT

Proviso-~
~

Paragraph -

41

Pension - f1,!R1cfJl /~ ~

Gratuity-~

Salary- m
Emoluments - ~

Pay-m



54

Crisis - 'ficpc

Contingency - 3i1cpR+jcpc1I

Emerency - 3lJLlTCf f{~
Exigency - 3icXlIQ~.tJcpc11

Strait (s) - fcrcpc f{~

5S

Precedent - ~

Antecdent - ~

Anterior- ~

Foreooina _ rd-rrn5T ~e e t.."i~II'--II, 'k""1I'-1\1

Forl11er-~,~, ~
Prior-~

Previous - ~, ~

S3

Dishollour - ~

Disre"ard - ~co

Disrespect - ~

Disdain _ r-.,. ~,.

Contempt-~

Humiliation- 'i1'161f::l, ~

Insult - 3N11R

Neglect - -;oqa:rr

52

Process - f$<n, ~. >ffip-m

Proced ure - ~

Proceddings - cp14Q161. <PT<f ~

jJ
Ban- TIcP

Priventation - TIcP~. ~

Prohibition - ~

Forbidding - ~
Restriction - >lfuq''tf

C()ntrol-~

Restraint - f.TI:rg, ~

Binding - q'~, ~

4S

Course - 4lclQw'i

Curriculum- 41C{QLjLjf

Extracurricular- ~

Syllabus·- lJlC{QRt"lQ

Prospectus _ r-

COITespondencecourse - 1:f.il'm ...~ ...~..

Correspondence- ~ / ,,_,_u_,_. ,

49

Authority - ~
Command - ~

Control-~

Power- Tfcffi ~c. '

Juridiction -~&5r

Right-~

47 51

Dismiss (from service) - ~ ~ RanGe - ~co

Discharge (from service) -:!<ffi ~ Scope - <PT<f&5r, m<:r &5r

Remove (from service) - 5CRT

Suspend - f::lc1'R!c1 ~

Reappoint - ~CfCf ~

Reinstate - ~ ~

44-

Secret - T<i
Confidential - ~

Top secret - qx11 ~

Most confidential - qx11 ~

Secrecy -:rmrr / ,.)" \\ ,~,
Secret papers - ~ ~1(f

Confidential report -. ~ ~

Confidence - fcrrcm:r / ~

Reliable source - ~ ~

Dependable - ~
Rei iabJe - RtxQxi·-i) q

Treachery _ f"\

45

Decision - Rtf::lxLj.tJ /~

Verdict-~

Ruling - czrcrx~

Judgment - f.1uf<:r

46

President (of a country) - ~

President (of a meeting) -- X1~
Chairman - ~e1

Head - >ftTR

Head of Deptt. - fcr'lff1T1'Ule1

Head of Office - cpl.tJfc1.tJI'tlfaf

Head of Account - ~-~

Letter head - -q?[-~

Heading -~

Remuneration - '(j""fft~ Enclosure - x-ic1'1CP

Honorarium - ~ Appendix - 4R~ltC

Basic Pay - ~ m Explanation - ~ / X.{j~cpXUI

Officiating pay - x~ m Clarification - x.{j~cpXUI /~

Special pay - ~ m
Pay scale - m l1R
Time scale - ~ l1R

Wages- ~
Allowance - '+ruT

Overtime allowance - Xi'iq14R '+ruT

Dearness Allowance - Wmf '+ruT

Subsistence Allowance - ~ '+ruT

42

Urgent - 31"fCTm

Most urgent - 3icXllQxlcp

Immediate - ~

Most Immediate - 3l"fTI ~

Important - 'i6~ ~uf

Priority - 3ElCIT

Top priority - qx11 3ElCIT

Express Letter - ~--q?[

Out Today - 3lT\if tI
At once - wcr

43

Note -~

Noting - f?:uTur

Draft - >1RJq /~ / ~

Comments - ilcm"-~

Remarks -3l~/~
Description - ~

Pal1iculars - ~ /~

Characteristics -~ / ~ / ~
Table -~

Chart - '<TIt

Annexure -3ijc1'1cp

20
21
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