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S.NO English Version Hindi Version

1 A-line in reply is solicited/will be
highly appreciated

=︠ L = ︢
2 A  draft Letter is submitted for

approval
=︠ = לּ=

3 A Copy of the report is enclosed
herewith

=︠ תּ= = =יּ
4 A Copy of the same ףּ =︠
5 Agenda for the meeting is submitted

for approval
︠=︠=︠ לּ=

6 Action initiated may be intimated ︠ =︠ =︠=סּ =︠ = תּ
7 Acknowlegement

8 Approved/not approved לּ Lּל ==
9 A Note  on ��. KKKKKKKK
10 All letters,documents etc = = מּ=
11 Being submitted for perusal/signature לּ ︠L =︠ תּ =︠= ==
12 Being submitted separately לּ ︢= =︠= ==
13 Copy is enclosed for ready reference = ︠=יּ תּ = =יּ
14 Copy is forwarded to all concerned = יּ =︠ לּ= ==︠ =
15 Copy is enclosed for perusal לּ= =︠ יּ =
16 Date of increment ==︠
17 Date of joining duty in the post

of����.
KKKKKKK= =︠ =︠

18 Date of completion of probation ==︠ =︠
19 Date of joining duty in the promoted

post
= = = =︠︠

20 Date of retirement =︠
21 Death cum retirement Gratuity = ףּ=
22 Dearness Allowance ︢טּ =סּ
23 Dealing Asstt ︠
24 Draft of Letter/statement/details L =︠ =
25 Draft is submitted for approval לּ==
26 Endorsement ︠יּ
27 Endorsement is placed for signature ︠יּ = =︠ תּ
28 Enclosures יּ ︠



29 Enclosed herewith תּ = יּ
30 Fair letter/ fair coy is submitted for

signature
= L = =︠ תּ

31 For
approval/perusal/guidance/advice/furth
er recommendations

לּ Lּל L︠ ︢ L L L
︢לּ תּ︠=

32 Favourable action לּ ︠ סּ︠=
33 Fall ︢ L︢
34 Facts and figures תּ= ︠טּמּ=יּ
35 Festival advance ףּ L לּ=
36 Figures may be  verified/ have been

verified
טּמּ =︠︠ ︠ = L︠תּ =︢

37 House building advance ︢ לּ=
38 House rent Allowance ︠ =
39 Head  of Account/Head of the

Office/institution//Department
︡ =L︠ L יּ =︠ לּ=

L ︢
40 Held on��. KKKKKKKKKKKKK︠ = יּ
41 Heavy Industry ︣ףּ= ︢
43 Increment/Advance increment Lּל =
44 Income  tax/Deduction of Income tax מּ ︠ Lּמ ︠ ==︠︠
45 Implementation/effective

Implementation
︠ L ︠

46 Implement/Implements ︠ Lּף ︠
47 Inter- departmental meeting לּ ︢ == ︠
48 Inter office  programme(s) יּלּ ︠ =︠
49 Inter-alia לּ = =︠ =J
50 Interdependence

51 Independent of each Ministry/
Department

︠= Lיּ ︢= תּ︠
52 Independence Day Celebrations יּ =
53 Interaction � Lּיּל
54 Intention ףּ
55 Intensive training ︢
56 International Level יּלּ
57 International exhibitions יּלּ טּ

58 Interim period/meetibg/reply יּלּ לּ= L ︠Lּף



59 I n service training ︠
60 In detail = , ︠
61 In continuation of ︠ לּ= =
62 In supersession of ︠ לּ= =
63 Interest/Interest on deposits L =
64 Invoice ︠
65 Jurisdiction לּ ︠
66 Join�join duty = L︠ =︠
67 Leave Lּל ︠
68 Left/Left side L פֿ=סּ
69 Left blank = =︢
70 Lying vacant = =
71 Legend/legacy ︠=︠
72 Main head =
73 Main stream =
74 Majority לּ ︠ יּ
75 Method/Methodology L L ︠
76 Minority/ Minority Commission לּ יּ︠ L יּ︠ מּ= ︢
77 May be discussed/ has been discussed ︠ = L︠תּ סּ︢=
78 May be  noted/ has been noted ︠ = L︠תּ =︢
79 May be seen / has been seen ︡ = Lתּ ︡
80 May be incorporated / has been

incorporated
ףּ ︡︠ = L︠תּ =︢

81 May be organized/has been organized מּ ︠ = L︠תּ ==︢
82 Metallurgy/Mechanical L יּ︠
83 No � objection certificate לּ =
84 Number of officials לּ ︠ = =︠ = =︠
85 Number of Officers/staff לּ ︠ L︠ = =︠
86 No of training programmed conducted מּ = =︠
87 Please circulate to all concerned יּ =︠ = ︠ = תּ
88 Please endorse a copy = ︠==יּ︠ תּ
90 Please discuss = =︠ תּ
91 Please examine and inform the latest

position
︠ = טּ ︠ לּ= ===︠ =︠

92 Please confirm by E- Mail Jסּ ==︠



93 Please provide  details =︠
94 Please provide information,in

accordance with latest records
︣לּ ︠ =︠ מּ= =

95 Please consider/Look into the matter ︠ = ==︠
96 Please speak ︠ = =︠
97 Question and Answer = ףּ=
98 Reply is submitted for approval and

signature
ףּ לּ= = = תּ︠= =

99 Reminder is  submitted for approval
and signature

לּ לּ=︠ = = תּ︠= =
100 Statutory requirements/Board/

Body/rules & Regulations
לּ=︠יּ Lטּתּ L ︠ L תּ= יּ

︠=︠ ︠ ==︠ ︢
תּ Kּת Kּת KּנK ︠ ,יּ

לּ=יּ ︢

1. Able .Ability..

2. Abstract � J יּ
3. Acknowledgement- to acknowledge� , ︠ =︠.. Please

acknowledge..︠ =
4. Acquaint - to acquaint with- =
5. Acquireּל ..Acquire knowledge�.. =︠
6. Access� ...to have access to ,.��טּ �Accessibility ,טּ

7. Accommodation-ּמ
8. Accountant ︡ S︠enior Accountant� = ︡ ︠�..

9. Accounts Section ︡ לּ ︢��..Account in a bank�� ︠︡ �. Has been accounted

for� ︠ ףּתּ =︠ =︢ =.

10. Accountabilityּף
11. Accord� �︠�, Sanction has been accorded� יּ ︠ ..=סּ︢=︠=
12. According to �� ︠ לּ= �.

13. Accordingly-

14. Act� לּ , .,to act︠ ==︠=︠ לּ, actor-ּל
15. Act was passed�� לּ ︠ =︢



16. Action  may be initiated� ︠ ︠=סּ Action has been initiated/taken︠,.תּ =סּ︢︠=סּ
17. Activity-︠ ︠
18. Activities undertaken ︠︠=תּ︢=תּ︠
19. Active� �. Active participation ︢
20. Active in this field�� נּ ==
ONK Active as ever- ︠= =
OOKAccount has been maintained-︡ =︠ = ︡J ︡ ︠ =︢ =

OPKKAccredited forJ︠ =תּ
24.Adjustment of accounts- ︡
25..Adopted a resolution � ︠︠יּ לּ= =︢
26. Adherence to Rules- ︠ לּ=
27. Adjacent to � ︠ ︠
28. Administration/Administrator- L ︠
29. Administered medicines- סּ יּ︠=טּ
30. Adult- ︠
31. Adult Franchise- ︠
32. Adulteration-

33. Advance� לּ- Amount of advanceּל .Submitted in advance = סּ︢=︠=
Amount of advance has already been paid לּ- = =︠ = ︢︠ = ︠ =
34. Advantage ,︢ ����..
35.Advice� , ..Advised- =︠
36. Advisor to...... ︠
37. Advisory Committee/Advisory Board- =︠ L =︠
38. Advertisement/Advertising/Advertise- L ︠ L =︠
39. Affidavit- J
40. After the joining of duty by KKKKKK=︠ =︠ ףּ= .יּ

41. After the discussion/proceedings/meeting/session- L︠ L ︠L =︠ ףּ= יּ
42.  After the due date- =︠ ףּ= יּ
43.  After the programme︠ =︠ ףּ= יּ
44.  After the Completion of the Work-︠ ︠ = =תּ︠ =︠ ףּ= יּ
45.    After the technical session- ︠ =︠︠ ףּ= יּ
46.     After the Valedictory function/Valedictory address = L ףּ= =︠ ףּ= יּ
47. After the departure of the trains ︢︠ =︠ ףּ= יּ



48.. Against-︠ ,/︠ ︡
49. Against an existing vacancy-ּף =︠ =
50. Against the orders issued by.... מּ= =︠
51. Against Law- =︠
52. Age .of Simplicity and dignity. ︢ תּ= ︠=︢=יּ = ︢
53.Age of Superannuation-ּל מּ︠==
54. All ,

55. Alliance- יּ
55. Allowance� Deaness Allowance,- ︢טּ Travelling Allowance=סּ = Conveyance Allowance = , Medical allowance- ︠ =
56. Allowed to attend.ּף = לּ=︠= == =
57. Allowed to leave the Headquarters- = לּ︠= == =
58. Amount in Rs... .... = =︠
59. Amendment� יּ . Amended as per�.. ︠ = יּ �
60.  Amended from time to time. J = = יּ
61.  Amendment of the Constitution- יּ ︠ = יּ
62. Annexureּל יּ
63.  Answer-ּף
64.  Anticipation︠ =
65, Application� מּ � form of application� מּ = t︠o apply מּ = מּ,

=,︠ to apply to....︠ = =יּ ︢ =
66. Appointment�� ��..Appoint�� =︠ .At the appointed time, ︠= =A point� ︠תּ יּ
67. Appointment to the present post = =
68.  Appointment on the basis of deputation =︠ מּ= =
69. Appointment on regular basis מּ= =
70. Appointment at �. For a period of�.. לּ ︠ KKKKKKKתּ
71. Approved� לּ ..Approval� לּ
72. Art� ︠ Artist� ︠ .︠Artistic nature� ︠ ︠︠ .

73. Arrangement ,יּ ףּ, יּ
74.  Arduous nature︠ ︠
75.. As Shri����.. Is busy ︠טּ KKKKK=
76.  Assistance provided to�... ︠ = Assistance received from......

77. . Assistant ︠..Assistant Director ︠ ︠
78.   Attendance for the month of�. ףּ︠= .

79.   As above/ As cited/mentioned above- Lּף
80. As discussed = לּסּ︢︠= L לּ=



81.    As discussed at length in the meeting- =︠ סּ︢︠= ==︠ לּ
82.. Assurances given to the Committee of Parliament on Official Language יּ

︠ מּ=תּ︢=תּ
83. Attend the programme-︠ ףּ== =
84.. At the earliest-

85. Attention is invited to︠=ֿפ ︠מLּ︠מּ= ︠ = =
86.   Attestation- ︠יּ
87. Audit/Auditor/Auditor General/Audit objection- ︡ =L ︡ L︠ ︡︠ L ︡

מּ=
88. Aforesaid reasons-ּף =︠
89. Affirm =︠
90.  Afternoon sessionּל =︠ =
91.  Aware� , . Awareness programme ︢︠ ︠
92. Award�� ︠ .. Distribution of awards- ︠ .-

93. Ban- ︠
94. Basic amenities/education/qualities/facilitiesּמ Lטּתּ L︢ L Lטּתּ
95. Basis of �. ︠ מּ=
96. Best performance- ︠ = J︠
97. Best facilities ︠ = Lטּתּ
98. Bearer of the letter- ︠ = ︠
99. Bills are placed for payment ︢ תּ︠=
100. Bills may, please, be passed for payment- ︢ תּ︠= =︠ טּתּ
101.  Cause for �� is not known. .... ︠ =︠ =יּ
102.  Candidates possessing the requisite qualificationsּל = ︠= טּתּ
103. Character and antecedents תּ= =יּ
104.  Certified that the entries are correct ︠ = =︠ =טּ
105. Certificates are placed for Signature please J תּ︠=
106. Certificate of merit has been awarded to��.... ....︠ J = ︠ =︢
107. Certificate of posting ︠

108. Certificates have been forwarded to the participants concerned- יּ יּ ︢ =︠ J לּ =תּ︢=תּ︠
109. Circular-

110. Circulation/Circulate- L =︠
111. Circulated ︠ =︢



112. Circulated to all concerned = יּ ︠=יּ ︠ =︢
113. Circulated to all members present at the meeting. ףּ==︠ =︠

︠ =︢
114. Circulate and file please- =︠ = נּ =︠
115. Cleaning Charges- סּ
116. Closed holidays- יּ = טּ
117. Closing Balance- יּ =
118. Closure of Bank account. ︠=︡ =︠ = ︠יּ =
119.  Clothing-

120. Common facility Centre = ︠

︠תּ︢ J

︠תּ=︢ = =J
== I אל= מּ= =︠ =︠תּ=
E F︢︠ =︠ = = = ︢=︠ =
= I אל= = ︠=︠ = =
︠ = = ︠ = ==︠
= מּ= ︠=יּ= = =︠ =

︢=︠ =תּ= = =︠
︠ = =I ︠= נּ = לּ ︠ = סּ︠

אל=︠ = ︠= ︠ =︠ = =
︠ = = ︠ = = ︢=︠

= ︠ = == Jּפ =︠ = יּ
︠ = = ︢= ︠ = = תּ יּ

= =תּ ︡ = = == = =
︠ = = == =︠ ︢ =︠

מּ=תּ ︠= = מּ=︢ אל= =יּתּ=
אל = ==︠ = =תּ ︡ =
︢=︠=I ︢= ︠︠ = =I ︢

︠ =︠ =︠ =I = =︠ =
︠

︠ =תּ ︢=︠ =︠I ︢=︠ ==︠ =I
= =︠ =תּ︠= אל=︢ = ︢=︠

לּ = =︠ = לּ== ︠= =︠︠
נּ=תּ =︠ ︢=︠ =

︢=︠ = ︠ = ︠יּ = ︢=︠
לּ =︠ = = ==

יּ P ︡ ︡ = ︢
Iּל = = אל= מּ=

יּ = == = = ︢= ︠
= = לּיּ ︢︢יּ

︠ = ︠=º יּ = לּ︠ ==︢︢יּ
אל = = =︠ ︠=יּפֿ =︠
J מּ= ︠ אל== = =︠ =︠

=º

לּ W︢︢יּ


