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B ® feoqur
Noting in Hindi

A

‘A’ may be approved

T % o0 HIe Y& 6T S

A brief note is placed below

e i ¥ qa gl

Accepted

=

Accepted in principle

frgia: w=ra

Accepted provisionally

AT w9 T&ahd

Action as at 'A' proposed may be taken

TSI "F o AT T HILATS hl S0

Action may be taken as proposed

TAT AT FILATS il ST

Administrative approval may be obtained

TLTH A SATHIET TTH AT 10

Advance arrangements may be made TEel H ST T S0
Advance granted EIPEEER

Advise accordingly TEIA G Y
Advise immediately TR =T FE

Advise the concerned party weifere arét 1 i w1
Agreed HEH §

Agreed as suggested AT F AT T
All concerned to note a¥ft Heifera dre w7

Application is rejected

EICEC IS L IE N

Appropriate action may be taken

ST FLATS ol AT

Approval may be obtained

SAHIEA YTH 3T S0

Approved

ERCIES)

Approved and Sanctioned

ERCIERIE IR SRS

Approved as per remarks in the margin

grfery a¥ it feoqoft 3 srET R




Approved as proposed.

Approved subject to

Approved, subject to the observations at

U 'F X Ifedatad ardl & AT AqHIRT

'‘A' above

Arrangement may be made to disburse ST T shT STEAT
the payment

Arrangement may be made to translate | oo AT BT AqaTe T T e w4
the ....... In Hindi

As early/soon as possible RRIIEIEEE]

As per Manual Provisions AT TTAETAT F AL
As proposed RRINIIIER]

Ascertain the position ERIEEIREIEIY

At a glance T 3 ¥

At once qehTel XA

At the earliest RRIRIE]

At the same time HIREIRIR]

Attention is invited £ ATHIAT T STt 2
Avoid delay [EEE LTS

Await further report TSt AT it refter &
Await reply ST AT TATET AL
Background of the case may be given arHe 1 799 <1 S

Before issue

ST % & g

Before issue for perusal

o c
ST FLT | doel SAdqeliendl«

Bill may be paid

[EREIRUCIERERIE Y

Brief note is placed below

wtfer fevoor weqa |




Brief resume of the case is given below WA T AL A e e g

C
Call a meeting IS FRATE ST
Call for explanation TSR HT ST
Call for the report [ESICRCIER I
Cannot be permitted ATAIT Al & ST Fohel T
Carry out orders AT T ITAT L
Case is under consideration GIEEINERIMEIRES
Case is under process AT I FILATS il ST Bl 8
Case may be disposed off as early as possible wrHert TmefTer fqerar s
Case may be kept on hold AT T T ¥ @l AT

Case may be resubmitted with

..... %G1 HTHAT A TE& 6T ST

Case may be reviewed

e o< fRe | foa=me T smo

Case may require further investigation

AT § T T=BATE, 6l STed &

Charge sheet may pl be issued

JT I T FRAT ST

Checked and found correct

ST 3T TS < Fgl qraT IT

Circulate in all sections

FOIT FHT STTATT H TRATIIT Hl

Circulate and file

=TT ek ISl

Clarify the position feorfq =1 w2 ¥

Comments may please be called feoaoft wisft <

Communicate by fax/e-mail /in writing HAE/E-He 9/ Tt § gog w7
Comply with the instructions/orders AR/ BT ALATAT HE
Concerned staff may be advised accordingly wefera weTh T qIgH e ot s
Confirm the action FLATE H ‘Iﬁ? FE

Congratulations ECIE




Contention is untenable EEIELSIEIR

Contents of the circular may please be broughtto | 9T i Eﬁ farerrereg & =21 et
the notice of members of staff. il !

Copy enclosed for ready reference qehter Haw # forg sfafer™ dem
Copy forwarded for information and necessary ST T AT ST e FTLaTe &
action to fer

Copy is enclosed for ready reference Tore "=l o forg afq #or 2
Corrigendum may be put up qrfgeT sreqa X

Date for meeting may be fixed oo * fore arie fHfera i s

D.O. may be prepared and put up soon. | FHTEHT = <fTer TATT FT e fobarm ST
Dear Sir/Madam SRR IR R

Delay is regretted. [EREREAELECEE

Delete the following lines == i dfRat 1 ger A

Details may be submitted

ST TEqa T ST

Disciplinary action may be taken AATHAF FTEATS T ST
Dissatisfied THTE
Do the needful AFLTF FTEATE L

Draft a reply

ITL FT HETST JITE Fe

Draft approved as amended

TATHLNTAT TTET ATHIEA

Draft approved as amended.

TATEHTET FEHIGT ATHITSd

Draft for approval please HHTET SALATE 6 TorT / Aquiers qEieT
Draft reply may be put up I AT HETRT T fohar S

Draft reply on the lines suggested above | STAh TEATAT F ALTT T IT&T T a1
may be put up ST

Duly verified qe e w9 7 / fateaq gara




E

Early steps should be taken ofter ST foh ST

Enquiry may be completed and report ST= ‘1_& FE S e ofter TET Y
submitted early

Ensure compliance AT ﬂﬁl%ﬂ FL

Entry passed Jtafs &=t &f 1 / 9Tl

Error is regretted T/ Tt & forr ws g

Examine please FIAT ST L

Excellent 3cFe

Expedite action

ofter FTEaTE Y/ FTLATS H AT AT

Expedite payment/submission of report. ofter srarTe ¢/ T ofter sreqe <
Expenditure is on high side SREIEER

Explanation furnished is far from ST {32 T TS E0T ST L
satisfactory

Explanation may be called for EEIERRINIS Y

F

Facts of the case may be furnished

HTH T 2T TET HY

Failing which serious action will be taken

(o (o] o
SIed™I] ol *I(ql‘iﬁ'\‘il'\”ll

False information UECISIEETRI]

File please FIAT FIEA A

File relevant papers HATAT ST FIEA F2

Final order gfaw smaer

Findings of Enquiry Officer may be put up sti=r srfereRTdt % fAowd sreqa 3




First of all discrepancy may be reconciled

T A T aHTeTT w7

Fix date for meeting

I &Y arig Ffsa

Fix up responsibility/Accountability

ST [SETaast T FY

Follow up please

FOIT TAAAT HILATS L

For approval please

AR / SraTad & fory seqa

For comments please feequft gL/ *F ferm

For concurrence weHfd 3g /% fo

For consideration [ERINENAEEIRE NI

For further action A T TATs o oy

For guidance ATRTEeT gq / & forg

For information and necessary action AT U AF9TF FATE 2 /% g
For orders please 9T fory s

For perusal ATATHRA o (0 [ TAATRAT
For perusal and return TGHT A & fory

For ready reference qehTel Hael % forg

For reconsideration qAfe= % forg

For sanction please AT o for e

For signature please TEATEAR % [T T

Formal approval may be obtained.

o= sTHae s T sy

Forwarded and recommended

fermrfYer F = efug

Further orders will follow

AT ST AT AT ST




Get clarification from the staff concerned.

T FaTh T TTSTHT0T ITH FY

Give details

RT =

Give effect to...........

......... T AR H /AT ead e

Give information in detail

aeagas feawor J&qd i

Give particulars FIAT SHTT T H<
Good Effort =gl TATH 2
Granted ST

H

Hand over charge

JATE T

Highly objectionable EREE R INEREN
His request may be acceded to IAHT AL T 1T 6T ST
Hold meeting o T JTU
I
Issue immediately T ST F
| agree # ag9d gl

| agree with 'A' above

I 'F g Hagua g

| am of the view... qoHa g

| appreciate this good work § =4 3o T AT T FIATE
| authorize you & ST STTErhe YT g

| disagree/ | don’'t agree & sreend g /4 weHd Tel §

| fully agree with ‘A’ above

H ST F " GgHA g




| fully agree with the office note, orders

may be issued

# sratery 1 feoqoft & qofqar sgaa €,
EICHEE AR EDRE 11

If approved, we may advise....as above

If approved, we may depute Shri...

Immediate action

o (ol (o)
stidatd/dcnlal snleals

Implement the decision early e ofter srarifeaa ¢

In banks interest dwafgad

In this connection we advise that = "y § gH G #d ¢ TR
Include in the agenda FIAGHT § AT FY

Incorrectly stated

AT €T H Fgl 14T

Inform accordingly TETATE F=d A

Information is incomplete EISEIME

Initiate disciplinary action AITE A FTEATE L& FL
In-principal approval may please be FIAT HET(AF ATHTEA T FE
accorded

Instructions are solicited FOAT AL &

Interim reply may be sent HATH I AT ST

Interim reply may be sent HATH STara 9 faar ST
Issue Corrigendum /as amended qrfE=t/ FeTEanta S w

Issue reminder urgently

T SATEATLE AT

Issue Show Cause Notice FTLOT FATAT AT ST FL
Issue today STST 1 ST &Y
ERIECTE

Issue warning

It contravenes our instructions

T FHI AT 6 ATET &




It should be kept in view

ESEIR2IGISCIRS 1IN

K

Keep in abeyance

o

SN NEESCIRS 1Y

Keep it up TH T
Keep me briefed about & RRafa & s #:00
Keep on hold T Y TG A0
Keep up the progress ERICICEILEEC]
Kept in abeyance =IRa/A T ST
Kindly acknowledge the receipt EXRLRIERIEE]
Kindly refer to............ FIAT e Eic)
L
Laid down in the manuals agerer § fAw 0 ST
Lay before... | * T T
Lenient view may be taken qEIfag@s / et 7 fa=m Y
Liable for disciplinary action AAATHATHS =l ATE #hl ST Tl %’
Look after the work | EAIRIELC]
Lowest quotation AdH X
M

Material facts should not be ignored

HEATUl T2AT il ASLHGTS 7 AT 1T

Matter has already been considered

HTH U2 Tl gl To=Te o1 ST 9T 5

Matter is under consideration

HATHAT == 8

Matter to be scrutinized

TqTHS 6T AT /ST [ BTN sl S0

May be disposed off

=7 e o s

May be exempted ge &1 Sy
May be filed EIESRER IS
May be informed CUEERERIEIY

May be kept in view

T | TG ST

May be passed for payment

TTAT o TolT 9T 63T STy




May be obtained

gre R s

May be paid NURIGRERIES LY
May be sanctioned g T s
May be sent ST ST

May be treated as closed

HIH Eﬁ'HHIH SEEIRGIIY

May be treated as urgent TH AATALTF THAT 1T

May be waived e AT ST

May be written off 3@ GTd ST ST

Must be adhered to EEERRICERERIIS I
Necessary action may be taken AT FTLATE F [ T TG
Necessary steps may be taken ATTF FH ISTT AL
Needful has been done STeal HATS i T8

No action is required TS FATE FOUTEAT TEN

No further action is called for T TS FEATS AT T 2
NOC should be obtained ERIEISEILEERIERERIE Y
No dues certificate should be obtained | «-reeeeeeereereenen. EECHER L EER IR ER
from .......... STl

No reference is available HIE HEW STTed Tl 2

Noted for compliance ATl & forg e R

O.K. EI e

Objectionable action

[anN (ol ol
S{IHITSiAen enlidls

Obtain formal sanction

SATTATI T HIT I FY

Offer comments in detail

foreqa feoooft weqa #¢

Orders have already been issued

AT T of AT e fRu U 8




Orders may be issued

Organiseameeting on..........cccoeeeveeee | e T ST ATATITT e

Passed for payment HUCISIEAIUEIEG

Permitted as a special case e wreer o =9 § wrqafa &1 St g
Placed According to merit TOT-2TT 3 AT 9T T

Please acknowledge receipt of this letter | TTIT 28 9 IRIEEIRE]

Please acknowledge receipt FAT ATt

Please advise FIAT G FL

Please advise accordingly

FIAT TIAAT o H

Please appear in person

FOAT T I Bl

Please arrange to furnish the information | 9T T ofrer st
urgently
Please circulate FAT TR Y

Please comply before the due date

FOAT 9T a0 | T8l THeRT I

Please confirm FI7 9f2 FE

Please discuss FIAT FAT H

Please discuss with relevant papers. FIAT HTAT FRISTAT F T =T L
Please do the needful FUAT SATTLTF FTLATS FiE

Please examine FIAT ST HL

Please expedite compliance

FIAT N ST Y

Please Circulate and file

FOAT TRATITT FE BT Y

Please inform immediately

FIAT TR G A

Please initiate action

FIAT FILATS ALH T

Please let me know the position FoaT fearfa sy
Please make special note of this decision | FTT 58 ol =T faere &9 & F1e ¥
Please prepare a brief of the case FOAT 6 ATA HT AL TATE HY




Please proceed as discussed

FOAT FATTATL FHILATS H2

Please put up

FIAT TET T

Please put up a self contained note

FIAT T T [EUT T qd HL

Please put up the case with previous

papers

FIAT TH HTH Fl IS FITSITAT & T2

TEQT Y

Please put up the case with relevant

FIAT T AT I FATAT/TSATET 6 Faterd

Ministry/ UGC instructions/ AR /AT [ATAT F TTAETAT F A1T
TEQT Y

Circular/Manual Provisions

Please quote FIAT 3T FX

Please reconcile the discrepancy FOIT T T FHTETT A7

Please redraft

FIAT ITET T: T FHE

Please refer to your letter ......... no EREL E“‘TQFF [ERR IS G 1 kil
......... dated ............ on the captioned TAATAH, s S

subject

Please revise FIAT FITTErT FY

Please see the case and offer your FIAT TH AT I 3@ AT FIAT feoqoft §

comments

Please seek MHRD instruction/orders

FOAT A1.H.F.H. FT AR/ e 9T

Please speak FIAT ATT L

Please take special note of this FOAT =H 94T &7 & qle FE
Please treat it as strictly confidential FIAT TH T’h: UIKEIRISEE]
Please treat this as most urgent FAT TH AATITH HAA

Post facto sanction/approval may be

FTATAL HLT/ATHIET TTH FE

obtained

Presumption is confirmed ST At f2 1 et g
Progress may be watched Tt o et o
Proposal is accepted EEIERE

Proposal is in order e e §

Putup againon... | HT A T FE

Put up draft as amended FTEHITIET THIET e FE




Put up for Financial Sanction

[ERIRKEENS LT

Put up for information before issue STTEY 2 | el AT e

Put up for information please AT e

Put up with Budgetary approval if any ST ATAI 1 Teqd 3, A< 2T v
Put up with extract of Manual Provision | ¥ % SZ0T % AT T <

Put up with relevant papers

T AT FETSITT 6 AT TEqd FE

Q
Quarterly statement may please be FAT frHTEt feraeor ofter s
expedited
Quash the order SIMREPRREE R ke Em i 1Yy
Question does not arise T 7 T 35
Quote the relevant provision / portion Feferd STeren=/ sier IgEa w3
R
Recommended HARTLr 6T STAT 2
Receipt and disbursement EUERCIERRI
Reciprocal arrangement may be done e e SHaeT £ STy
Reference is invited to....... | e T T/ ... FT AT T ArRie g B
ST &
Reference to notes on prepage & T9 9% 1 T2 [T oy % Had |
Reference on approval on prepage, office | T8 T8 ¥ ITH SIAIEH & &< § Fraierd
: . ATQET AT ToRAT AT & STT 3ok AT
order is placed for perusal and signature . o
Td gEqTerry e qd 2l
please
Relevant papers may be put up T HTST-T STeqa Y
Reminder may be sent AEATTR
Reply immediately T I &




Reply may be sent on the above lines.

¥ o srgETe 3= fa=m st

397 | 3T AT A5

Reply suitably
Restrictions are removed ST gar ST &
Retrospective effect cannot be given to TH SR AT T THTT T AT ST el T

this order

Revised return / statement is put up for

Herrera feraeeft / faawor gearew & forg
T §

signature
Review T
S
Sanctioned S EE

Sanctioned as proposed

TATIEATE T/ TEqTE & ATETT H[L

Seen, thanks %9 for, g ams

Self contained report w=a: ot e

Self explanatory I Y

Set out norms / guidelines Hree / e e et w7
Specific reasons may be given e oo fag g

Staff at fault may be dealt with as per

Rules

T T & [Aeg Faa e Frars &
ST

Stand by arrangements may be made

ST FET FiT TTU

Submitted for approval / information /

perusal please.

c < <
AT [ AT [ ATATRATT TEA

Submitted for orders please

ALY Ed

Substitute arrangement may be made

TSt SHTEAT Y




Such action be taken as may be deemed

necessary

T} FTEATS ¥ ST ST a9 ot Sy

Such delays should be avoided

TH THR F AT T2

Suitable action may be taken

ST / I FILATS 0l ST,

Take precautionary measures in this

matter

TH AT H TgiaaTdt 39T / @
FILATE FL

Take up the matter with..........

T TR FTaTS F3

The bill is in order

farer =2t &

The case / matter is under consideration wrHeT =TT §

The proposal is in order STEATT SieF &

The relevant file is not readily available wefera ffarer gt uersy 787 &

There is no reason to modify the order TEel B AT (3T T Sreelt i1 Herta
already passed T T IS F Aol

There is no such hard & fast rule I IEREIRE R E

This decision may be conveyed to all = e 7 g ot wefera =7 & s
concerned.

This is issued with the approval of T &0 fAgers T AT T 8 /

Regional Director.

TH &A1 Qe & AqHIEd & ST T
ST =T 2

This may be accorded top priority

~ o .
TH ATy ITATHEAT &

This may be notified for general

information

STA-HTLT0T i1 SR 3 39 Afeg=a
=¥

Thoroughly satisfied

T HE

Through proper channel

Stq AT

Timely action may be taken

THT U< FTLATS HT JT0




Timely compliance may be ensured. HHY 0 AT Gt R
To note and comply TH IS FY AT AITA HL
Top priority may be given AT TTT AT &F ST
U
qagentd 7 Ao fomr =

Unanimously decided

Usual rules would be applicable in his

case

I AT § AT 09 R 21

Valid reasons may be given

AT FT0 fa0 10

Verified and found correct

TegTraa AT 3T 3 aran

Very Good dgd =T
Violation of rules [EREIEIRCEE ]
w
Watch the activities wfatatet a¥ far @@
We are not concerned with....... TH & Hefaa a2t §

We forward herewith the ...... report for | &H ¥ AT AT 20.. Tﬁ ERIGRERIEIED

the quarter ended March 20.. | 77T o 1% %

We need not pursue the matter further. TH TH HTHT T AT GE1 T SATFT9TRAT T
El

We shall be glad/thankful if you please AT T T I <fTer A

expedite the reply / An early reply will be

appreciated

Why delays?

foreter &1 10T 797 82




Will be dealt with severely

FETS o FILATS T STTOI

Y

Yes, | agree

i, ¥ JgHd g

Yes, | agree with point suggested

&, # qaT T fAgeH | qeAd g

Yours faithfully

T [ AT

You are hereby authorized

STThT THH ZIT TTTEFHT AT STt &

Your request cannot be acceded to

ST ST TARTC Al o0 AT ST ThdT




