




fgUnh i[kokM+k 2022jktHkk"kk ekxZnf'kZdk&

gekjk ladYi

26 tuojh 1950 dks Hkkjr dk lafo/kku ykxw gksrs gh fganh dks jktHkk"kk dk ntkZ çkIr gks x;kA jktHkk"kk uhfr 
dk vuqikyu djuk ge lHkh Hkkjrh;ksa dk laoS/kkfud rFkk uSfrd nkf;Ro gSA ihih,lh Hkkjr ljdkj dh 
jktHkk"kk uhfr dk dk;kZUo;u çfrc)rk ds lkFk dj jgk gS vkSj vius dk;kZy; esa bls ykxw djus ds fy, 
lrr ç;Ru'khy gSA 

lHkh foHkkxk/;{kks ls esjk vkxzg gS fd os vius foHkkxksa esa jktHkk"kk uhfr dk vuqikyu lqfuf'pr djsaA 
jktHkk"kk nkf;Roksa dks le>us vkSj muds fuoZgu gsrq vki lHkh dks ÞjktHkk"kk iFknf'kZdkß lkSirs gq, eq>s vikj 
[kq'kh dk vuqHko gks jgk gSA ÞjktHkk"kk ekxZnf'kZdkß ,d ekxZn'kZd dh rjg lHkh ds jktHkk"kk laca/kh 
ftEesnfj;ksa ds fuoZgu esa dkQh lgk;d fl) gksxhA blesa jktHkk"kk laca/kh laoS/kkfud çko/kku] jktHkk"kk 
vf/kfu;e] jktHkk"kk fu;e] nSfud i=kpkj esa bLrseky gksus okys inuke vkSj okD;ka'k fn, x, gSa tks fganh 
i=&O;ogkj djrs le; vki lcds fy, dkQh mi;ksxh lkfcr gksaxsA

lkfFk;ks] la?k dh jktHkk"kk uhfr dk vk/kkj lnHkkouk] çsj.kk ,oa çksRlkgu gS fdarq lacaf/kr funsZ'kksa ,oa uhfr;ksa 
dk vuqikyu mlh çdkj –<+rkiwoZd fd;k tkuk pkfg, ftl çdkj vU; ljdkjh funsZ'kksa ,oa uhfr;ksa dk 
vuqikyu fd;k tkrk gSA vki lHkh ls esjh ;g vis{kk gS fd vki vius&vius foHkkxksa esa jktHkk"kk dk;kZUo;u 
iwjh fu"Bk vkSj ftEesnkjh ds lkFk djsaxsA ÞjktHkk"kk ß ds fu;fer mi;ksx ls fu'p; gh ihih,lh esa 
jktHkk"kk dk;kZUo;u dks lacy çkIr gksxk vkSj ge dsaæ ljdkj }kjk fu/kkZfjr y{;ksa dks gkfly djus esa lQy 
gks ik,axsA

vkb,] vkt ge lc feydj ;g ladYi ysa fd ge iwjh lfØ;rk ds lkFk jktHkk"kk dk;kZUo;u dh fn'kk esa 
viuk lkFkZd ;ksxnku nsaxs vkSj Hkkjr ljdkj dh vis{kkvksa ij [kjk mrjrs gq, ihih,lh dh xfjek ds vuqlkj 
jktHkk"kk dk;kZUo;u lqfuf'pr djsaxs A

lknj]

¼Mh ds vks>k½
egkfuns'kd ¼ihih,lh½

ekxZnf'kZdk
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jktHkk"kk dk;kZUo;u esa dk;kZy; çeq[k dk mRrjnkf;Ro 

jktHkk"kk vf/kfu;e 1963 ds çko/kkuksa ds rgr cuk, x, jktHkk"kk fu;e 1976 ds fu;e 12 ds vuqlkj fdlh Hkh dk;kZy; esa 

jktHkk"kk dk;kZUo;u dk lexz mRrjnkf;Ro dk;kZy; çeq[k dk gksrk gSA vkids rRdky lanHkZ ds fy, fu;e m)`r fd;k tk 

jgk gS%

12-Þvuqikyu dk mÙkjnkf;Ro&

1- dsUæh; ljdkj ds çR;sd dk;kZy; ds ç'kklfud ç/kku dk ;g mÙkjnkf;Ro gksxk fd og&&

i. ;g lqfuf'pr djs fd vf/kfu;e vkSj bu fu;eksa ds mica/kksa vkSj mifu;e ¼2½ ds v/khu tkjh fd, x, funs'kksa

dk leqfpr :i ls vuqikyu gks jgk gS( vkSj

ii. bl ç;kstu ds fy, mi;qä vkSj çHkkodkjh tkap ds fy, mik; djsA

2- dsUæh; ljdkj vf/kfu;e vkSj bu fu;eksa ds micU/kksa ds lE;d vuqikyu ds fy, vius deZpkfj;ksa vkSj dk;kZy;ksa dks

le;&le; ij vko';d funs'k tkjh dj ldrh gSAÞ



fgUnh i[kokM+k 2022jktHkk"kk ekxZnf'kZdk& 2

jktHkk"kk dk;kZUo;u ds lkekU; mRrjnkf;Ro 

jktHkk"kk foHkkx] x`g ea=ky; rFkk lalnh; jktHkk"kk lfefr }kjk dk;kZy; ds fujh{k.kksa ds nkSjku fn, x, funsZ'kksa dh 
lesfdr lwph vkidh tkudkjh ,oa vuqikyu gsrq çLrqr gSA çR;sd en ds lkeus vuqikyu ds fy, mRrjnk;h O;fä dk 
fooj.k dks"Bd esa fn;k x;k gS%

1 fganh i=ksa dk mÙkj vfuok;Z :i ls fganh esa fn;k tk,A ¼i= ij gLrk{kj djus okyk vf/kdkjh½ 

2 /kkjk 3¼3½ ds dkxtkr tkjh fd, tkus okys nLrkost ¼lkekU; vkns'k] ifji=] uksfVl] vf/klwpuk] fu;e] ladYi] 
djkj] lafonk] fufonk] vuqKfIr] vuqKk i=] laln ds iVy ij j[ks tkus okys nLrkost] ç'kklfud ;k vU; fjiksVZ 
vkfn½ vfuok;Z :i ls f}Hkk"kh tkjh djsaA ¼tkjh djus okyk vf/kdkjh½

3 ^d* {ks= esa 100%] ̂ [k* {ks= esa 90  vkSj ̂x* {ks= esa 55  fganh i=kpkj lqfuf'pr fd;k tk,A bl y{; dks gkfly 
djus ds fy, ̂d* vkSj ̂[k* {ks= esa vaxzsth i=ksa dk mÙkj fganh esa nsaA ¼i=kpkj djus okyk çR;sd vf/kdkjh@deZpkjh½ 

4 foKkiu vkSj çpkj ij fd, x, dqy [kpZ esa ls 50% [kpZ dsoy fganh esa fd;k tkukA ¼lacaf/kr foHkkx çeq[k ,oa foRr 
foHkkx½ 

5 lHkh dofjax] Q‚jofMaZx] ekud i= vkSj Lej.k i= vfuok;Z :i ls f}Hkkf"kd tkjh fd, tk,aA ¼i= ij gLrk{kj djus 
okyk vf/kdkjh½

6 ^d* vkSj ̂[k* {ks= dh jkT; ljdkjksa] miØeksa ds lkFk i= O;ogkj dsoy fganh esa fd;k tk,A ¼i=kpkj djus okys lHkh 
vf/kdkjh ,oa deZpkjh½ 

7 ^d* vkSj ̂[k* {ks= ds dk;kZy;ksa dks Hksts tkus okys fyQkQksa ij irk dsoy fganh esa fy[kk tk,A ¼Mkd vuqHkkx çHkkjh½ 

8 iqfLrdk] czks'kj dk eq[k&i`"B] çLrkouk@lans'k dsoy f}Hkkf"kd :i esa tkjh fd;k tk,A ¼laiknd eaMy½

9 jktHkk"kk dk;kZUo;u lfefr xfBr djds bldh cSBd gj frekgh esa vk;ksftr djsaA bu cSBdksa esa okf"kZd fganh dk;ZØe 
ds vuqlkj fganh i=kpkj dh çxfr dh leh{kk djsaA ¼dk;kZy; çeq[k ,oa fganh vf/kdkjh½ 

10 fganh dh frekgh çxfr fjiksVZ fu;fer :i ls HkstsaA ¼fganh vf/kdkjh½

11 vius dk;kZy; @ yksds'ku esa fganh la;kstd euksuhr djsaA ¼dk;kZy; çeq[k/yksds'ku çHkkjh½ 

12 lHkh Qkby] QksYMj] jftLVj] mifLFkfr jftLVj] fyQkQs] çek.ki=] foftfVax dkMZ] cksMZ] ukeiê] jcM+ eqgj] QkeZ] 
eSU;qvy] fu;ekoyh] dksM vkSj ys[ku lkexzh vkfn dsoy f}Hkkf"kd :i esa gh cuok,aA ¼[kjhn vkns'k tkjh djus okyk 
vf/kpkjh½

13 cSuj] fuea=.k i=] igpku i=] gksfMaZx dsoy f}Hkkf"kd :i esa gh cuok,aA ¼[kjhn vkns'k tkjh djus okyk vf/kdkjh½ 

14 iqLrd [kjhnus ds fy, dqy vuqnku dk 50% fganh iqLrdksa ij [kpZ djsaA ¼[kjhn vkns'k tkjh djus okyk vf/kdkjh½ 

15 dk;kZy; esa cuk, x, lHkh jftLVjksa vkSj f}Hkkf"kd çi=ksa esa çfof"V;k¡ dsoy fganh esa djsaA ¼çR;sd vf/kdkjh ,oa 
deZpkjh½ 

16 ftu deZpkfj;ksa dks fganh dk dk;Zlk/kd Kku ugha gS] mUgsa fganh d{kkvksa esa euksuhr djsaA ¼fganh vf/kdkjh vkSj 
dk;kZy; çeq[k½  

17 tks deZpkjh fganh esa çoh.k gSa vkSj ftUgsa fganh dk dk;Zlk/kd Kku gS] mUgsa fganh i=kpkj c<+kus ds fy, fganh 
dk;Z'kkykvksa }kjk çf'kf{kr djsaA ¼fganh vf/kdkjh½

18 ;fn vkids dk;kZy;@yksds'ku ds 80% deZpkfj;ksa dks fganh dk dk;Zlk/kd Kku gS] rks bls Hkkjr ljdkj ds jkti= 
esa vf/klwfpr djk,a ¼fganh vf/kdkjh½ 

19 dk;kZy;ksa @ yksds'kuksa esa lHkh daI;wVjksa esa fganh l‚¶Vos;j bULV‚y fd;k tk,A ¼vkbZVh foHkkx½

20 dk;kZy; @ yksds'ku esa fgnh fnol @ lIrkg @ i[kokM+k vk;ksftr djsaA ¼dk;kZy; çeq[k ,oa fganh vf/kdkjh 

21 dk;kZy;ksa@yksds'kuksa }kjk uxj jktHkk"kk dk;kZUoe;u lfefr ¼ujkdkl½ dh lnL;rk xzg.k djuk rFkk budh Nekgh 
cSBdksa esa dk;kZy; çeq[k }kjk vfuok;Zr: Hkkx ysukA ¼dk;kZy; çeq[k vkSj fganh vf/kdkjh/leU;od 

22 dk;kZy; @ yksds'ku @ foHkkx esa fganh dk;kZUo;u dk lexz vuqikyu lqfuf'pr djsaA ¼dk;kZy;@ yksds'ku@ 
foHkkx çeq[k½

% %
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fganh vf/kdkfj;ksa dh ftEesnkjh

• jktHkk"kk vf/kfu;e 1963 vkSj jktHkk"kk fu;e 1976 ds çko/kkuksa ds vuq:i jktHkk"kk dk;kZUo;u lqfuf'pr djus esa 
dk;kZy; çeq[k dh lgk;rk djuk rFkk vius dk;kZy; @ yksds'ku esa fganh esa dke c<+kus dh dksf'k'k djukA 

• vius dk;kZy; dh frekgh çxfr fjiksVZ cukuk vkSj bls jktHkk"kk foHkkx vkSj fu;a=d ea=ky; dks lle; çLrqr 
djukA

• jktHkk"kk dk;kZUo;u lfefr dh cSBdsa vk;ksftr djuk vkSj fy, x, fu.kZ;ksa dk vuqikyu lqfuf'pr djkukA

• dk;kZy; esa fganh dk;Z'kkyk dk çR;sd frekgh vk;kstu djuk rFkk bu çf'kf{kr deZpkfj;ksa }kjk vius nSfud 
dkedkt esa fganh dk ç;ksx lqfuf'pr djkukA

• dk;kZy; esa fganh fnol @ fganh i[kokM+s dk vk;kstu djukA

• dk;kZy; esa fganh çksRlkgu ;kstuk dk çpkj&çlkj djuk vkSj mldk dk;kZUo;u lqfuf'pr djukA  

• fgUnh fujh{k.k ds nkSjku dk;kZy; dk lQy fujh{k.k djokuk rFkk fujh{k.k vf/kdkfj;ksa ds lkFk leUo; djukA

• uxj jktHkk"kk dk;kZUo;u lfefr ¼ujkdkl½ dh cSBdksa esa dk;kZy; çeq[k ds lkFk Hkkx ysukA 

• fganh dk;kZUo;u laca/kh lexz nkf;Ro fuHkkukA 

la?k dh jktHkk"kk uhfr

la?k dh jktHkk"kk fganh vkSj fyfi nsoukxjh gSA la?k ds 'kkldh; ç;kstuksa ds fy, ç;ksx gksus okys vadksa dk :i Hkkjrh; vadksa 
dk varjk"Vªh; :i gS ¿lafo/kku dk vuqPNsn 343 ¼1½ÀA ijUrq fganh ds vfrfjä vaxzsth Hkk"kk dk ç;ksx Hkh ljdkjh dkedkt 
esa fd;k tk ldrk gS ¼jktHkk"kk vf/kfu;e dh /kkjk 3½ A

laln dk dk;Z fganh esa ;k vaxzsth esa fd;k tk ldrk gS] ijUrq jkT;lHkk ds lHkkifr egksn; ;k yksdlHkk ds v/;{k egksn; 
fo'ks"k ifjfLFkfr esa lnu ds fdlh lnL; dks viuh ekr`Hkk"kk esa lnu dks lacksf/kr djus dh vuqefr ns ldrs gSaA ¿lafo/kku 
dk vuqPNsn 120À

fdu ç;kstuksa ds fy, dsoy fganh dk ç;ksx fd;k tkuk gS] fdu ds fy, fganh vkSj vaxzsth nksuksa Hkk"kkvksa dk ç;ksx vko';d gS 
vkSj fdu dk;ksaZ ds fy, vaxzsth Hkk"kk dk ç;ksx fd;k tkuk gS] ;g jktHkk"kk vf/kfu;e] 1963( jktHkk"kk fu;e] 1976 vkSj 
muds varxZr le;&le; ij jktHkk"kk foHkkx] x`g ea=ky; dh vksj ls tkjh fd, x, funs'kksa }kjk fu/kkZfjr fd;k x;k gS A

;g Hkkjr ljdkj dh uhfr jgh gS fd jktdh; dkedkt esa fganh ds çxkeh ç;ksx dks lnHkko] çsj.kk vkSj çksRlkgu ds ek/;e 
ls lqfuf'pr fd;k tk,A
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jktHkk"kk ls lacaf/kr laoS/kkfud çko/kku

vuqPNsn 343 la?k dh jktHkk"kk fganh vkSj fyfi nsoukxjh gksxhA ç;qä vadksa dk :i Hkkjrh; vadksa dk varjkZ"Vªh; :i 
gksxkA

vuqPNsn 344 ;g vuqPNsn jktHkk"kk ds laca/k esa vk;ksx vkSj lalnh; lfefr ds xBu ls lacaf/kr gSA

vuqPNsn 345 jkT; dk fo/kku eaMy fdlh ,d vFkok vf/kd Hkk"kkvksa dks vFkok fganh dks jkT; dh jktHkk"kk ds :i esa 
Lohdkj dj ldrk gS A

vuqPNsn 346 la?k esa jktdh; ç;kstuksa ds fy, çkf/k—r Hkk"kk jkT;ksa ds chp rFkk jkT; vkSj la?k ds chp i=kfn dh 
jktHkk"kk gksxhA

vuqPNsn 347 fdlh jkT; dh tula[;k ds fdlh Hkkx }kjk cksyh tkus okyh Hkk"kk laca/kh fo'ks"k mica/k ls lacaf/kr gSA

vuqPNsn 348 mPpre U;k;ky; rFkk çR;sd mPp U;k;ky; dh dk;Zokfg;ka rFkk lHkh vf/kfu;e] fcy] vkns'k] fu;e 
vkfn ds çkf/k—r ikB vaxzsth Hkk"kk esa gksaxsA

vuqPNsn 349 Hkk"kk ls lacaf/kr dqN fof/k;ka vf/kfu;fer djus ds fy, fo'ks"k çfØ;k dk mYys[k fd;k x;k gSA

vuqPNsn 350 fdlh f'kdk;r ds fuokj.k ds fy, çR;sd O;fä dks la?k ;k jkT; ds fdlh inkf/kdkjh dks la?k ;k jkT; 
esa ç;ksx gksus okyh fdlh Hkk"kk esa vH;kosnu nsus dk vf/kdkj gksxkA

vuqPNsn 351 la?k dk drZO; gksxk fd og fganh dk çpkj&çlkj djsa] mldk fodkl djsa rkfd og Hkkjr dh lkekfld 
laL—fr ds lHkh rRoksa dh vfHkO;fä dk ek/;e cu lds A

vuqPNsn 120 laln dh dk;Zokgh fganh vFkok vaxzsth esa laiUu gksxhA

vuqPNsn 210 fo/kkueaMy dh dk;Zokgh jkT; dh jktHkk"kk ;k jktHkk"kkvksa ;k fganh vFkok vaxzsth esa laiUu gksxhA
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jktHkk"kk vf/kfu;e] 1963
¼jktHkk"kk la'kks/ku vf/kfu;e] 1967 }kjk ;Fkkla'kksf/kr½

•

• /kkjk 3¼1½ ds vuqlkj lafo/kku ds çkjEHk ls iUæg o"kZ dh dkykof/k lekIr gks tkus ij Hkh la?k ds mu jktdh; 
ç;kstuksa ds fy, fganh ds vfrfjä vaxzsth Hkk"kk ç;ksx esa ykbZ tkrh jgsxh ftuds fy, og ml fnu ls igys ç;ksx esa 
ykbZ tkrh FkhA

• /kkjk 3¼2½ % dsUæh; ljdkj ds dk;kZy;ksa ds deZpkfj;ksa ds fganh dk dk;Zlk/kd Kku çkIr dj ysus rd lHkh i=kfn dk
;FkkfLFkfr fganh ;k vaxzsth esa vuqokn Hkstk tk,xkA

• /kkjk 3¼3½ % dsUæ ljdkj ds dk;kZy; ls fuEufyf[kr nLrkost fganh vkSj vaxzsth ds f}Hkk"kh :i esa tkjh fd, tk,axs%

§ ladYi] lkekU; vkns'k] fu;e] vf/klwpuk] ç'kklfud ;k vU; çfrosnu ;k çsl foKfIr

§ lafonk] djkj] vuqKfIr] vuqKki=] lwpuk ,oa fufonk çk:i

§ laln ds fdlh lnu ;k lnuksa ds le{k j[ks x, ç'kklfud rFkk vU; çfrosnu vkSj jktdh; dkxt i= A

• /kkjk 4 : 26 tuojh 1965 ds nl o"kZ i'pkr ,d lalnh; jktHkk"kk lfefr xfBr dh tk,xh tks dsUæh; dk;kZy;ksa esa
fganh dh çxfr dh leh{kk djsxh vkSj jk"Vªifr ls flQkfj'k djrs gq, çfrosnu çLrqr djsxh A bl lfefr es 30
lnL; gksaxs] ftuesa 20 yksd lHkk ds vkSj 10 jkT; lHkk ls pqus tk,axs A ;g lfefr xfBr dh tk pqdh gS vkSj blus
vius çfrosnu dk 9oka [k.M twu] 2011 esa jk"Vªifr ds le{k çLrqr fd;k gqvk gSA

• /kkjk 5 esa dsUæh; vf/kfu;eksa vkfn ds çkf/k—r fganh vuqokn vkSj /kkjk 6 esa jkT; vf/kfu;eksa vkfn ds çkf/k—r fganh
vuqokn ds fo"k; esa funsZ'k fn, x, gSaA

• /kkjk 7 esa mPp U;k;ky; ds fu.kZ;ksa vkfn esa fganh ;k ml jkT; dh jktHkk"kk ds oSdfYid ç;ksx dh O;oLFkk gSA

• /kkjk 8 ds vuqlkj bl vf/kfu;e ds dk;kZUo;u ds fy, dsUæh; ljdkj dks fu;e cukus gsrq vf/k—r fd;k x;k gSA

• bl vf/kfu;e dh /kkjk 6 vkSj /kkjk 7 ds mica/k tEew&d'ehj ij ykxw ugha gksaxsA

;g vf/kfu;e 26 tuojh 1965 ls ço`Ùk gSA
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jktHkk"kk fu;e] 1976

1- laf{kIr uke foLrkj vkSj çkjaHk

2- ifjHkk"kk,a

Þdß {ks=% fcgkj] NÙkhlx<+] >kj[kaM] gfj;k.kk] fgekpy çns'k] e/; çns'k] jktLFkku] mÙkj çns'k vkSj mÙkjk[kaM] 
fnYyh vkSj vaMeku fudksckj }hi lewg la?k jkT; {ks= ls vfHkçsr gSaA

 Þ[kß {ks=% xqtjkr] egkjk"Vª] iatkc] ne.k vkSj nho rFkk paM+hx<+ vkSj nknjk uxj gosyh la?k {ks= vfHkçsr gSaA

Þxß {ks=% vle] tEew o d'ehj] f=iqjk] ef.kiqj] ukxkySaM] if'peh caxky] es?kky;] flfDde] mM+hlk] vka/kz çns'k] 
dukZVd] dsjy vkSj rfeyukMq jkT; vkSj ik¡Mspsjh] xksok vfHkçsr gSaA

3- dsaæh; ljdkj ds dk;kZy;ksa ls fHkUu jkT;ksa vkfn ds lkFk i=kfn

dsaæh; ljdkj ds dk;kZy; ls Þdß {ks= ds jkT;ksa dks ;k ,sls jkT; esa fdlh xSj ljdkjh dk;kZy; ;k O;fä dks i=kfn 
fganh esa gksaxs A

¼d½ dsaæh; ljdkj ds dk;kZy;ksa ls Þ[kß {ks= ds jkT; dks ,sls jkT; esa fdlh xSj ljdkjh dk;kZy; dks i=kfn fganh esa gksaxsA

 ¼[k½ Þ[kß {ks= ds fdlh O;fä dks i=kfn fganh ;k vaxzsth esa Hksts tk ldrs gSa A

 dsaæh; ljdkj ds dk;kZy;ksa ls Þxß {ks= ds jkT; dks ,sls jkT; esa fdlh xSj ljdkjh dk;kZy; ;k O;fä dks i=kfn 
vaxzsth esa gksaxs A

4- dsaæh; ljdkj ds dk;kZy;ksa ds chp i=kfn

     Þdß {ks= vkSj Þ[kß {ks= ;k Þxß {ks= esa fLFkr dsaæh; ljdkj ds dk;kZy;ksa ds chp i=kfn fganh esa ;k vaxzsth esa gks 
ldrs gSaA 

5- fganh i=kfn ds mÙkj

   dsaæh; ljdkj ds dk;kZy; ls fganh esa i=kfn ds mÙkj fganh esa fn, tk,axs A 

6- fganh vkSj vaxzsth nksuksa dk gh ç;ksx

ifji=] lkekU; vkns'k] fu;e] fjiksVZ] çsl foKfIr] lafonk] djkj] ykblsal] ijfeV] fufonk] foKkiu fganh vkSj vaxzsth 
esa tkjh gksaxsA ,sls nLrkost tkjh djus okys vf/kdkjh dh ;g ftEesnkjh gksrh gS fd og ;g lqfuf'pr djsa fd ,sls 
dkxtkr fganh vkSj vaxzsth nksuksa esa tkjh gksrs gks A 

7- vkosnu] vH;kosnu vkfn

1- dksbZ deZpkjh vkosnu] vihy] vH;kosnu fganh ;k vaxzsth esa dj ldrk gS A 

2- ;fn vkosnu] vihy ;k vH;kosnu fganh esa fd, tk,a ;k fganh esa gLrk{kj fd, tk,a rks mldk   mÙkj fganh esa 
fn;k tk,xk A
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3- dksbZ deZpkjh mldh lsok ls lacaf/kr vkns'k vFkok lwpuk fganh vFkok vaxzsth esa ekaxrk gS rks mlls lacaf/kr
lkexzh mls mlds }kjk visf{kr Hkk"kk esa çnku dh tk,xh A

8- dsaæh; ljdkj ds dk;kZy;ksa esa fVIi.kh dk fy[kk tkuk

dsaæh; ljdkj ds dk;kZy;ksa esa deZpkjh Qkby ij fVIi.k ;k dk;Zo`Ùk fganh ;k vaxzsth esa fy[k ldrk gS] mlls fganh
vuqokn dh vis{kk ugha dh tk,xhA dsUæh; ljdkj] vkns'k }kjk ,sls vf/klwfpr dk;kZy;ksa dks fofufnZ"V dj ldrh gS
tgka ,sls deZpkfj;ksa }kjk]ftUgsa fgUnh esa çoh.krk çkIr gS] fVIi.k] çk:i.k vkSj ,sls vU; 'kkldh; ç;kstuksa ds fy,]
tks vkns'k esa fofufnZ"V fd, tk,a] dsoy fgUnh dk ç;ksx fd;k tk,xk A

9- fganh esa çoh.krk

¼d½ tc fdlh deZpkjh us eSfVªd ijh{kk ;k mlds lerqY; ;k mPprj ijh{kk fganh ek/;e esa   mÙkh.kZ dh gSA

;k

¼[k½ Lukrd ;k LukrdksÙkj ijh{kk ds lerqY; ;k mPp ijh{kk esa fganh ,d oSdfYid fo"k; ds :i esa i<+k gksA

;k

¼x½ ;g ?kks"k.kk djrk gks fd mls fganh esa çoh.krk çkIr gSA

10- fganh dk dk;Zlk/kd Kku

1-¼d½ ;fn deZpkjh us eSfVªd ijh{kk ;k mldh lerqY; ;k mlds mPprj ijh{kk fganh fo"k; ds lkFk mÙkh.kZ dh gSA
;k

¼[k½ dsaæh; ljdkj dh fganh f'k{k.k ;kstuk dh çkK ijh{kk ikl dh gSA ;k 

¼x½ ;g ?kks"k.kk djrk gS fd mls fganh dk dk;Zlk/kd Kku çkIr gSA

2- ml dk;kZy; dks fganh dk dk;Zlk/kd Kku çkIr dk;kZy; le>k tk,xk tgka 80% deZpkfj;ksa us fganh dk
dk;Zlk/kd Kku çkIr fd;k gksA

3- dsaæh; ljdkj ;g fuf'pr djsxk fd deZpkfj;ksa us fganh dk dk;Zlk/kd Kku çkIr dj fy;k gS ;k ughaA

4- ftl dk;kZy; ds deZpkfj;ksa us fganh dk dk;Zlk/kd Kku çkIr dj fy;k gS mls Hkkjr ljdkj ds jkti= esa
vf/klwfpr fd;k tk,xk A

11- ¼1½ lHkh eSU;qvy] lafgrk,a vkSj vU; lkfgR; f}Hkkf"kd çdkf'kr gksaxsA

¼2½ çi= vkSj jftLVjksa ds 'kh"kZ f}Hkkf"kd gksaxsA

¼3½ lHkh ukeiê] lwpuk iê] jcM+ eqgj] pkVZ] i= 'kh"kZ] fyQkQksa rFkk vU; ys[ku lkexzh vkfn f}Hkkf"kd gksaxsA

12- dk;kZy; ds ç'kklfud ç/kku dk ;g mÙkjnkf;Ro gksxk fd og jktHkk"kk fu;e ds vuqikyu dks  lqfuf'pr djsA
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ea=ky; ds vf/kdkfj;ksa ds inuke

Ministry of petroleum & Natural Gas isVªksfy;e vkSj çk—frd ea=ky; 

Minister ea=h 

Minister of State jkT; ea=h 

Deputy Minister mi ea=h  

Secretary lfpo 

Special Secretary fo'ks"k lfpo 

Additional Secretary vij lfpo 

Joint Secretary la;qä lfpo 

Director funs'kd 

Deputy Secretary mi lfpo 

Joint Director la;qä funs'kd 

Deputy Director mi funs'kd 

Asstt- Director lgk;d funs'kd 

Under Secretary voj lfpo 

Section Officer vuqHkkx vf/kdkjh
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foHkkxksa ds uke

Accounts ys[kk 

Administration & Welfare ç'kklu o dY;k.k 

Automation v‚Vkses'ku

Aviation foekuu 

Bitumen fcVqesu 

Branding czkafMax

Civil flfoy

Commercial okf.kfT;d 

Consumer miHkksäk 

Contract Cell vuqca/k d{k

Corporate Social Responsibility d‚iksZjsV lkekftd nkf;Ro

Co&ordination leUo; 

Credit and Collection lk[k ,oa laxzg.k 

Communication & Public Relations laçs"k.k ,oa tulaidZ 

Engineering bathfu;fjax 

Employees Relations deZpkjh laca/k 

Finance foÙk 

Fuel Conservation ba/ku laj{k.k 

Government Audit ljdkjh ys[kkijh{kk

Health] Safety & Environment LokLF;] lqj{kk vkSj i;kZoj.k

Hindi Implementation fganh dk;kZUo;u 

Housing vkokl 

Human Resource Development ekuo lalk/ku fodkl 

Internal Audit vkarfjd ys[kk ijh{kk 

Information System lwpuk ç.kkyh
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Infrastructure Development lajpuk fodkl

Industrial Relations vkS|ksfxd laca/k 

L.P.G. ,y-ih-th- 

Lubes Marketing Y;wc foi.ku 

Law fof/k 

Manpower Planning tu&'kfä ;kstuk 

Management Services çca/ku lsok,a 

Marine ejhu 

Marketing Operations foi.ku çpkyu 

Materials lkexzh 

Maintenance & Inspection vuqj{k.k ,oa fujh{k.k 

Mechanical eSdsfudy

Operations çpkyu 

Personnel dkfeZd 

Planning & Economic Studies ;kstuk o vkfFkZd v/;;u 

Pricing ewY; 

Petrochemicals & Specialties isVªksdsfedy vkSj Lisf'k;fyVh 

Quality Control xq.koRrk fu;a=.k 

Retail fjVsy 

Safety & Environment Protection lqj{kk ,oa i;kZoj.k laj{k.k 

Secretarial lfpoh; 

Security lqj{kk

Shipping ukSogu 

Supply & Distribution vkiwfrZ ,oa forj.k 

Technical Services rduhdh lsok,a 

Training & Development çf'k{k.k ,oa fodkl 

Vigilance lrdZrk 
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 isVªksfy;e mRiknksa dh lwph

ATF (Aviation Turbine Fuel) ,-Vh-,Q- ¼,fo,'ku Vjckbu ¶;q,y½ 

Benzene csathu 

F.O. (Furnace Oil) ,Q-vks- ¼QusZl v‚;y½ 

H.S.D. (High Speed Diesel Oil) ,p-,l-Mh- ¼gkbZ LihM Mhty½ 

J.B.O. (Jute Batching Oil) ts-ch-vks- ¼twV cSfpax v‚;y½ 

L.D.O. (Light Diesel Oil) ,y-Mh-vks- ¼ykbV Mhty v‚;y½ 

L.P.G. (Liquefied petroleum Gas) ,y-ih-th- ¼fyDohQkbM@æoh—r isVªksfy;e xSl½ 

LSHS (Low Sulphur Heavy Stock) ,y,l,p,l ¼yks lYQj gsoh LV‚d½ 

M.L.O. (Malaria Larvacedal Oil) ,e-,y-vks- ¼eysfj;k ykjokflMy v‚;y½ 

M.S. (Motor Spirit) ,e-,l- ¼eksVj fLçV½ 

Naphtha uk¶Fkk 

SKO (Superior Kerosene Oil) ,l-ds-vks- ¼lqihfj;j dsjkslhu v‚;y½ 

Toluene VksY;qbu 

HHS (Hot Heavy Stock) ,p-,p-,l- ¼g‚V gSoh LV‚d½ 

HPS (Hot Petroleum Stock) ,p-ih-,l- ¼g‚V isVªksfy;e LV‚d½ 

Bitumen / Asphalt fcVqesu / ,LQkYV 

Lubes (Lubricants) Y;wc ¼yqczhdSaV½ 

A.O. (Axle Oil) ,-vks- ¼,Dly v‚;y½ 

T.O. (Transformer Oil) Vh-vks- ¼VªkalQj v‚;y½ 

Greases xzhl 

CBFS (Carbon Black Feed Stock)/ lh-ch-,Q-,l- ¼dkcZu CySd QhM LV‚d½@

Phenol Extract fQu‚by ,DLVªSDV

Raw Coke/Petroleum Coke j‚ dksd@isVªksfy;e dksd 

Cal Coke dSy dksd 

Slack Wax/Paraffin Wax LySd oSDl@iSjkfQu oSDl 

Iomex/Aromax vk;ksesDl @ ,jksesDl 

LABFS ,y-,-ch-,Q-,l- 
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1 ls 100 rd vad & 'kCnksa esa
1 ,d 21 bDdhl 41 bdrkyhl 61 bdlB 81 bD;klh 

2 nks 22 ckbZl 42 c;kyhl 62 cklB 82 c;klh 

3 rhu 23 rsbZl 43 rSarkyhl 63 frjlB 83 frjklh 

4 pkj 24 pkSchl 44 pokyhl 64 pkSalB 84 pkSjklh 

5 ikap 25 iPphl 45 iSarkyhl 65 iSalB 85 ipklh 

6 Ng 26 NCchl 46 fN;kyhl 66 fN;klB 86 fN;klh 

7 lkr 27 lÙkkbZl 47 lSarkyhl 67 lM+lB 87 lrklh 

8 vkB 28 vëkbZl 48 vM+rkyhl 68 vM+lB 88 vBklh 

9 ukS 29 murhl 49 mupkl 69 mugÙkj 89 uoklh 

10 nl 30 rhl 50 ipkl 70 lÙkj 90 uCcs 

11 X;kjg 31 bdrhl 51 bD;kou 71 bdgÙkj 91 bD;kuos 

12 ckjg 32 cÙkhl 52 ckou 72 cgÙkj 92 ckuos 

13 rsjg 33 rSarhl 53 frjiu 73 frgÙkj 93 frjkuos 

14 pkSng 34 pkSarhl 54 pkSou 74 pkSgÙkj 94 pkSjkuos 

15 iaæg 35 iSarhl 55 ipiu 75 ipgÙkj 95 ipkuos 

16 lksyg 36 NÙkhl 56 NIiu 76 fNgÙkj 96 fN;kuos 

17 l=g 37 lSarhl 57 lrkou 77 lrgÙkj 97 lrkuos 

18 vBkjg 38 vM+rhl 58 vBkou 78 vBgÙkj 98 vBkuos 

19 mUuhl 39 murkyhl 59 mulB 79 muklh 99 fuU;kuos 

20 chl 40 pkyhl 60 lkB 80 vLlh 100 lkS 

1 fcfy;u  & 1 vjc

1 fefy;u  & 10 yk[k

10 fefy;u & 1 djksM+

100 fefy;u & 10 djksM

1000 fefy;u& 1 fcfy;u & 1 vjc

January  tuojh July tqykbZ 

February Qjojh August vxLr 

March ekpZ September flracj 

April vçSy October väwcj 

May ebZ November uoacj 

June twu December fnlacj 

eghuksa ds uke
Monday lkseokj
Tuesday eaxyokj
Wednesday cq/kokj
Thursday xq:okj
Friday 'kqØokj
Saturday 'kfuokj
Sunday jfookj

fnuksa ds uke
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bLrseky gksus okys okD;ka'k
A

A brief note is put up laf{kIr uksV çLrqr gS 

A brief note is placed below laf{kIr uksV fuEufyf[kr gS 

A brief note is being sent laf{kIr uksV Hkstk tk jgk gS 

A brief is put up lkjka'k çLrqr gS 

A brief is submitted lkjka'k çLrqr gS 

A list of cases disposed off fuiVk, x, ekeyksa dh ,d 

 is placed below  lwph uhps çLrqr gS 

Above cited mä/mi;qZä 

Above quoted Åij m)`r 

Above mentioned Åij fyf[kr@mfYyf[kr 

Accepted Loh—r@eatwj 

Acceptance is awaited Loh—fr dh çrh{kk gS 

Accepted] allocated and passed for payment Loh—r] vkcafVr vkSj Hkqxrku ds fy, ikl fd;k x;k 

Accepted on trial basis ijh{k.k ds vk/kkj ij Loh—r 

Accepted conditionally/provisionally l'krZ@vLFkk;h :i ls Loh—r 

Accord approval/sanction to--- —i;k -- dks vuqeksfnr@eatwj djsa 

According to rules in vogue çpfyr fu;eksa ds vuqlkj

Acknowledge receipt ikorh nsa@çkfIr lwpuk nsa 

Action as at  ̂ A* above Åij  ̂,* ds vuqlkj dkjZokbZ dh tk, 

Action as proposed may be taken ;Fkk çLrkfor dkjZokbZ dh tk, 

Action at once please —i;k rqjar dkjZokbZ djsa 

Action has not yet been initiated dkjZokbZ vHkh 'kq: ugha gqbZ gS 

Action is taken dkjZokbZ dh xbZ gS 

Action is under way dkjZokbZ dh tk jgh gS 

Action may be taken dkjZokbZ dh tk, 

Action may be planned dkjZokbZ dh ;kstuk cukbZ tk, 

Action may be taken as proposed çLrko ds vuqlkj dkjZokbZ dh tk, 

Action plan may be approved dk;Z;kstuk eatwj dh tk, 

Action plan may be prepared dk;Z;kstuk cuk;h tk, 

Actual plan may be prepared okLrfod ;kstuk cuk;h tk, 

Actual cost may be reimbursed okLrfod dher dh çfriwfrZ dh tk, 

Actual expenses incurred may be paid okLrfod [kpZ dk Hkqxrku fd;k tk, 

Actual expenses may be prepared okLrfod [kpZ rS;kj fd;k tk, 

Actual expenses may be paid okLrfod [kpZ dk Hkqxrku fd;k tk, 

Address all concerned lHkh lacaf/krksa dks lacksf/kr djsa 

Administrative approval may be obtained ç'kklfud vuqeksnu çkIr fd;k tk, 

A draft is put up elkSnk çLrqr gS 

A draft is submitted elkSnk çLrqr gS 

A draft may be approved elkSnk eatwj fd;k tk, 

A draft may be prepared elkSnk rS;kj fd;k tk, 

A draft may be sent elkSnk Hkstk tk, 

Advance granted vfxze/is'kxh Loh—r 

Advise approval of the note uksV dh eatwjh lwfpr djsa 

Advise further development vkxkeh çxfr lwfpr djsa 

Advise the action taken dh xbZ dkjZokbZ lwfpr djsa@—r dkjZokbZ lwfpr djsa 

Advise the concerned office lacaf/kr dk;kZy;ksa dks lwfpr djsa 

After adequate consideration i;kZIr fopkj ds ckn vkxs dh çxfr 

 advise further development lwfpr djsa 

After consultation with &&& ls ijke'kZ djds 

Agenda is enclosed dk;Zlwph layXu gS 

Agenda is put up for approval dk;Zlwph vuqeksnu ds fy, çLrqr gS 

Agenda may be prepared dk;Zlwph rS;kj dh tk, 

Agenda may be sent dk;Zlwph Hksth tk, 
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Agenda is submitted  dk;Zlwph çLrqr gS 

A gist may be prepared ,d lkjka'k rS;kj fd;k tk, 

Agreed lgefr gS 

Agreed in principle fl)karr% lger 

All concerned may be advised lHkh lac) dks lwfpr fd;k tk, 

All concerned may note lHkh lac) —i;k uksV djsa 

An interim reply be sent varfje mÙkj Hkstsa 

Application may be invited vkosnu i= eaxk;k tk, 

Application may be rejected vkosnu i= vLohdkj fd;k tk, 

Application may be rejected As early as possible vkosnu ;Fkk'kh?kz vLohdkj dj nsa

Application may be submitted vkosnu i= çLrqr fd;k tk, 

Appropriate action/steps may be taken mi;qä dkjZokbZ dh tk,@dne mBk, tk,a 

Approved vuqeksfnr@eatwj 

Approval may be given vuqeksfnr fd;k tk, 

Approval may be obtained vuqeksnu çkIr fd;k tk, 

Approved as per remarks in margin gkf'k;s dh fVIif.k;ksa ds vuqlkj 

Approved as proposed çLrko ds vuqlkj vuqeksfnr 

Approved as suggested lq>ko ds vuqlkj vuqeksfnr  

Arrangements may be made O;oLFkk dh tk, 

Arrangements may be seen O;oLFkk ns[kh tk, 

As advised by you vkidh lykg ds vuqlkj 

As a last resort vafre mik; ds :i esa 

As amended ;Fkk la'kksf/kr 

Ascertain the position fLFkfr dk irk yxk;k tk, 

As directed funsZ'kkuqlkj 

As directed / as modified funsZ'kkuqlkj @ ;Fkk la'kksf/kr 

As early as possible ;Fkk'kh?kz 

As may be necessary tSlk vko';d gks 

As modified ;Fkk la'kksf/kr @ ;Fkk ifjofrZr 

As per list enclosed layXu lwph ds vuqlkj 

As per note uksV ds vuqlkj 

As per procedure i)fr ds vuqlkj 

As proposed çLrko ds vuqlkj @ ;Fkk çLrkfor 

As required arrangements may be made vko';drkuqlkj@tSlh vko';drk gks O;oLFkk dh tk, 

As soon as possible ;Fkk'kh?kz 

As suggested lq>ko ds vuqlkj 

As the case may be tSlk ekeyk gks 

As usual lnk dh rjg @ ges'kk dh rjg 

Attention is invited to dh vksj /;ku vkdf"kZr fd;k tkrk gS 

Ascertain the position fLFkfr dk irk yxk,a 

Attested true copy çekf.kr lR; çfrfyfi 

At par with leewY; ij 

At the earliest tYnh ls tYnh 

Authorised signatory çkf/k—r gLrk{kjdrkZ 

Await arrival vkus rd çrh{kk djsa 

Await further comments vkSj fVIif.k;ksa dh çrh{kk djsa 

Await further reply vkxkeh mÙkj dh çrh{kk djsa 

Await further report vkxkeh fjiksVZ dh çrh{kk djsa 

B 
Background of the case ekeys dh i`"BHkwfe 

Balance amount is shown 'ks"k /kujkf'k fn[kkbZ xbZ gS 

Balance sheet is submitted for signature rqyui= gLrk{kj ds fy, çLrqr gS 

Ban on recruitment HkrhZ ij jksd 

Before the expiry of dh lekfIr ls igys 

Beyond the said period mä vof/k ds ckn 

Bill has been prepared fcy cuk;k x;k gS 
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Bill has been scrutinised fcy dh tkap dh xbZ gS 

Bill has been scrutinized and found In order fcy dh tkap dh xbZ vkSj lgh ik;k x;k 

Bill is approved fcy vuqeksfnr gS 

Bill is in order fcy lgh gS 

Bill is passed fcy ikl fd;k x;k gS 

Bill is submitted fcy çLrqr gS 

Bill may be paid fcy dk Hkqxrku fd;k tk, 

Boards sanction is necessary to regularise the matter ekeys dks fu;fer djus ds fy, cksMZ dh eatwjh t:jh gS 

Brake in service has been condoned lsokØe esa Hkax dks {kek dj fn;k x;k gS 

Briefs for the meeting are being prepared cSBd ds fy, laf{kIr lkjka'k rS;kj fd, tk jgs gSa 

Brief note is attached laf{kIr fVIi.kh layXu gS 

Brief note is submitted laf{kIr fVIi.kh çLrqr gS 

Brief resume of the case is given ekeys dk laf{kIr lkjka'k fn;k tkrk gS 

Bring this to the notice of all concerned bls lHkh lacaf/kr O;fä;ksa ds /;ku esa yk;k tk, 

Budget provision exists ctV esa O;oLFkk gS 

By air mail gokbZ Mkd ls 

By authority of &&& ds çkf/kdkj ls 

By hand O;fä }kjk 

By order vkns'k ls 

By Registered post iath—r Mkd ls 

By return post ykSVrh Mkd ls 

By virtue of office in dh gSfl;r ls 
C

Call for explanation Li"Vhdj.k ekaxk tk, 

Call for meeting cSBd cqyk,a 

Call for Quotation dksVs'ku eaxk,a 

Call for report fjiksVZ eaxk,a 

Cancelled jí fd;k 

Cannot be accepted Lohdkj ugha fd;k tk ldrk 

Carry out corrections la'kks/ku djsa 

Carry out orders vkns'kksa dk ikyu djsa 

Carry out repair work ejEer dk;Z djsa 

Case did not come up for hearing Before the court ekeyk vnkyr esa is'k ugha gqvk

Case discussed ekeys ij ppkZ dh 

Case has been badly delayed ekeys esa cgqr nsj gks xbZ gS 

Case has been closed ekeyk can dj fn;k x;k gS 

Case is filed ekeyk Qkby dj fn;k x;k 

Case is put for orders please ekeyk vkns'k ds fy, çLrqr gS 

Case is resubmitted as stated on prepage fiNys i`"B ij fn, x, funs'k ds vuqlkj
ekeyk fQj ls çLrqr fd;k x;k gS 

Case is to be reviewed ekeys dh lehk{kk dh tkuh gS 

Case is under consideration ekeyk fopkjk/khu gS 

Case is under investigation ekeys dh tkap dh tk jgh gS 

Case may be kept pending ekeys dks vfuf.kZr@yafcr@fopkjk/khu j[kk tk, 

Case may be processed in accordance with fo"k; ls lacaf/kr orZeku vkns'kksa ds vuqlkj 
extant orders on the subject dkjZokbZ dh tk, 

Casual leave applied for may be granted vkosfnr vkdfLed Nqêh eatwj dh tk, 

Certified  çekf.kr 

Certificate by the competent Authority is required l{ke çkf/kdkjh dk çek.k&i= visf{kr gS

Charter of demand ekax i= 

Chase the case ekeys dh çxfr ij fuxkg j[ksa 

Check up with Accounts Deptt- ys[kk foHkkx ls irk djsa 

Check up with Accounts Deptt- And kindly advise ys[kk foHkkx ls ckr djsa vkSj lwfpr djsa 

Check up with concerned department lacaf/kr foHkkx ls tkap djsa 

Checked and found correct tkap dh vkSj lgh ik;k 

Chronological summary of the case is placed below fo"k;@ekeys dk rkjh[kokj lkjka'k uhps çLrqr gS 
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Circulate and file ifjpkfyr djds Qkby djsa 

Circulate this information/orders among all employees ;g lwpuk@vkns'k lHkh deZpkfj;ksa ds chp ifjpkfyr djsa 

Claim accepted nkok Loh—r 

Clarification awaited Li"Vhdj.k dh çrh{kk gS 

Clarify the position fLFkfr Li"V djsa 

Comments may be invited fVIi.kh eaxk;h tk, 

Communicate by fax QSDl ls lwfpr djsa 

Competent Authority l{ke çkf/kdkjh 

Competent authority's sanction is necessary l{ke çkf/kdkjh dh eatwjh visf{kr gS 

Competent authority may kindly decide l{ke çkf/kdkjh —i;k fu.kZ; ysa 

Compliance of orders is still awaited vkns'kksa ds vuqikyu dh vHkh çrh{kk gS 

Concurred  lger 

Concurrence of ---- may be obtained ---- dh lgefr çkIr dh tk, 

Conduct is questionable vkpj.k vkifÙktud gS 

Confirm compliance vuqikyu dh iqf"V djsa 

Confirm on phone Qksu ij iqf"V djsa 

Confirmation copy iqf"V ds fy, çfr 

Connect relevant papers and put up lac) dkxtkr ds lkFk çLrqr djsa 

Connect previous papers iwoZ nLrkost ds lkFk j[ksa 

Consider it again bl ij iqufoZpkj djsa 

Consider properly leqfpr :i ls fopkj djsa 

Consolidated report may be furnished lesfdr fjiksVZ çLrqr djsa 

Consultation is necessary ijke'kZ vko';d gS 

Contention is not correct rdZ Bhd ugha gS 

Convene quarterly meeting frekgh cSBd cqyk,a 

Convey your financial concurrence/approval  viuh foÙkh; lgefr@vius vuqeksnu dh lwpuk nsa 

Copy enclosed çfr layXu 

Copy enclosed for perusal voyksdu ds fy, çfr layXu gS 

Copy enclosed for ready reference lanHkZ ds fy, çfr layXu gS 

Copy forwarded for information and necessary action lwpuk vkSj vko';d dkjZokbZ ds fy, çfr vxzsf"kr

Copy may be forwarded çfr vxzsf"kr tk, 

Corrections may be carried out la'kks/ku fd;k tk, 

Corrigendum may be issued 'kqf) i= tkjh fd;k tk, 

Corrigendum may be put up 'kqf) i= çLrqr fd;k tk, 

Customs  and Excise lhek 'kqYd vkSj mRikn 'kqYd 

D 
Day to day administrative work nSfud ç'kklfud dk;Z 

Debit balance ukes 'ks"k 

Decision is awaited fu.kZ; çrhf{kr gS 

Decision pending fu.kZ; yafcr 

Decided at high level mPp Lrj ij fu.khZr   

Deemed to be le>k tk,xk 

Delay cannot be waived foyac dks ekQ ugha fd;k tk ldrk 

Delay in submitting the case is regretted ekeys dks çLrqr djus esa nsjh@foyac ds fy, [ksn gS 

Delay in the payment of bills fcyksa ds Hkqxrku esa nsj  

Delay is regretted foyac ds fy, [ksn gS 

Delay is unavoidable foyac vifjgk;Z gS 

Delay may be explained  foyac dk dkj.k crk;k tk, 

Delay should be avoided nsj ugha gksuh pkfg, 

delete gVk nsa 

Delete the following lines uhps dh iafä;ksa dks gVk/feVk nhft, 

Departments may be advised foHkkxksa dks lwfpr fd;k tk, 

Departmental action is in progress foHkkxh; dkjZokbZ çxfr ij gS 

Deserves promotion out of turn ckjh ls igys inksUufr ;ksX; gS 

Detrimental in the interest of  ds fgr esa gkfudj@ds fy, vfgrdj 

Disagree (I) ¼eSa½ vlger ¼gwa½ 
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Disciplinary action is in progress vuq'kklfud dkjZokbZ çxfr ij gS 

Discrepancy may be reconciled folaxfr;ksa dks Bhd fd;k tk, 

Discuss ppkZ djsa 

Discussed ppkZ dh 

Disregarding the facts rF;ksa dh mis{kk@vuns[kk djrs gq, 

Do the needful vko';d dkjZokbZ djsa 

Documents are duly stamped, executed and are in order nLrkost fof/kor eksgj yxkdj fu"ikfnr fd, x, gSa rFkk os lgh gSa 

Documents submitted dkxtkr çLrqr gSa 

Does not stand to reason rdZlaxr ugha gS 

Draft agreement is in order djkj dk çk:i lgh gS 

Draft circular put up for signature ifji= dk elkSnk gLrk{kj ds fy, çLrqr gS 

Draft for approval please elkSnk vuqeksnu ds fy,  

Draft is amended elkSnk la'kksf/kr 

Draft as amended is put up for approval ;Fkk la'kksf/kr elkSnk vuqeksnu ds fy, çLrqr 

Draft has been amended accordingly çk:i@elkSnk rn~uqlkj la'kksf/kr fd;k x;k gS 

Draft is approved elkSnk vuqeksfnr gS

Draft is concurred elkSnk ij lgefr gS 

Draft is put up for kind perusal voyksdu ds fy, çk:i çLrqr 

Draft is sent elkSnk Hkstk x;k 

Draft reply is put up for approval mÙkj dk çk:i@elkSnk vuqeksnukFkZ çLrqr gS 

Draft reply on the lines suggested above may be put up çk:i@elkSnk çLrqr fd;k tk, 

Duly attested fof/kor lR;kfir 

Duly complied fof/kor vuqikyu fd;k x;k@fof/kor vuqikfyr 

Duly sanctioned fof/kor eatwj fd;k x;k 

Duly verified fof/koR lR;kfir 

During the course of action dkjZokbZ ds nkSjku 

During the course of discussion ppkZ@fopkj&foe'kZ ds nkSjku 

Duty free dj eqä@fu%'kqYd 

E 
Each case will be considered on merits çR;sd@gj ekeys ij xq.k&nks"kksa ds vk/kkj ij fopkj fd;k tk,xk 

Early orders are solicited 'kh?kz vkns'k dh çkFkZuk gS  

Early reply will be highly appreciated ;fn 'kh?kz mÙkj Hkst nsa] rks cM+h —ik gksxh 

Early reply is solicited 'kh?kz mÙkj dh çkFkZuk gS  

Earned leave may be granted vftZr vodk'k eatwj fd;k tk, 

Effective steps should be taken to clear the arrears cdk;k dke ds fuiVkjs ds fy, çHkko'kkyh@dkjxj mik; fd, tk,a 

Eligibility is certified ik=rk çekf.kr dh tkrh gS 

Empowered to sanction eatwjh ds fy, çkf/k—r  

Enquire in the matter ekeys dh tkap djsa 

Enquire into the case and report early ekeys dh tkap djsa vkSj 'kh?kz fjiksVZ çLrqr djsa 

Enquiries made reveal that the matter has been badly delayed tkap ls ekywe gqvk gS fd ekeys esa cgqr vf/kd nsj gks xbZ gS 

Enquiry has been ordered tkap dk vkns'k fn;k x;k gS 

Enquiry has not been held in a proper manner tkap mi;qä <ax ls ugha dh xbZ gS 

Enquiry may be completed and its report submitted tkap iwjh djds bldh fjiksVZ çLrqr dh tk, 

Ensure compliance and confirm vuqikyu lqfuf'pr djds iqf"V djsa 

Ensure prompt and speedy implementation 'kh?kz dk;kZUo;u lqfuf'pr djsa 

Ensure submission of report at the earliest, after the enquiry tkap iwjh dj ;Fkk'kh?kz 'kh?kz çLrqr dh çLrqfr lqfuf'pr dh tk,

Ensure this is replied in 15 days positively bldk mÙkj 15 fnuksa esa Hkstk tkuk lqfuf'pr djsa 

Ensure to send reply mÙkj Hkstuk lqfuf'pr djsa 

Entered in the register jftLVj esa ntZ fd;k x;k@çfof"V dh xbZ 

Entry  çfof"V 

Errors and omissions regretted Hkwy pwd ds fy, [ksn gS 

Error is corrected Hkwy lq/kkjh x;h gS 

Error is regretted Hkwy ds fy, [ksn gS 

Estimate is under preparation çkDdyu rS;kj fd;k tk jgk gS 

Ex parte decision ,d rjQk QSlyk@,d i{kh; fu.kZ; 

Examine the proposal çLrko dh tkap djsa 

mi;qZä lq>ko ds vuqlkj mÙkj dk 
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Exempted NwV nh xbZ 

Exigencies of public service yksd&lsok dh vko';drk,a 

Expedite action 'kh?kz dkjZokbZ djsa 

Expedite submission of report fjiksVZ 'kh?kz Hkstsa 

Explanation is not required Li"Vhdj.k t:jh ugha gS 

Explanation is not satisfactory Li"Vhdj.k larks"ktud ugha gS 

Explanation may be called for Li"Vhdj.k ekaxk tk, 

Explained in your letter vkids i= esa Li"V fd;k x;k 

Expenditure for boarding and lodging will be met by the dept- Hkkstu vkSj vkokl dk [kpZ foHkkx }kjk fn;k tk,xk

F
Facilities are available lqfo/kk,a miyC/k gSa 

Facilities are not adequate lqfo/kk,a vi;kZIr gSa 

Fact of the case may be sent ekeys dk rF; Hkstsa 

Fact of the case may kindly be furnished —i;k ekeys dk rF; çLrqr djsa 

Fair copy is put up for signature LoPN çfr gLrk{kj ds fy, çLrqr gS 

Figures do not tally vk¡dM+s esy ugha [kkrs 

Figures may be verified vkdMksa dk lR;kiu djsa 

File may be returned Qkby okil Hkstsa 

Final concurrence is accorded vafre lgefr nh tkrh gS 

Final decision when arrived at will be communicated vafre fu.kZ; gks tkus ij lwfpr fd;k tk,xk 

Financial concurrence to the creation of the following post is necessary uhps fy[ks inksa ds l`tu ds fy, foÙkh; lgefr vko';d gS 

Financial concurrence to the proposal is awaited çLrko ij foÙkh; lgefr dh çrh{kk gS 

Findings of the Enquiry Committee Report may please be approved tkap lfefr dh fjiksVZ ds fu"d"kksaZ dk vuqeksnu fd;k tk, 

Financial Year foÙk o"kZ @ foÙkh; o"kZ 

Fix date for meeting cSBd dh rkjh[k fuf'pr djsa 

Fix up responsibility tokcnsgh fuf'pr dh tk, 

Follow up action vuqorhZ dkjZokbZ 

Following is an extract of Boards orders on the subject bl fo"k; ij cksMZ ds vkns'k dk lkj uhps fn;k x;k gS 

For administrative approval please —i;k ç'kklfud vuqeksnu ds fy, 

For compliance vuqikyu ds fy, @ vuqikyukFkZ 

For and on behalf of —rs @ okLrs 

For approval please vuqeksnu gsrq 

For consideration fopkjkFkZ 

For examiniation and report in due course tkap djus vkSj ;Fkkle; fjiksVZ nsus ds fy, 

For expression of opinion jk; nsus ds fy,@er çdV djus ds fy, 

For immediate attention —i;k rqjar /;ku nsa 

For immediate compliance rqjar vuqikyu gsrq 

For information lwpuk @ tkudkjh ds fy, 

For information and guidance lwpuk ,oa ekxZn'kZu gsrq  

For information only dsoy lwpuk ds fy, 

For information & necessary action tkudkjh ,oa vko';d dkjZokbZ ds fy, 

For information before issue please tkjh djus ls iwoZ lwpuk ds fy, 

For favourable action vuqdwy dkjZokbZ ds fy, 

For favour of doing the needful ;Fkko';d dkjZokbZ ds fy, 

For further action vkxs dh@vkxkeh dkjZokbZ ds fy, 

For further reply vkxkeh mÙkj ds fy, 

For necessary action vko';d dkjZokbZ ds fy, 

For onward transmission vkxs Hkstus ds fy, 

For opinion please jk; nsus ds fy, @ vfHker gsrq 

For perusal please voyksdu ds fy, 

For perusal and return ns[kdj ykSVkus ds fy, 

For reconsideration iqufoZpkj ds fy, 

For reply within one week ,d lIrkg ds vanj tokc gsrq 

For sanction please Loh—fr@eatwjh ds fy, 

For signature please gLrk{kj ds fy, 

For suggestion  lq>ko ds fy, 
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For sympathetic consideration lgkuqHkwfr iwoZd fopkj ds fy, 

Formal approval is necessary vkSipkfjd vuqeksnu vko';d gS 

Forwarded Hkstk x;k@vxzsf"kr 

Furnish information urgently lwpuk 'kh?kz Hkstsa 

Further action not necessary vkxs dh dkjZokbZ vko';d ugha 

Further orders will follow vkxs vkSj vkns'k Hksts tk,axs 

G
Gist of the proposals çLrkoksa dk lkjka'k 

Give details fooj.k@C;kSjk nsa 

Give detailed information foLr`r tkudkjh nsa 

Give detailed antecedents  foLr`r iwoZo`Ùk nsa 

Give top priorities bls mPp çkFkfedrk nsa 

Give your comments  viuh fVIi.kh nsa 

Give your opinion viuh jk; nsa 

Go ahead vkxs pysa@vkxs c<+sa 

Good and sufficient reasons leqfpr vkSj i;kZIr dkj.k 

Granted Loh—r@eatwj 

Granted leave Loh—r vodk'k @ eatwj Nqêh 

Gratuity minku 

Gratuity cheque may be sent minku dk psd Hkstk tk, 

Grievance redressal procedure O;Fkk fuokj.k i)fr 

Government pricing formula ljdkjh ewY; fu/kkZj.k fl)kar 

Guard of honour lEeku xkjn 

H
Handling charges O;oLFkk [kpZ 

Handover charges dk;ZHkkj nsa 

Hard and fast rule dM+s fu;e 

Hearing was adjourned lquokbZ LFkfxr dj nh xbZ 

High explosive rhoz foLQksVd 

Highly inflammable vfr Toyu'khy 

Highly objectionable vR;ar vkifÙktud 

His name may be deleted mldk uke gVk fn;k tk, 

His name may be included mldk uke 'kkfey fd;k tk, 

His request may be accepted mldh çkFkZuk Lohdkj dh tk, 

His remarks/Report not acceptable mldh vH;qfä ;k@fjiksVZ Lohdk;Z ugha 

Hold a meeting cSBd djsa @ cSBd vk;ksftr djsa 

House building advance x`g fuekZ.k is'kxh 

House rent allowance edku fdjk;k HkÙkk 

Humanitarian ground ekuoh; vk/kkj 

I
I agree  eSa lger gwa 

I agree with a above eSa mijksä ls lger gwa 

I am directed to  eq>s funs'k gqvk gS 

I appriciate eSa ljkguk djrk gwa 

I fully agree with the office note eSa dk;kZy; dh fVIi.kh ls iw.kZr;k lger gwa 

I have the honour to say lknj fuosnu gS 

I have no comments esjh dksbZ fVIi.kh ugha gS 

I have no comments to offer eq>s dqN ugha dguk gS 

I have no further comments  eq>s vkSj dqN ugha dguk gS 

I have no remarks  to offer eq>s dksbZ fVIi.kh ugha djuh gS 

I have no objection eq>s dksbZ vkifÙk ugha gS 

I hope eq>s mEehn gS@vk'kk gS 

I hope you will keep in touch eq>s vk'kk gS vki laidZ cuk, j[ksaxs 

Immediate  rRdky@rqjar 

Immediate action is solicited rRdky dkjZokbZ dh çkFkZuk gS 
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Immediate disposal is requested rRdky fuiVku dk vuqjks/k gS 

Immediate disposal of case is requested ekeys dks rRdky fuiVkus dk vuqjks/k gS 

In case of need vko';drk gksus ij 

In consequence of ds ifj.kkeLo:i @ ds QyLo:i 

In continuation of ds vkxs @ ds flyflys esa @ ds Øe esa 

In contravention of &&& dk mYya?ku djrs gq, 

In course of business dke ds nkSjku 

In course of time ;Fkkle; 

In order of merit xq.kkuqØe esa 

In order of priority çkFkfedrk Øe ls 

In personal capacity oS;fäd gSfl;r ls @ futh {kerk esa 

In public interest tufgr esa @ yksd fgr esa  

In suppression of --- dk vfrØe.k djrs gq, 

In the aggregate dqy feyk dj 

In the prescribed manner fu/kkZfjr <ax ls 

In view of circumstances stated above Åij Li"V dh xbZ ifjfLFkfr;ks dks ns[krs gq, 

Inter alia vU; ckrksa ds lkFk 

Involving question of policy uhfr dk ç'u 'kkfey djuk 

Information is being collected lwpuk ,d= dh tk jgh gS 

Information is being collected and will be furnished soon lwpuk ,d= dh tk jgh gS vkSj 'kh?kz Hkst nh tk,xh 

Information is being sent lwpuk Hksth tk jgh gS 

Information is laid on the table of House lwpuk laln iVy ij j[kh xbZ gS 

Instructions are solicited vuqns'k dh çkFkZuk gS 

Issue as amended la'kks/ku ds vuqlkj tkjh djsa 

Issue notice uksfVl tkjh djsa 

Issue notice accordingly rnuqlkj uksfVl tkjh djsa 

Issue reminder Lej.k i= tkjh djsa 

Issue today vkt tkjh djsa 

Issued tkjh fd;k x;k 

It is suggested ;g lq>ko fn;k tkrk gS 

J
Join today vkt gh dk;ZHkkj xzg.k djsa  

Joined duty dk;ZHkkj xzg.k fd;k 

Joining report dk;ZHkkj xzg.k fjiksVZ 

Joint inspection necessary nksgjk fujh{k.k vko';d 

Joint representation la;qä vH;kosnu 

Just and reasonable mfpr vkSj ;qfä laxr 

Justification for the proposal çLrko dk vkSfpR; 

Justification is necessary vkSfpR; vko';d gS 

Justify the proposal çLrko dh U;k;laxrrk fl) djsa 

Justify your proposal vius çLrko dk vkSfpR; crk,a 

K
Keep in abeyance vkLFkfxr j[ksa 

Keep data for meeting cSBd ds fy, vk¡dM+s j[ksa 

Keep data for presentation çLrqrhdj.k ds fy, vk¡dM+s j[ksa 

Keep data ready vk¡dM+s rS;kj j[ksa 

Keep in the file Qkby esa j[ksa 

Keep me briefed about status fLFkfr ls voxr djkrs jgsa 

Keep me informed eq>s voxr djkrs jgsa 

Keep pending yafcr j[ksa 

Keep in files Qkby esa j[ksa 

Keep with the files Qkby ds lkFk j[ksa 

Kindly acknowledge receipt —i;k ikorh Hkstsa 

Kindly confirm compliance —i;k vuqikyu dh iqf"V djsa 

Kindly expedite —i;k 'kh?kz djsa 

Kindly review the case —i;k ekeys dh leh{kk djsa 
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Kindly send report —i;k fjiksVZ Hkstsa 

L
Law and order dkuwu O;oLFkk 

Lack of discipline vuq'kklu dk vHkko 

Leave may be granted vodk'k eatwj fd;k tk, 

Leave preparatory to retirement lsok&fuo`fÙkiwoZ Nqêh 

Leave without pay fcuk osru Nqêh 

Legal opinion dkuwuh jk; 

Lenient view may be taken mnkj –f"Vdks.k viuk;k tk, 

Letter of authority çkf/kdkj i= 

Loading and unloading ynku vkSj mrjkbZ 

Long term loan nh?kZ dkyhu _.k 

Loss in transit ekxZ esa gkfu 

Lowest quotation fuEure@U;wure Hkko 

Lump sum ,d eq'r 

M
Mailing list Mkd lwph 

Maintenance allowance fuokZg HkÙkk 

Make interim arrangement varfje çca/k djsa 

Many happy returns of the day ckj ckj fnu ;s vk,  

Matter is under consideration ekeyk fopkjk/khu gS 

May be called for cqyk;k tk,@dgk tk, 

May be commenced  çkjaHk@'kq: fd;k tk, 

May be considered  fopkj fd;k tk, 

May be deferred  vkLFkfxr j[kk tk, 

May be disposed of fuiVk;k tk, 

May be excused {kek fd;k tk, 

May be filed Qkby djsa 

May be informed accordingly rn~uqlkj lwfpr djsa 

May be kept in view /;ku esa j[kk tk, 

May be kept in abeyance vkLFkfxr j[kk tk, 

May be obtained çkIr fd;k tk, 

May be passed for payment Hkqxrku ds fy, ikfjr fd;k tk, 

May be permitted vuqefr nh tk,@vuqefr nsa 

May be prescribed fofgr@fu/kkZfjr fd;k tk, 

May be put at the next meeting for ratification vxyh cSBd esa vuqleFkZu ds fy, çLrqr fd;k tk,

May be recorded fjdkMZ fd;k tk, 

May be regretted [ksn çdV fd;k tk, 

May be requested to clarify Li"Vhdj.k dk vuqjks/k fd;k tk, 

May be relieved with immediate effect rRdky dk;Zeqä fd;k tk, 

May be returned when done with dke gksus ij ykSVk fn;k tk, 

May be rigidly adhered to dM+kbZ ls ikyu djsa 

May be sanctioned eatwj fd;k tk, 

May be treated as closed lekIr le>sa 

May be treated as urgent rRdky le>sa 

May call for ekaxk tk, 

May not persue the matter bl fo"k; dks vkxs u c<+k,a 

May please see —i;k ns[ksa 

Medical certificate fpfdRlk çek.k i= 

Minutes of the meeting cSBd dk dk;Zo`Ùk 

Most immediate vfr rRdky 

Most urgent vR;ko';d 

Movable property py laifÙk 

N
Necessary action vko';d dkjZokbZ  

Necessary action may be taken/ initiated vko';d dkjZokbZ dh tk,@çkjaHk dh tk, 



fgUnh i[kokM+k 2022jktHkk"kk ekxZnf'kZdk& 22

Necessary arrangements may be made vko';d O;oLFkk dh tk, 

Necessary arrangements are being made vko';d çca/k fd, tk jgs gSa 

Necessary report is still awaited vko';d fjiksVZ dh vHkh rd çrh{kk gS 

Necessary steps should be taken vko';d dne mBk, tk,a 

Needful may be done vko';d dkjZokbZ dh tk, 

Needs no comments fVIi.kh dh t:jr ugha 

Negotiable instruments ijØkE; dkxtkr 

Net profit 'kq) ykHk 

Nominated member ukfer lnL; 

No action necessary dksbZ dkjZokbZ vko';d ugha 

No instructions dksbZ vuqns'k ugha 

No objection certificate vukifÙk çek.ki= 

No reference is available  dksbZ lanHkZ miyC/k ugha 

No further action is required vkxs dksbZ dkjZokbZ visf{kr ugha 

Not concerning us gels lacaf/kr ugha 

N.B. (Nota Bene) fo'ks"k /;ku nhft, 

Noted, thanks uksV fd;k] /kU;okn 

Notice may be issued uksfVl tkjh fd;k tk, 

Notice may be sent uksfVl Hkstk tk, 

Notice in writing may be sent fyf[kr uksfVl Hkstk tk, 

Notified for general information tulk/kkj.k dh tkudkjh ds fy, vf/klwfpr 

O
Obtained formal sanction vkSipkfjd eatwjh çkIr  

Office may note it carefully dk;kZy; bls lko/kkuh ls uksV dj ysa 

Office order may be issued dk;kZy; vkns'k tkjh fd;k tk, 

Office to note and comply dk;kZy; /;ku nsa vkSj ikyu djsa 

O.K. Bhd gS 

On deputation çfrfu;qfä ij 

On leave / tour Nqêh @ nkSjs ij  

On the advice of dh lykg ij 

On the contrary blds çfrdwy@blds foijhr 

Order is put up vkns'k çLrqr gS 

Order is put up for signature vkns'k gLrk{kj ds fy, çLrqr gS 

Order may be issued vkns'k tkjh fd;k tk, 

Order passed on appeal vihy ij vkns'k fn;k x;k 

Orders are awaited vkns'kksa dh çrh{kk gS 

Orders complied vkns'k dk;kZfUor 

Orders to be communicated/ circulated vkns'k lwfpr@ifjpkfyr fd;k tk, 

P
Papers are being sent  dkxtkr Hksts tk jgs gSa 

Papers are sent dkxtkr Hksts x, gSa 

Papers for discussion ppkZ ds fy, dkxtkr 

Papers for disposal fuiVku ds fy, dkxtkr 

Papers put up for perusal dkxtkr voyksdu ds fy, çLrqr gS 

Papers under consideration fopkjk/khu dkxt 

Passed for payment Hkqxrku ds fy, ikfjr fd;k 

permitted vuqefr nh tkrh gS 

Please advise —i;k lwfpr djsa 

Please advise accordingly —i;k rnuqlkj lwfpr djsa 

Please advise all concerned lHkh lac) O;fä;ksa dks lwfpr djsa 

Please advise all offices —i;k lHkh dk;kZy;ksa dks lwfpr djsa 

Please advise me on the subject —i;k bl fo"k; esa eq>s lwfpr djsa 

Please advise me on these areas of concern —i;k bu xaHkhj fo"k;ksa ij eq>s lwfpr djsa 

Please attend the training —i;k çf'k{k.k esa 'kkfey gksa 

Please call for the report —i;k fjiksVZ eaxkb,@eaxk,a 

Please carry out the orders —i;k vkns'kksa dk ikyu djsa 
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Please check and advise —i;k psd djds lwfpr djsa 

Please circulate —i;k lHkh dks ifjpkfyr djsa 

Please circulate and file —i;k ifjpkfyr dj Qkby djsa 

Please comply with —i;k vuqikyu djsa 

Please confirm —i;k iqf"V djsa 

Please confirm compliance —i;k vuqikyu dh iqf"V djsa 

Please do the needful —i;k vko';d dkjZokbZ djsa 

Please discuss —i;k ppkZ djsa 

Please discuss action plan —i;k dk;Z;kstuk ij ppkZ djsa 

Please discuss pointly with current status —i;k fcUnqokj orZeku fLFkfr ij ppkZ djsa 

Please ensure compliance —i;k vuqikyu lqfuf'pr djsa 

Please expedite —i;k tYnh djsa@—i;k rRdky dkjZokbZ djsa 

Please expedite compliance —i;k 'kh?kz vuqikyu djsa 

Please expedite the matter ekeys ij 'kh?kz dkjZokbZ djsa 

Please expedite reply —i;k 'kh?kz mÙkj nsa 

Please fax today di;k vkt gh QSDl Hkstsa 

Please file —i;k Qkby djsa 

Please find the enclosed copy layXu çfrfyfi çkIr djsa 

Please furnish information —i;k lwpuk Hkstsa 

Please get background details/facts of this case bl ekeys dh i`"BHkwfe fooj.k@rF; çnku djsa 

Please give details —i;k C;kSjk nsa 

Please hand over your charge to shri-- —i;k viuk dk;ZHkkj Jh -- dks lkSai nsa 

Please handle —i;k laHkkysa

Please hold —i;k jksdsa 

Please hold meeting —i;k cSBd vk;ksftr djsa 

Please issue  —i;k tkjh djsa 

Please issue today vkt gh tkjh djsa 

Please issue in bilingual form —i;k f}Hkkf"kd :i esa tkjh djsa 

Please keep me informed —i;k eq>s tkudkjh nsrs jgsa 

Please keep me informed periodically —i;k vkof/kd :i ls eq>s lwfpr djrs jgsa 

Please keep papers in file —i;k dkxt Qkby esa j[ksa 

Please keep ready all information —i;k lHkh lwpuk,a rS;kj j[ksa 

Please let me know —i;k eq>s crk,a 

Please let me know the steps taken to 
correct this ds ckjs esa —i;k crk,a

Please make a special note of this decision —i;k bl fu.kZ; dks fo'ks"k :i ls uksV djsa 

Please nominate suitable candidate mi;qä mEehnokj ukfer djsa 

Please note —i;k uksV djsa 

Please note action point —i;k dkjZokbZ uksV djsa 

Please obtain NOC —i;k vukifÙk çek.k i= çkIr djsa 

Please obtain the details —i;k C;kSjk eaxk,a 

Please prepare a precise of the case —i;k ekeys dk lkjka'k cuk,a 

Please put up agenda —i;k dk;Zlwph çLrqr djsa 

Please put up minutes of the meeting —i;k cSBd dk dk;Zo`Ùk çLrqr djsa 

Please put up self contained note —i;k Lor: Li"V fVIi.kh çLrqr djsa 

Please put up the case —i;k ekeys@çdj.k dks çLrqr djsa 

Please put up the case with previous papers —i;k bl ekeys dks fiNys dkxtksa ds lkFk çLrqr djsa 

Please reconcile the discrepancy in the entries —i;k çfof"V;ksa dh folaxfr nwj djsa 

Please refer  —i;k lanHkZ ysa 

Please refer to RO —i;k bl ckjs esa {ks=h; dk;kZy; dks fy[ksa 

Please refer to the Ministry ea=ky; dks lanHkZ ds fy, Hkstsa 

Please refer to the Head Office ç/kku dk;kZy; dks lanHkZ ds fy, Hkstsa 

Please remind today —i;k vkt gh ;kn fnyk,a 

Please reply —i;k mÙkj nsa  

Please  respond —i;k mÙkj nsa 

Please revise the draft —i;k elkSnk la'kksf/kr djsa 

bldks Bhd djus ds fy, mBk, x, dneksa
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Please see me —i;k eq>ls feysa 

Please see remarks in the margin gkf'k, dh fVIi.kh ns[ksa 

Please see the preceding note —i;k fiNyk uksV ns[ksa 

Please see this case and offer your comments —i;k bl ekeys dks ns[ksa vkSj viuh fVIi.kh@jk; nsa 

Please send reminder —i;k Lej.k i= Hkstsa 

Please send us for record —i;k gekjs fjdkMZ ds fy, Hkstsa 

Please speak/discuss —i;k ckr@ppkZ djsa 

Please treat this strictly confidential —i;k bls iwjh rjg xksiuh; le>sa 

Please treat this very urgent —i;k bls rRdky le>sa 

Please update the information v|ru lwpuk nsa 

Please verify —i;k lR;kiu djsa 

Please verify the data —i;k vkadMksa dk lR;kiu djsa 

Please verify the facts —i;k rF;ksa dk lR;kiu djsa 

Please verify the facts before issue —i;k tkjh djus ls iwoZ rF;ksa dk lR;kiu djsa 

Precise of the case is put up ekeys dk lkjka'k çLrqr gS 

Prepare a self contained note Lor: Li"V uksV cuk,a 

Prepare the agenda dk;Zlwph cuk,a 

Prior approval iwokZuqeksnu 

Procdedures should be strictly adhered to çfØ;k dk dM+kbZ ls ikyu gksuk pkfg, 

Progress is too slow çxfr cgqr /kheh gS 

Progress made in this respect may be reported to this office time to time bl ckjs esa gqbZ çxfr dh lwpuk le;&le; ij bl dk;kZy; dks nh tk, 

Professional charges demanded are reasonable and may be paid ek¡xs x, O;kolkf;d çHkkj ;Fkksfpr gSa vkSj mudk Hkqxrku djsa 

Prompt action rqjar dkjZokbZ@vfr'kh?kz dkjZokbZ 

Proposal accepted çLrko Loh—r

Proposal is in order çLrko fu;ekuqlkj gS 

Proposal lacks justification çLrko dk vkSfpR; ugha gS 

Put a draft reply mÙkj dk elkSnk çLrqr djsa 

Put up a short note laf{kIr uksV çLrqr djsa 

Put up a summary lkjka'k çLrqr djsa 

Put up as directed funs'kkuqlkj çLrqr gS  

Put up as suggested lq>ko ds vuqlkj çLrqr gS 

Put up indent ekax çLrqr djsa 

Put up papers immediately dkxtkr rRdky çLrqr djsa 

Put up requisition ekax&i= çLrqr djsa 

Q
Qualify service vgZd lsok 

Quality control xq.koRrk fu;a=.k 

Quantum of remuneration may please be fixed —i;k ikfjJfed dh jkf'k fuf'pr djsa 

Quarterly meeting frekgh cSBd  

Quarterly report frekgh fjiksVZ 

Quarterly return frekgh fooj.k 

Quarterly statement may be expedited =Sekfld fooj.k 'kh?kz Hkstk tk, 

Quash the order issued tkjh fd, x, vkns'k dks jí fd;k tk, 

Query has been raised ç'u mBk;k x;k gS 

Question does not arise ç'u gh ugha mBrk 

Questionable conduct lansgkLin vkpj.k 

Questionnaire has been framed ç'ukoyh cuk yh xbZ gS 

Quick action is required rRdky dkjZokbZ visf{kr gS 

Quick disposal rqjar fuiVku 

Quickness in disposal of cases will be appreciated ekeyksa ds fuiVku esa rsth dh ljkguk dh tk,xh

Quotation of the party is reasonable ikVhZ dh nj mfpr gS 

Quote reference lanHkZ nsa 

Quote the relevant portion lacaf/kr va'k m)`r djsa 

Quoted below uhps m)`r 
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R
Railway mail service jsy Mkd lsok 

Reasons for delay be expressed foyac@nsj gksus ds dkj.k crk, tk,a 

Reassessment of value ewY; dk iqufu/kkZj.k 

Recognition already granted will be withdrawn recommended igys nh xbZ ekU;rk okil ys yh tk,xh flQkfj'k@laLrqfr dh tkrh gS 

Recommended for favourable consideration vuqdwy fopkj ds fy, flQkfj'k dh tkrh gS 

Recommended for sanction recorded eatwjh dh flQkfj'k fjdkMZ@ntZ fd;k x;k 

Recovery of the advance will be
effected from the current month's pay dh tk,xh 

Recovery should be effected jde olwy dh tk, 

Refer the matter to the Board for orders vkns'kksa ds fy, ekeyk cksMZ dks Hkstk tk, 

Regretted, leave cannot be sanctioned at present [ksn gS] vHkh Nqêh ugha nh tk ldrh 

Reference please —i;k lanHkZ crk,a 

Relevant extract lacaf/kr va'k@lacaf/kr m)j.k 

Relevant orders are flagged laxr vkns'kksa ij ifpZ;ka yxkbZ xbZ gSa 

Relevant papers are placed below lacaf/kr dkxtkr uhps j[ks gSa 

Relevant papers be put up lacaf/kr dkxtkr çLrqr fd, tk,a 

Relevant records are not available lac) fjd‚MZ@vfHkys[k miyC/k ugha gS 

Reluctant to do djus dks vfuPNqd 

Reminder may be issued Lej.k i= Hkstsa 

Reply is awaited from the Minsitry ea=ky; ls mÙkj dh çrh{kk gS 

Reply is under issue today vkt mÙkj Hkstk tk jgk gS  

Reply may be awaited mÙkj dh çrh{kk djsa 

Reply may be sent  mÙkj Hkst fn;k tk, 

Reply over due mÙkj nsus esa cgqr nsj gks xbZ gS 

Reply urgently rqjar mÙkj nsa 

Report submitted to.. -- dks fjiksVZ çLrqr dh xbZ gS 

Representation received from .. --- ls çkIr vH;kosnu 

Repugnant to the context çlax ds fo:)@çlax ds çfrdwy 

Required information may please be furnished/sent visf{kr tkudkjh çLrqr djsa@okfNr lwpuk Hkst nh tk, 

Required papers are placed below visf{kr dkxtkr uhps j[ks gSa 

Required to be rectified vuqleFkZu visf{kr gS 

Requisite information has already been given visf{kr lwpuk nh tk pqdh gS 

Responsibility should be fixed mÙkjnkf;Ro r; fd;k tkuk pkfg, 

Resubmitted with previous papers fiNys dkxtkrksa ds lkFk iqu% çLrqr  

Result is not satisfactory ifj.kke larks"ktud ugha gS 

Resume of the case is given in ensuing para bl ekeys dk lkj vkxs ds iSjk esa fn;k x;k gS 

Retrospective effect cannot be given to this order bl vkns'k dks iwoZ çHkkoh ugha fd;k tk ldrk 

Returned for further consideration vkSj fopkj djus ds fy, ykSVk;k x;k 

Returned for reconsideration iqufoZpkj ds fy, ykSVk;k x;k 

Returning of the file is awaited Qkby okil vkus dh çrh{kk gS 

Review & draft reply within a week leh{kk djds ,d lIrkg ds vanj elkSnk rS;kj djsa 

Revised draft is put up la'kksf/kr elkSnk çLrqr gS 

Revised note may be put up la'kksf/kr uksV çLrqr djsa 

Rewarded for services lsokvksa ds fy, iqjL—r 

Rough estimate of the expenditure involved  is given below çR;kf'kr O;; dk eksVk&eksVk vuqeku uhps fn;k x;k gS 

R S V P mÙkjkis{kh 

Rubber stamp jcj dh eqgj 

Rules and regulations fu;e vkSj fofu;e 

Ruling from chairman's office should be obtained v/;{k dk;kZy; dk fu.kZ; çkIr fd;k tk, 

S
Sactioned Loh—r@eatwj 

Sanctioned as proposed çLrko ds vuqlkj eatwjh nh xbZ 

Sanctioned as suggested lq>ko ds vuqlkj Loh—r@eatwj 

Sanction has been accorded satisfactory eatwjh ns nh xbZ gS larks"ktud@larks"kçn 

See the papers and speak dkxtkr dk v/;;u djds ckr djsa 

is'kxh@vfxze dh olwyh pkyw eghus ds osru ls
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seen ns[k fy;k 

Seen and returned ns[kdj okil fd;k 

Seen and spoken ns[k fy;k vkSj ppkZ dj yh 

Seen, file with previous papers ns[k fy;k] fiNys dkxtkrksa ds lkFk QkbZy djsa 

Seen] thanks ns[k fy;k] /kU;okn 

Secret instructions issued xqIr vuqns'k tkjh fd, x, 

Service agreement has been executed lsok&djkj dj fy;k x;k gS 

Should be given top priority ije vxzrk nh tk, 

Signed] sealed and delivered gLrk{kj djds eksgj yxkdj lkSaik x;k@Hkst fn;k

Sitting over the papers dkxt nckdj cSBuk 

So far as possible ;Fkk laHko@tgk¡ rd laHko gks 

Sorry for the delay foyac ds fy, [ksn gS 

Source of supply vkiwfrZ dk lzksr 

Speak with papers dkxtkr lkFk ysdj ckr djsa 

Specific reasons may be given fofufnZ"V dkj.k fn, tk,a 

Specimen signature gLrk{kj dk uewuk 

Spillage of product mRikn dk Nydko 

Staff strength needs to be augmented deZpkfj;ksa dh la[;k c<+kus dh t:jr gS 

Staff strength is not adequate deZpkfj;ksa dh la[;k i;kZIr ugha gS 

Statements are quite contradictory fooj.k@C;kSjk dkQh fojks/kkHkklh gS 

Steps have already been taken dne mBk, tk pqds gSa 

Steps may be taken dkjZokbZ dh tk,a@dne mBk, tk,a 

Subject to approval vuqeksnuk/khu 

Subject to verification lR;kiu ds v/khu

Submit a note uksV çLrqr djsa 

Submit the relevant papers lacaf/kr dkxtkr çLrqr djsa 

Submitted çLrqr 

Submitted for approval vuqeksnu ds fy, çLrqr 

Submitted for consideration fopkjkFkZ çLrqr 

Submitted for information lwpukFkZ çLrqr 

Submitted for perusal voyksdukFkZ çLrqr 

Substitute is not available ,oth miyC/k ugha 

Sufficient notice has not been given i;kZIr uksfVl ugha fn;k x;k gS 

Suggestion may be accepted lq>ko eku fy;k tk, 

Suggestion scheme lq>ko ;kstuk 

Suitable action may be taken mi;qä dkjZokbZ dh tk, 

Summary of the case is sent herewith ekeys dk lkjka'k lkFk Hkstk tk jgk gS 

Surplus budget ykHk dk ctV 

Sympathetically considered lgkuqHkwfriwoZd fopkj fd;k x;k 

T 
Take no action dksbZ dkjZokbZ u dh tk, 

Take stock of the situation fLFkfr dks le> ysuk/voxr gksuk 

Taken such measures ,sls mik; djuk

Temporary posts may be converted into permanent vLFkk;h inksa dks LFkk;h fd;k tk, 

Terms and condition fu;e vkSj 'krsaZ 

Thanks /kU;okn 

The case may be closed ekeyk can dj fn;k tk, 

The issue is being examined afresh in details ekeys dh fQj ls foLrkj ls tkap dh tk jgh gS 

The file in question is placed below ç'uxr Qkby uhps j[kh gS 

The papers are sent herewith dkxtkr ,rn}kjk Hksts tk jgs gSa 

The proposal is in order çLrko Bhd gS 

The proposal is self explanatory çLrko Lor% Li"V gS 

The proposal is unacceptable çLrko vLohdk;Z gS 

The proposal is well within the budget provision çLrko ctV çko/kku esa gS 

The receipt of the letter has i= feyus dh lwpuk ns nh xbZ gS@i= dh
been acknowledged ikorh Hkst nh xbZ gS 
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The relevant file is attached lacaf/kr Qkby layXu gS 

The relevant file is placed below lacaf/kr Qkby uhps j[kh gS 

The same procedure may be followed ogh rjhdk viuk;k tk, 

The time schedule may please be adhered to le;&lwph dk ikyu fd;k tk, 

Then and there rRdky ogha 

There is no point in pursuing the case further ekeys esa vkxs dkjZokbZ dk dksbZ vkSfpR; ugha gS 

Think fit mi;qä le>uk 

this is as per your verbal instructions ;g vkids ekSf[kd vuqns'kksa ds vuqlkj gS 

This is for information ;g lwpuk ds fy, gS 

This is not admissible under the rules ;g fu;eksa ds v/khu Lohdk;Z ugha gS 

This is to certify that  çekf.kr fd;k tkrk gS fd 

This is within power of sanction bldh eatwjh nsuk vkids vf/kdkj esa gS 

This may be approved bl ij vuqeksnu fn;k tk, 

This may be concurred bl ij lgefr nh tk, 

This may be passed on to.. for necessary action bls vko';d dkjZokbZ ds fy, -- dks Hkstk tk, 

This may be suitably amended blesa mi;qä la'kks/ku fd;k tk, 

This may please be treated as urgent —i;k bls vR;ko';d le>sa 

This schedule may please be adhered to le;&lwph dk ikyu djsa 

This violates the extant rules blls ekStwnk fu;eksa dk mYya?ku gksrk gS 

Through proper channel mfpr ek/;e }kjk@ls 

Till further orders vkxkeh vkns'k rd 

Timely action be taken le; ij dkjZokbZ dh tk, 

Timely compliance may be ensured le; ij vuqikyu lqfuf'pr dj fy;k tk, 

To be retained for reference lanHkZ ds fy, j[kk tk, 

To be initialed by all staff leLr LVkQ ds vk|{kj gsrq  

To the best of ability iwjh ;ksX;rk ls 

Top priority mPp çkFkfedrk 

Top secret ije xqIr@ije xksiuh; 

Transfer order issued LFkkukarj.k vkns'k tkjh fd;k x;k 

Transfer order withdrawn LFkkukarj.k vkns'k okil ys fy;k x;k 

Traveling allowance/expenses bill submitted ;k=k HkÙkk@[kpZ fcy çLrqr 

U
unacceptable vLohdk;Z 

unauthorised vuf/k—r 

Unauthorized absence has been regularized vuf/k—r vuqifLFkfr dk fu;eu dj fn;k x;k gS

Unavoidable vifjgk;Z 

Unavoidable circumstances vifjgk;Z ifjfLFkfr;k¡ 

Under advice to us gesa voxr djkrs gq,  

Under any circumstances fdlh Hkh gkyr esa 

Under certificate of posting Mkd çek.k i= ds v/khu  

Under consideration  fopkjk/khu 

Under intimation to us gesa lwfpr djrs gq, 

Under my authority esjs çkf/kdkj esa 

Undertaking should be obtained opu fy;k tkuk pkfg,@?kks"k.kk çkIr dh tkuh pkfg, 

Unless otherwise provided tc rd fd vU;Fkk u dgk x;k gks 

Unofficial letter xSj ljdkjh i= 

Until further orders vxys vkns'k feyus rd 

Urgent rqjar@'kh?kz@vfr vko';d 

Urgent action is required vfoyac@rqjar dkjZokbZ visf{kr gS 

Urgent attention may please be given —i;k rRdky /;ku nsa 

Usual rules would be applicable in his case mlds ekeys esa lkekU; fu;e ykxw gksaxs 

Utilisation of funds dks"k dk mi;ksx  

V
Vacancy may be immediately filled in fjä in rRdky Hkjk tk, 

vague vLi"V 

Valid reasons may be given fof/kekU; dkj.k fn, tk,a@mfpr dkj.k fn, tk,a 
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Valuation statement ewY;kadu fooj.k 

Venue of meeting is-- cSBd dk LFkku gS-- 

Verified and found correct lR;kiu fd;k vkSj Bhd ik;k 

Verified copy lR;kfir çfr 

Verification should be done lR;kiu fd;k tkuk pkfg, 

Vide file attached layXu Qkby ns[ksa 

Vide folio flaged iphZ yxk i`"B ns[ksa 

Voluntary retirement LoSfPNd lsokfuo`fÙk 

W
Waiting list is prepared çrh{kk&lwph cuk;h xbZ gS 

Waiting list may be renewed çrh{kk&lwph dks uoh—r fd;k tk, 

Waive recovery olwyh NksM+ nsuk 

Warned to be careful in future Hkfo"; esa lko/kku jgus dh psrkouh nh xbZ 

Warning is given psrkouh nh tkrh gS 

Watch the activities xfrfof/k;ksa ij fuxjkuh j[ksa 

We acknowledge receipt of your letter gesa vkidk i= feyk 

We advise having complied with the requirements ge lwfpr djrs gSa fd vis{kkvksa dk vuqikyu dj fn;k x;k gS

We are not concerned bldk gels laca/k ugha gS 

We are pleased to advise you ge lg"kZ lwfpr djrs gSa 

Well done cgqr vPNk dk;Z 

Well in advance vfxze :i ls @ le; ls igys 

We may agree ge lger gks ldrs gSa 

We may call for the original receipts from company ge daiuh ls ewy jlhns e¡xok ldrs gSaA

We may investigate ge tkap dj ldrs gSa  

We may investigate departmentally ge foHkkxh; tkap dj ldrs gSa  

We may pay ge Hkqxrku dj ldrs gSa 

We need not persue the matter gesa ekeys dks vkxs c<+kus dh vko';drk ugha gS 

We need not remind gesa Lej.k djkus dh t:jr ugha 

We propose ge çLrko djrs gSa 

We propose the following course of action ge fuEufyf[kr dkjZokbZ dk çLrko djrs gSa 

We regret gesa [ksn gS 

We solicit your cooperation/guidance ge vkids lg;ksx@ekxZn'kZu dh çkFkZuk djrs gS 

What is the position D;k fLFkfr gS\ 

What are the alternatives\ fodYi D;k&D;k gS\ 

What happened\ D;k gqvk\ 

Whenever it is considered necessary tc dHkh ;g vko';d le>k tk, 

Whichever is earlier tks Hkh igys gks 

Why the delay? foyac dk dkj.k crk,a\  

Will be advised lwfpr fd;k tk,xk 

Will be dealt with severely dM+h dkjZokbZ dh tk,xh 

Will you please state —i;k crk,a 

Wishing you a very happy and Prosperous New Year uo o"kZ esa vkidks lq[k&le`f) dh dkeuk gS 

With best compliments 'kqHkdkeukvksa ds lkFk

With best wishes 'kqHkdkeukvksa lfgr 

With regards lknj@vknj lfgr 

With retrospective effect iwoZ çHkko lfgr 

With the remarks fVIif.k;ksa ds lkFk 

Within the time limit le;&lhek ds Hkhrj 

Without any further reference  fcuk vkSj fdlh lanHkZ ds 

Without further delay fcuk vkSj nsjh ds 

Work in progress dk;Z çxfr ij gS

Working knowledge dk;Zlk/kd Kku 

Write to CHO v/;{k dk;kZy; dks fy[ksa 

Write to the concerned office for further information vf/kd tkudkjh ds fy, lac) dk;kZy; dks fy[ksa 

Write to Regional Office for  further information vf/kd tkudkjh ds fy, {ks=h; dk;kZy; dks fy[ksa 

Written off cês [kkrs esa Mky fn;k x;k 
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Write off action be initiated  cês [kkrs esa Mkyus dh dkjZokbZ vkjaHk dh tk, 

Y
You are hereby informed vkidks ,rn~}kjk lwfpr fd;k tkrk gS 

You are hereby authorised vkidks ,rn}kjk çkf/k—r fd;k tkrk gS 

You may like to discuss 'kk;n@laHkor% vki ppkZ djuk pkgsa 

You may take action vki dkjZokbZ djsa 

Your attention is invited to para ---- vkidk /;ku iSjk &&&& dh vksj fnyk;k tkrk gS 

Your early reply is appreciated vki 'kh?kz mÙkj Hkstus dh —ik djsa 

Your further remarks/views on the subject
are awaited  vH;qfä;ksa@fopkjksa dh çrh{kk gS 

Your presumption is correct vkidh /kkj.kk lgh gS 

Your representation is untenable vkidk vH;kosnu ekU; ugha gS 

Your request cannot be acceded to vkidh çkFkZuk Lohdkj ugha dh tk ldrh 

Your request is granted vkidk vuqjks/k Loh—r gS 

Yours faithfully Hkonh; 

Yours sincerely Hkonh; 

Yours truly  vkidk viuk  

Z
Zero Budget 'kwU; vk/kkfjr ctV @ 'kwU; ctV 

Zero hour 'kwU; dky 

Zest and zeal g"kZ vkSj mYykl 

zigzag Vs<+k es<+k 

Zone vapy 

Zonal office vkapfyd dk;kZy;@ vapy dk;kZy;

mi;qZä fo"k; ij vkidh@ds vkSj
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bLrseky gksus okys 'kCn
A

Ability to read write i<+us&fy[kus dh ;ksX;rk 

Absolute authority ije çkf/kdkjh 

Abstract of account ys[kk&lkj 

Academic 'kS{kf.kd 

Academic qualification 'kS{kf.kd ;ksX;rk 

Acceptance in principle fl)kar :i ls Loh—fr 

Acceptance of tender VsaMj/fufonk dh Loh—fr 

Accompanied by ds lkFk] lfgr 

Accordance with ds vuqlkj 

Account suspense fuyafcr ys[kk] mparh [kkrk 

Accounting year ys[kk o"kZ 

Action plan dk;Z ;kstuk 

Active service lfØ; lsok 

Actual cost okLrfod ewY; 

Additional profit vfrfjä ykHk 

Additions and alterations Qsj&cny 

Addressed to dks lacksf/kr 

Adhoc committee rnFkZ lfefr 

Adjustment of account ys[kk lek;kstu 

Ad valoren ;FkkewY; 

Advance payment vfxze Hkqxrku 

Advise  lwpuk 

Advisory Board lykgdkj eaMy 

Agenda dk;Zlwph 

Amount due ns; jkf'k 

Annexure vuqyXud 

Annual review okf"kZd leh{kk 

Annual increment okf"kZd osru o`f) 

Appendix ifjf'k"V 

Appraisal ewY;kadu 

As above ;Fkksifj 

As may be necessary ftruk vko';d gks 

Assessed Value vuqekfur ewY; 

As soon as may be ;FkklaHko 'kh?kz 

At your earliest tYnh ls tYnh 

Area of Operations lapkyu @ çpkyu  {ks= 

At source lzksr ij 

Audio&visual aids –';&JO; lk/ku 

Authorized Dealer çkf/k—r Mhyj 

Availability of funds fuf/k dh miyC/krk 

B
Backward classes fiNM+k oxZ 

Balance in hand vius ikl ckdh 

Balance sheet rqyu i= 

Before the expiry of dh lekfIr ds iwoZ 

Beg to state fuosnu gS 

Behalf of dh vksj ls 

Bill of loading ynku i= 

Bond, indemnity ca/k i=] {kfr iwfrZ 

Bonded product vuqc) mRikn 
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Broad outline eksVh :ijs[kk 

Brought forward fiNyk tksM+ 

Budget estimate ctV vuqeku 

Budget provisions ctV O;oLFkk@çko/kku 

Buffer stock lqjf{kr HkaM+kj 

Business hours dk;Z le; 

By air mail gokbZ Mkd ls 

By installment fdLrksa esa 

By return of post ykSVrh Mkd ls 

By way of ds :i esa 

By-law mifof/k 

C
Customer service xzkgd lsok 

Crude oil dPpk rsy 

Contract labor Bsdk etnwj@lafonk Jfed  

Conservation of energy ÅtkZ laj{k.k 

Commitment opuc)rk@çfrc)rk 

Coastal movement rVorhZ lapyu 

Central inventory point dsaæh; HkaMkj 

Calibration ekikadu 

Census tux.kuk 

Contributory va'knk;h 

Council ifj"kn 

customs lhek 'kqYd 

Capital expenditure iwathxr O;; 

Carried forward vkxs yk;k x;k 

Carry out ikyu djuk 

Cash balance udn 'ks"k 

Cash in hand vius ikl udn 

Cash memo udn iphZ 

Casual leave vkdfLed Nqêh 

Caution money tekurh jkf'k 

Chamber of commerce okf.kT; eaMy 

Children education allowance cky f'k{kk HkÙkk 

Circular ifji= 

Closing balance var 'ks"k 

Comparative statement rqyukRed fooj.k 

Competitive examination çfr;ksxh ijh{kk 

Competent authority l{ke çkf/kdkjh 

Comply with ikyu djuk 

Concerned section lacaf/kr vuqHkkx 

Conference Hall lEesyu d{k 

Consumer goods miHkksäk oLrq,a 

Convene a meeting cSBd cqykuk 

Conveyance allowance okgu HkÙkk 

Co-ordination Committee leUo; lfefr 

Copy enclosed for ready reference lanHkZ ds fy, çfrfyfi layXu 

Cost of production mRikn ykxr 

Counter signature çfr gLrk{kj 

Current session pkyw l=@vf/kos'ku  

Daily allowance nSfud HkÙkk 

Day to day work fnu çfr fnu dk dke 

Decentralization fodsaæhdj.k 

Dealer convention Mhyj lEesyu 

Debenture _.k i= 

Delegate çfrfuf/k 
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Dependents vkfJr 

Discipline vuq'kklu 

Dearness allowance egaxkbZ HkÙkk 

Debit balance ukes 'ks"k 

Declaration form ?kks"k.kk i= 

Delivery of goods eky dh lqiqnZxh 

Demi official (D.O.) letter v/kZ ljdkjh dk;kZy;hu i= 

Demurrage charge foyac 'kqYd 

Departure time çLFkku dk le; 

Depreciated Value ºzkflr ewY;] ?kVk;k x;k ewY; 

Deputation allowance çfrfu;qfä HkÙkk 

Dishonored cheque vLoh—r psd 

Distribution list forj.k lwph 

Documentary proof fyf[kr çek.k] nLrkost 

Drafting and noting vkys[ku vkSj fVIi.k 

Dynamic xfr'khy 

Draw attention /;ku fnykuk 

Delegation of authority çkf/kdkjksa dk çR;k;kstu 

Dispensing pump forj.k iai 

Duty paid stock 'kqYd çnÙk LV‚d 

E 
Earnest money c;kuk jde 

Earned leave vftZr Nqêh 

Eligible for ds fy, ik= 

Empowered to ds fy, vf/kdkj fn;k x;k 

Enclosure to the letter i= dk vuqyXud 

Endorsement i`"Bkadu 

Enrolment number ukekadu la[;k 

Entertainment allowance euksjatu dj 

Entitled to ds fy, gdnkj 

Equivalent to ds leku 

Even number le la[;k/le la[;d 

Estimate vuqeku 

Execution of contract djkj fu"iknu 

Economical fdQk;rh 

Ex&gratia payment vuqxzg Hkqxrku 

Ex-Depot supply fMiks ls iwfrZ 

F
Feedback çfr iqf"V 

Feasibility report laHkkO;rk fjiksVZ 

Factors of production mRiknu ds dkj.k 

Face value vafdr ewY; 

Faithful employee fu"Bkoku deZpkjh 

Fast moving product vf/kd fcdus okyk mRikn 

Farewell function fonkbZ lekjksg 

Fictitious claim QthZ nkok 

Filling system Qkby i)fr 

Final decision vafre fu.kZ; 

Final claim vafre nkok 

Financial year foÙkh; o"kZ 

Favorable vuqdwy 

Formal vkSipkfjd 

Functional dk;kZRed 

Fixation of pay osru fu/kkZj.k 

Follow up action vuqorhZ dkjZokbZ 

For and on behalf of ds fy, vkSj mudh vksj ls/—rs 
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For approval vuqeksnu ds fy, 

Forwarding letter vxzs"k.k i= 

Forthcoming conference vkxkeh lEesyu 

From time to time le;&le; ij 

Fuel consumption bZa/ku dh [kir 

Full and final statement iw.kZ vkSj vafre fuiVkjk 

Full time iw.kZdkfyd 

Financial implications foÙkh; my>us 

Fire extinguisher vfXu'kked 

Fire fighting facilities vfXu'keu lqfo/kk,a 

Floating roof Iyoh Nr@¶yksfVax :Q 

G
Gate pass ços'k i= 

Gazetted officer jktif=r vf/kdkjh 

Gist of the proposal çLrkoksa dk lkjka'k 

Government undertaking ljdkjh miØe 

Grace period fj;k;r dh vof/k 

Gradual increase Øfed o`f) 

Gratuity minku 

Graph js[kkfp= 

Guard of honor lEekukfHkoknu

Guest house vfrfFk&x`g 

Gross profit ldy ykHk 

Grievance redressal procedure O;Fkk fuokj.k çfØ;k 

Government pricing formula ljdkjh ewY; fl)kar 

Goods in transit ekxZLFk eky 

H
Half pay leave v/kZosru Nqêh 

Handling charges p<+kbZ&mrjkbZ [kpZ 

Hard and fast rules dBksj fu;e 

Harbor canjxkg 

High seas sale [kqys leqæ esa gksus okyh fcØh 

Honorarium ekuns; 

Heavy equipment Hkkjh miLdj/midj.k 

High court mPp U;k;ky; 

Highly inflammable vR;ar Toyu'khy 

Hill station ioZrh; LFky 

Hindi version fganh :i 

Hire purchase HkkM+k&Ø; 

Hold a meeting cSBd djuk 

Honorable member ekuuh; lnL; 

House rent allowance edku fdjk;k HkÙkk 

House building advance x`g fuekZ.k is'kxh 

I
I authorize you eSa vkidks vf/kdkj nsrk gwa 

I beg to submit fuosnu gS fd 

Identity card igpku i= 

Identical ,d tSlk@leku 

Ignition point Toyu fcanq 

Impartial fu"i{k 

imprest vxznk;@is'kxh 

Incidental çklafxd 

If any ;fn dksbZ gks 

In due course ;Fkkle; 

I have the honor to lknj 

Immediate action rRdky dkjZokbZ 
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Immovable property vpy laifÙk 

Import policy vk;kr uhfr 

In addition to ds vfrfjä 

Indemnity bond {kfriwfrZ ca/ki= 

Indigenous production ns'kh mRiknu 

Industrial relations vkS|ksfxd laca/k 

In favor of ds i{k esa 

In lieu of ds cnys esa 

In particular fo'ks"kr% 

Insurance premium chek dh fdLr 

Interim relief varfje lgk;rk 

In that respect ml ckjs esa 

In the case of dh fLFkfr esa 

In the following manner fuEufyf[kr çdkj ls 

In light of dks /;ku esa j[krs gq, 

Invoice chtd 

J 
Job Analysis dk;Z fo'ys"k.k 

Job rotation dk;kZorZu 

Joining report dk;Z xzg.k fjiksVZ 

Joint representation la;qä vH;kosnu 

Junior dfu"B 

Jurisdiction vf/kdkj {ks= 

Just  and reasonable mfpr vkSj ;qfälaxr 

Justification vkSfpR; 

K
Kept in abeyance vkLFkfxr j[kk x;k 

Key board dqath iVy 

L 
Labour court Je U;k;ky; 

Labour welfare Je dY;k.k 

Land revenue ekyxqtkjh 

Law and order dkuwu vkSj O;oLFkk 

Leave without pay fcuk osru Nqêh 

Length of service lsok dky 

Letterhead i= 'kh"kZ  

Letter of authority çkf/kdkj i= 

Liaison officer laidZ vf/kdkjh 

Loading and unloading ynku vkSj mrjkbZ 

Loan _.k 

Location LFkku 

Log&book dk;Z iath 

Loss in transit ekxZ esa gkfu 

Low cost vYi ykxr 

Loyal fu"Bkoku 

Lump sum ,d eq'r 

M
Mailing list Mkd lwph 

Maintenance j[k&j[kko/vuqj{k.k 

Maintenance allowance fuokZg HkÙkk 

Managing director çca/k funs'kd 

Marginal note gkf'k;k fVIi.kh 

Market rate cktkj Hkko 

Mechanical defect ;kaf=d nks"k 

Medical certificate of fitness LoLFkrk & çek.ki= 

Member of Parliament laln lnL; 
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Mention mYys[k 

Minutes of meeting cSBd dk dk;Zo`Ùk 

Modernization vk/kqfudhdj.k 

Money order /kukns'k 

Monthly statement ekfld fooj.k 

Moral obligation uSfrd nkf;Ro 

Mortgaged property ca/kd laifÙk 

Most urgent vfr rRdky 

Movable property py laifÙk 

Municipal corporation uxj fuxe 

Muster roll gkftjh jftLVj@mifLFkfr jftLVj 

Mutual vkilh 

N
Name plate uke iê 

Nature of work dk;Z dk Lo:i 

Negotiable instruments ijØkE; fyf[kr 

Net amount fuoy jkf'k 

Night shift jkrikyh 

Nominal ukeek= 

Nominated member euksuhr lnL; 

Notional freight lS)kafrd HkkM+k 

Non&gazetted vjktif=r 

Non & residential vfuoklh 

No objection certificate vukifÙk çek.ki= 

N.B. (Nota bane) fo'ks"k /;ku nhft, 

Notice Board lwpuk iê 

Notified area vf/klwfpr {ks= 

Non transferable vgLrkarj.kh; 

O
Observance of rule fu;e ikyu 

Obtain signature gLrk{kj djokb, 

Obvious Li"V 

Octroi pqaxh 

Offer of appointment fu;qfä çLrko 

Office copy dk;kZy; çfr 

Office memorandum dk;kZy; Kkiu 

Office order dk;kZy; vkns'k 

Officiating LFkkukiUu 

Off take mBku 

On account of ds dkj.k 

On an average vkSlru 

On deputation çfrfu;qfä ij 

On medical grounds chekjh ds dkj.k 

On probation ifjoh{kk/khu 

On the contrary blds foijhr 

On the line of dh 'kSyh ij 

Open tender [kqyk VsaMj@[kqyh fufonk 

Opening balance vkfn 'ks"k 

Organization & methods laxBu vkSj i)fr 

Original copy ewy çfr 

Outstanding work mR—"V dk;Z 

Overhauling iwjh ejEer@th.kksZ)kj 

Overtime allowance le;ksifj HkÙkk 

P
Package deal ,deq'r lkSnk 

Paid apprentice losru f'k{kkFkhZ 



fgUnh i[kokM+k 2022jktHkk"kk ekxZnf'kZdk& 36

Parent office ewy dk;kZy; 

Parliamentary Committee lalnh; lfefr 

Part time va'kdkfyd 

Passport office ikliksVZ@ikji= dk;kZy; 

Pay order vnk;xh vkns'k 

Pay scale osrueku 

Pay slip osru iphZ 

Payment Hkqxrku 

Pensionable service isa'ku ;ksX; lsok 

Per capita çfr O;fä 

Perishable goods fouk'koku eky 

Permanent post LFkk;h in 

Personnel officer dkfeZd vf/kdkjh 

Pertaining to  ls lacaf/kr 

Physical verification of stock LV‚d dk HkkSfrd lR;kiu 

Point of view –f"Vdks.k 

Postal address Mkd&irk 

Power of attorney eq[rkjukek 

Practical experience O;kogkfjd vuqHko 

Prescribed form fu/kkZfjr çi=@fofgr çi= 

Preservation of records vfHkys[kksa dk ifjj{k.k@laj{k.k 

Press conference i=dkj lEesyu 

Preventive measures fuokjd mik; 

Printing & stationery NikbZ rFkk ys[ku lkexzh 

Prior approval iwoZ vuqeksnu 

Process çfØ;k 

Product exchange mRikn fofue; 

Profit and loss account ykHk&gkfu ys[kk 

Progress report çxfr fjiksVZ 

Prompt action 'kh?kz dkjZokbZ 

Provident fund Hkfo"; fuf/k 

Provisional receipt dPph jlhn 

Public relations tu&laidZ 

Public service commission yksd lsok vk;ksx 

Public works department yksd fuekZ.k foHkkx 

Q 
Qualifying service vgZd lsok 

Quality control xq.krk fu;a=.k 

Quantum ek=k 

Quarterly return frekgh fooj.k 

Quotation nj 

R
Railway mail service jsy Mkd lsok 

Random check vfu;r tkap

Rate of exchange fofue; nj 

Ratio vuqikr 

Reaction çfrfØ;k 

Ready reference rRdky lanHkZ 

Reassessment of value ewY; dk iqufuZ/kkZj.k 

Record room vfHkys[k d{k 

Recreation room euksjatu d{k 

Recruitment HkrhZ 

Reference book lanHkZ iqLrd 

Refund of advance is'kxh dh okilh 

Registered letter iath—r i= 

Regular service fu;fer lsok 
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Relevant papers lacaf/kr dkxt 

Reliable person fo'oluh; O;fä 

Relieving officer Hkkjxzkgh vf/kdkjh 

Remain in force çHkkoh jguk 

Repair & maintenance ejEer vkSj vuqj{k.k 

Requisition slip ekax iphZ 

Reservation of posts inksa dk vkj{k.k 

Resolution ladYi 

Respectively Øe'k% 

Restricted leave çfrcaf/kr Nqêh 

Resume duties dke ij ykSVuk  

Retirement benefit lsokfuo`fÙk ykHk 

Revenue duty jktLo 'kqYd 

Review leh{kk 

Revision in price ewY; esa la'kks/ku 

Reward for services lsokvksa dk iqjLdkj 

Rubber stamp jcj dh eqgj 

Rules and regulations fu;e vkSj fofu;e 

S
Salaried class osru Hkksxh oxZ 

Sales tax fcØh dj 

Sanctioned Loh—r 

Script fyfi 

Schedule vuqlwph 

Scheduled Castes/Tribes vuqlwfpr tkfr@tutkfr 

Season ticket ekSleh fVdV 

Seniority list ofj"Brk lwph 

Service conditions ukSdjh dh 'krsaZ @ lsok 'krsaZ 

Session l= 

Set up LFkkfir djuk 

Shipping ukSogu 

Side-by-side lkFk&lkFk 

Single tender ,dek= fufonk 

Social welfare lekt dY;k.k 

Solution of problem leL;k dk gy 

Source of supply vkiwfrZ dk lzksr 

Specimen signature uewuk gLrk{kj 

Spelling orZuh 

Spillage of product mRikn dk Nyduk 

State Government jkT; ljdkj 

Stamp duties eqn~xkad 'kqYd 

Standing order LFkk;h vkns'k 

Statutory provision lkafof/kd çko/kku 

Stock transfer LV‚d dk varj.k 

Sub-committee mi&lfefr 

Submission of papers dkxtkr çLrqr djuk 

Sum payable ns; jkf'k 

Surplus budget ykHk dk ctV 

Systematic work O;ofLFkr dk;Z 

T
Take over çHkkj ysuk 

Task force dk;Z ny 

Taxable income dj&;ksX; vk; 

Telephone directory VsyhQksu funsZf'kdk 

Terms and conditions fu;e vkSj 'krsaZ 

Territorial army çknsf'kd lsuk 
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TLF shed VSad y‚jh HkjkbZ 'ksM 

To the point eq[; ckr@fcanq 

Toll tax iFk&dj 

Top priority ije vxzrk@loksZPp çkFkfedrk

Training period çf'k{k.k vof/k

Transformation :ikarj.k

Transit ekxZLFk 

Translation section vuqokn vuqHkkx 

True copy lgh çfrfyfi 

U
Unavoidable vifjgk;Z 

Unavoidable circumstances vifjgk;Z ifjfLFkfr;k¡ 

Under age de mez 

Under certificate of posting Mkd çekf.kr 

underground Hkwfexr 

Under my authority esjs çkf/kdkj ls 

Undertaking miØe 

Unexpected delay vuisf{kr nsjh 

Unilateral action ,drjQk dkjZokbZ 

Uninterrupted service/supply fuckZ/k lsok@vkiwfrZ 

Union Public Service Commission la?k yksd lsok vk;ksx 

Unofficial letter xSj ljdkjh i= 

Utilization of funds fuf/k;ksa dk mi;ksx 

Utility report mi;ksfxrk fjiksVZ 

V
Validity oS/krk 

Valuation statement ewY;kadu fooj.k 

Vehicle advance okgu vfxze 

Verification lR;kiu 

Verified & found correct lR;kiu fd;k vkSj Bhd ik;k 

Vice-versa foijhr Øe ls 

Visitor's book vkxarqd iath 

Vital question egRoiw.kZ ç'u 

Volume&distance norm ifjek.k@nwjhekud 

Volume of work dke dh ek=k 

Voluntary retirement LoSfPNd lsokfuo`fÙk 

voyage leqn~xh ;k=k 

W
Washing allowance /kqykbZ HkÙkk 

Watch & ward igjk&fuxjkuh 

Way & means mik; vkSj lk/ku 

Well in advance fu;r le; ls igys 

Welfare officers dY;k.k vf/kdkjh 

Withdrawal form okilh Q‚eZ 

With effect from ls çHkkoh 

With full particulars iw.kZ fooj.k ds lkFk 

With immediate effect rRdky çHkko ls

With regard to ds ckjs esa 

Work order dk;kZns'k 

Worker's participation dkexkj lgHkkfxrk 

Working knowledge dk;Zlk/kd Kku 

Write off cês [kkrs esa Mkyuk 

Z
Zero cost 'kwU; ykxr








