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a;f' o~ ’i'_c’ ~i:’ ) ="’
SNO | English Version Hindi Version
1 A-lineinreply is solicited/will be A 19 & LU T =
highly appreciated
2 A draft Letter is submitted for i SO S - A "
approval
3 A Copy of thereport is enclosed Y =9l =g o I
herewith i
4 A Copy of the same n’ =i
Agenda for the meeting is submitted ’ gl oy =5 g ~
for approval
6 Action initiated may be intimated - = ~pl=" " " 1=1=" " n
7 Acknowlegement ~ _
8 Approved/not approved 5 By b=
9 A Note on [l K KKKK% K K
10 All letters,documents etc TTE =FI=F ~° f=n
11 Being submitted for perusal/signature |y -~ ~ S|~ ¥F & =~ puE S
12 Being submitted separately IR r S PGl
13 Copy isenclosed for ready reference |© - —afe naf” == @ =
14 Copy isforwarded to all concerned gf” =7 77 i ATy T = =’
15 Copy is enclosed for perusal g~ =9~ =
16 Date of increment - EE AR
17 Date of joining duty in the post KKKKKKK o111~ 1
of I
18 Date of completion of probation e == 1 e
19 Date of joining duty in the promoted SRR = R
post
20 Date of retirement T R E
21 Death cum retirement Gratuity = - ”ﬁrz f ~
22 Dearness Allowance T pT @o=
23 Dedling Asstt e
24 Draft of Letter/statement/details F)F " = = ~
25 Draft is submitted for approval ~=z=H g ~ T
26 Endorsement SN
27 Endorsement is placed for signature ‘T aTF 8 T puE

28

Enclosures




29 Enclosed herewith neEE ~ v tIET e

30 Fair letter/ fair coy is submitted for T =FLE “9f =¥ & = nus
signature

31 For 5 >t T e L
approval/perusal/guidance/advice/furth | £
er recommendations 2 O =1.n

32 Favourable action 5 7 T ZpT-

33 Fdl f~~1- -

34 Facts and figures =R 1 =nu Y

35 Festival advance ne LT ~far =

36 Figures may be verified/ have been noi= "¢~ ft~"=f®w "~ = ~~
verified

37 House building advance SR T}

38 House rent Allowance R ==

39 Head of Account/Head of the S .‘=|_"_ T L T T ey
Officelinstitution//Department 5 “e~ a7

40 Held on(D KKKKKKKTKKKKK

41 Heavy Industry e~

43 Increment/Advance increment gLy = g

44 Income tax/Deduction of Incometax | pn~- ~Lpn~~ ~ 4=~ ~

45 Implementation/effective T FETTLY v e
Implementation

46 Implement/Implements S ol T T

47 Inter- departmental meeting H&E ¥ o == e

48 Inter office programme(s) Ha T om g v

49 Inter-alia her =" =7 S T

50 Interdependence T ~F 7

51 Independent of each Ministry/ g ~F "LfT 7 Fon
Department

52 Independence Day Celebrations T T f =77 o~ 7

53 Interaction S 0t G & (A Y- ~ -

54 Intention G 2

55 Intensive training SRR 1 - o

56 International Level 54 T T~

57 International exhibitions 54 ot~ p

58 Interim period/meetibg/reply S5a7 =% L Lea




59 | n servicetraining R ol e

60 | Indetail fe w - & -~

61 In continuation of - =5 1 -7 =

62 In supersession of - e 7=

63 Interest/Interest on deposits i L'_’ -

64 Invoice _ s B

65 Jurisdiction 5 ~&F

66 | Joinjoin duty T Ao o cm ~— -

67 Leave “_'C_Z'TLb’” -

68 Left/Left side P “p=9H-

69 | Left blank fo# =- - = -~

70 Lying vacant %; =" 7 =

71 L egend/legacy :__’i””“ = 7~

72| Main head T -

73 Main stream £~ ="~

74 Majority oF - -

75 | Method/Methodology g LT Pl -

76 Minority/ Minority Commission 5~ '1?; |_; g ’E:--’ =n"~ -

77 May be discussed/ has been discussed , T ~~='I"® 0o

78 May be noted/ has been noted i_ ~ o ’Lﬁ;i ~ =

79 May be seen / has been seen _ S 'L:_n‘f“ ~ -

80 May be incorporated / has been ne" __ f ~~ =1 _]-.7 ~ =
incorporated

81 May be organized/has been organized |pn~ ~ f"~~ =118 ~ == ~ ~

82 Metallurgy/M echanical N if ?r|~_‘|_~1 ST

83 No [bhjection certificate 5 :ﬁr_q ~ ”;: ‘

84 Number of officials St T =7 i -

85 | Number of Officers/staff bf- FAL T F A -

86 No of training programmed conducted n_~_ E ’1_;|‘f" & .'i:: t:_‘E”_ -

87 Please circulate to all concerned c = T i~=_”1~_' fvy~=""n

88 Please endorse a copy gf :Fﬁ? F oo - n )

90 | Pleasediscuss I

91 Please examine and inform the latest |- - =~ U,'?Vf’:: SR E
position

92 Please confirm by E- Mail o] & "~ ®¥= -




93 Please provide details R « =~
94 Please provide information,in _'9~ - fo f== T n*~~="-
accordance with latest records
95 Please consider/Look into the matter |~ - ~ ~ = ~f ~~ ~oxm -
9% Please speak RS - -
97 Question and Answer g2 = - El';”l:]-
98 R_eply is submitted for approval and N =9 =" e = nur” =
signature
99 Reminder is submitted for approval 5'E T 77 =9 =27 F e = nuE =
and signature
100 Statutory requirements/Board/ T Ff o=t Aol i 7 =T
Body/rules & Regulations
S Sl I S - s
noKIKR KT TTE e
fa=y s 7o
1. Able & .Ability.. & =~
2. Abgtract [ ~J"&}
3. Acknowledgement- ~ ~ ° “toacknowledgedl© ~ 7. TWTTT ¥T 7 7 7 zPéase
acknowledge, . =~~~ 7~ =
4. Acquaint’ T'f " -toacquaintwith- f ~ =’ ~
5. Acquire? T &I ".Acquireknowledgell ¥ 9T =" "~
6. Accessd]” ~ [ haveaccessto.. ~ ., Aocessibility]
7. Accommodation-n ~ ~
8. Accountant™ ~ ~Seriof Accountantd] " S =" T[I” "~
9. Accounts Section™ ™ ~ 9 [MAtcduft in abank "~ >~ TJHas been accounted
forlm F oA >~ f= = s
10. Accountability 5@~ ¢
11. Accordd 9" ~ *~ MJSaictionhasbeenaccordedd ~ ¥ fu ~ 1= o=’
12. Accordingto@ ~ . =9 [T ~
13. Accordingly-~ ~ ° -
14. ActOST § 77, toacf & == =~ . 9f ° "actorHf 7~
15. Actwaspassedm 5T -7 FUf v = -



16. Action may beinitiated ™ 777 ME °

17. Activity=- 7~~~ 7

18. Activitiesundertaken 1 =~
19. Activell’ T~ DActive participation = fo~ wf™” -
20. Activeinthisfiddm 1~ &3=

ONK Activeasever: ~ 17 ~

O ® Account has been maintained-~ ~

A~~~

n=

ORAécredited forJ I" n=&" g’

24
25
26
27

Adjustment of accounts-" |
.Adopted aresolution[1 *& ~ .

. AdherencetoRules-i* ="t ~ =

.Adjacentto [T . T~

|)\ s o~ AN

28. Administration/Administrator-9~ ~ 19 " 7

29
30
31
32

33. Advance -9 f@  Amount of advance? f31
Amount of advance has aready been paid - 9 31

34
35
36

37. Advisory Committee/Advisory Board-
38. Advertisement/Advertising/Advertise " 7 " IF At 77 LT

39

40. After thejoining of duty by K K& R K K &~ "~ =

. Administered medicines-" ~
CAdult-" F

T~ biE

.Adult Franchise" €~ 7~ > ~°

. Adulterationf ~ " T~

. Advantage™ ~ [

Adviced™ ~ 77 7“7 Abvised-

~ ~ ~ o~

. Advisor to......”

. Affidavit- = J 3

S N

41. After the discussion/proceedings/meeting/session-,

42. Aftertheduedatef ~ "7 == =gy~~~ 7
43. Aftertheprogrammé ~% =" =8~ ~ "~ "
44. After the Completion of theWork: =™~ =1 m="
45. After thetechnical session- =~ 173="

46. After the Valedictory function/Vaedictory address
47. After the departure of thetrains™ . T~ 1~ 9& ~ °

~

N \E\,., ~

S e B (N

~

:F]'"'""l -

R

~ Attion has been initiated/taker

* ~ § ~Submitted in advance’
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48. Agangt= w7 o~

49. Against an existingvacancy-n © € T § =¥ ~ > ="~

50. Against the ordersissued by...g& ~ ~ “Ta> 1= ¥

51. Against Law-T ~"1=" T &g

52. Age .of Simplicity and dignity.” ~ = SR v = 7 =~
53.Age of SuperannuationT T ~ 3= n "~

B4.AI1 7 ¥,

55. Alliance” i

55. Allowancell dDeanessAllowance- ~ VO~ dolrvelingAllowance  ~ 3 =d~ Conveyance

56. Allowed to attend.q) " &~ =7 I=H =fT7=1= ~ 7 =7

57. Allowed to leavethe Headquarterss € ~ -~ ~ =~ > 1 == ~ 7 =7
58. AmountinRs.....%¥ 1="1=" *f -

59. Amendmentd” * . Amendedasperl ~ . =" T "O

60. Amended fromtimetotime. =~ J° =" "Rk

61. Amendment of the Congtitution” § > ~ >~ ~ =" 1 °

62. Annexure? - T+

63. Answer-md”

64. Anticipation 19¢ ~ ° ~ =

65, Applicationdn . [formof applicationd n " . ~ ° 9 3 foapply n

ANR ~ N~

9 7 =" t6applyto.. = = =

66. Appointmentd f° ~ & A ppointD T & =" ~Attheappointed time "1

67. Appointment tothe present post”™ = ~ ~ =" T 2§~

68. Appointment onthe basis of deputation9f I ~& =~ =n> 7T~ &~
69. Appointment onregular basisf™ 1 “ =n> ~ "P="3" "

70. Appointment at [JFor aperiodofll Y T~ T W K K KTK KaK ~

71. Approvedd ® . T “.Approvadb .’

72. At~ ArtistO” ~ ~ 7 Artigticnatured” " "9 1.

73. Arrangement¥ ' F /7T 4

74. Arduousnature ¥ T € g 7

75.. As Shrillllll Is busy I WK KEEK=T

76. Assistanceprovidedtoll. © . 9°d="~ ~ Assifancereceived from.... 9T
77..Assistant =~ TAssistant Director = < T~ 7

78. Attendancefor themonthof ™ ~ 12 T 1 .

79. Asabove/ Ascited/mentioned above™ " F Iy F . T "~

80. Asdiscussed, . ="1=" oY "L f T=H T v~

Allowar

point[] ]



81. Asdiscussed at lengthinthemeeting .= ~="1=~ & ¥, ~ =  ~ b5 "
82.. Assurances given to the Committee of Parliament on Official Language * T °
T 7 R= orER

83. Attend theprogrammeE “ % == &~ =

84.. Atthe earliest" ~ ~ 9

85. Attentionisinvitedts 1= 5 "¢ ~ * =% £7°f ~ = ~ 7~ =7

86. Attegtation- & " 1”7

87. Audit/Auditor/Auditor General/Audit objection" . ™ “IBFL"T S TtE LT T W@ LT Y
e =

~ ~ o~

88. Aforesaid reasons-®) ~ & =
89. Affirm % =~ ~ -

90. Afternconsession? ~ ~ ~ 7 A 7 =
91. Awared 3 I T “. Awarenessprogramme’ " & 7%~
92. Awardl ~ ¥~ ~.’Distribution of awards-~ ¥~ 7

93.Ban-" . ~
94. Basic amenities/education/qualitiesfacilitesn > ~ ~~ F “framL. L " F " Lno
95.Basisof I " =n" "~

96. Best performance”  ‘fe & == fw -

97. Best faciliies fe ¥ =7~ Lmo

98. Bearer of theletter-" 3 ~ =" 7 77

99. Billsare placed for paymenf = =~ 7 " w»f ~ 9

100. Billsmay, please, be passed for payment- = =~ ~ " RT ~ " a7 - " no
101. Causefor Misnotknown..... =~ ~ = "7 ~ ¥ ="

102. Candidates possessing the requisite quaifications? “f&1" =81if = =77 7 wo'wf & f
103. Character and antecedents, ©'3=n" +"d "

104. Certified that theentriesarecorrects 7 "1 ~ ~ =" 7 9g’s ~~ 0=""~
105. Certificates are placed for Signaturepleased ~J 3 € & = nuwx". ~
106. Certificate of merit has been awarded tol.. ...~ W ¥ Jdl=" TERT =

107. Certificate of posting™ =% T~

108. Certificates have been forwarded to the participants concerned-  +f° ™ 1= S e i < BN
109. Circular-" T A

110. Circulation/Circulate” I |~ 7 =7 ~

111. Circulated " T ¥~ 7 ~ =~ = -~



112. Circulated to al concerned ~ ¥~

>

113. Circulated to all members present at the meeting.”

114. Circulate and file please-

115. Cleaning Chargess ~ ~ ©
116. Closed holidays- + ~ =~ ~
117. Closing Balancee '~ =
118. Closure of Bank account. ~
119. Clothing-"

120. Common facility Centre
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