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fVIif.k;k¡ 
 

1. LohÑfr dh çrh{kk gS A  
Acceptance is awaited. 
 

2. ijh{k.k ds vk/kkj ij LohÑr A 
Accepted on trial basis. 
 

3. LohÑr vkSj Hkqxrku ds fy, ikl fd;k A 
Accepted and passed for payment. 
 

4. vufUre :i ls LohÑr A 
Accepted provisionally. 
 

5. Ñi;k vuqeksnu@eatwjh çnku djsa A 
Accord approval/sanction to. 
 

6. ikorh dh çrh{kk gS A 
Acknowledgement is awaited. 
 

7. dk;Zokgh dh tk jgh gS A  
Action is under way. 
 

8. ;FkkçLrkfor dk;Zokgh dh tk, A 
Action may be taken as proposed. 
 

9. loZlEcfU/kr dks fy[kk tk, A 
Address all concerned. 
 

10. rnuqlkj lwfpr djsa A 
Advise accordingly. 
 

11. vkxs dh çxfr ls voxr djk;sa A 
Advise further development. 
 

12. rkj }kjk lwfpr djsa A 
Advise telegraphically. 
 

13. dh x;h dk;Zokgh ls voxr djk;sa A 
Advise the action taken. 
 

14. dk;Zlwph lkFk Hksth tk jgh gS A 
Agenda is sent herewith. 
 

15. dk;Zlwph ckn esa Hksth tk,xh A 
Agenda will follow. 
 

16. loZlEcfU/kr uksV djsa A 
All concerned to note. 
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17. lk{kkRdkj ds fy, mifLFkr gksa A 
Appear for interview. 
 

18. vuqeksnu çnku fd;k tk, A 
Approval may be accorded. 
 

19. vuqeksfnr A 
Approved. 
 

20. gkf'k, dh vH;qfDr ds vuqlkj vuqeksfnr A 
Approved as per remarks in the margin. 
 

21. ;FkkçLrkfor vuqeksfnr A 
Approved as proposed. 
 

22. vkus dh çrh{kk djsa A 
Await arrival. 
 

23. vkxs vkSj lwpuk@fjiksVZ dh çrh{kk djsa A 
Await further advanced report. 
 

24. mRrj dh çrh{kk djsa A 
Await reply. 
 

25. fcy cdk;k gS A 
Bill is outstanding. 
 

26. Ñi;k fcyksa ij gLrk{kj dj nsa A 
Bills for signature please. 
 

27. 
 

fcyksa ij vnk;xh yh tk pqdh gS A  
Bills have been drawn. 
 

28. fcy ikl dj fn;s x;s A 
Bills passed. 
 

29. laf{kIr uksV layXu gS A  
Brief note is placed below. 
 

30. ctV O;oLFkk ekStwn gS A  
Budget provision exists. 
 

31. ekeyk lekIr dj fn;k x;k gS A  
Case has been closed. 
 

32. ekeyk vkns'k ds fy, çLrqr gS A  
Case is put up for orders. 
 

33. ekeyk fopkjk/khu gS A  
Case is under consideration. 
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34. tk¡p dh vkSj lgh ik;k A 
Checked and found correct. 
 

35. lEc) O;fDr;ksa dks fn[kkdj Q+kby dj nhft, A 
Circulate and then file. 
 

36. foRr 'kk[kk dh lgefr çkIr dj yh tk, A 
Concurrence of  Finance Branch may be obtained 
 

37. fiNys dkx+t+ lkFk yxk,¡ A 
Connect previous papers. 
 

38. lEc) dkx+t+ksa ds lkFk is'k djsa A 
Connect relvant papers and put up. 
 

39. lesfdr fjiksVZ e¡xok yh tk, A 
Consolidated report may be called for. 
 

40. lafonk@Bsdk lekIr dj fn;k tk, A 
Contract may be terminated. 
 

41. fu.kZ; dh lwpuk lHkh lEcfU/krksa dks ns nsa A 
Convey the decision to all concerned. 
 

42. lwpuk ds fy,@vko';d dk;Zokgh ds fy, çfrfyfi vxzsf"kr dj nh x;h gS A 
Copy has been forwarded for information/necessary action. 
 

43. rRdky lanHkZ ds fy, çfrfyfi layXu gS A  
Copy is cnclosed for ready reference. 
 

44. fu.kZ; dh çrh{kk gS A  
Decision is awaited. 
 

45. nsjh@foyEc ds fy, [ksn gS A  
Delay is regretted 
 

46. nsj ugha gksuh pkfg, A 
Delay should be avoided. 
 

47. uhps dh iafDr;ksa dks fudky@gVk@dkV nhft, A 
Delete the following lines. 
 

48. ek¡x uksV dj yh x;h gS A  
Demand has been noted. 
 

49. vlaxfr dk lek/kku dj fy;k tk,] varj@=kqfV Bhd dh tk, A 
Discrepency may be reconciled. 
 

50. lEcfU/kr dkx+t+ ykdj ppkZ djsa A 
Discuss with papers. 
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51. vko';d dk;Zokgh djsa  
Do the needful. 
 

52. ;Fkkla'kksf/kr elkSnk@çk:i çLrqr gS A 
Draft as amended is put up. 
 

53. çk:i vuqeksnukFkZ çLrqr gS A  
Draft is put up for approval. 
 

54. 
 

çk:i ¼elkSnk½ vc tkjh dj fn;k tk, A 
 Draft may now be issued. 
 

55. mRrj dk elkSnk@çk:i vuqeksnu ds fy, çLrqr gS A  
Draft reply is put up for approval 
 

56. Ñi;k 'kh?kz dk;Zokgh djsa A 
Early action please. 
 

57. 'kh/kz mRrj Hkstus dh çkFkZuk gS A  
Early reply is solicited. 
 

58. ik=krk çekf.kr dh tkrh gS A 
Eligibility is certified. 
 

59. i`"Bkadu gLrk{kj ds fy, çLrqr A 
Endorsement put up for signatures.  
 

60. tk¡p dk vkns'k ns fn;k x;k gS A 
Enquiry has been ordered.   

61. ;g lqfuf'pr djsa fd mRrj nsus esa foyEc u gks A  
Ensure that reply is not delayed. 
 

62. =kqfV@Hkwy@xyrh ds fy, [ksn gS A  
Error is regretted. 
 

63. dk;Zokgh 'kh?kz djsa A 
Expedite action. 
 

64. fjiksVZ 'kh?kz çLrqr djus dh O;oLFkk djsa A 
Expedite submission of report. 
 

65. Li"Vhdj.k ek¡xk tk, A 
Explanation may be called for. 
 

66. ;FkkçLrkfor dk;ksZRrj eatwjh çnku dh tkrh gS A  
Ex-post sanction is accorded as proposed. 
 

67. lqfo/kk,¡ miyC/k ugha gSa A  
Facilities are not available.  
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68. visf{kr Q+kby uhps j[kh gS A 
File in question is placed below. 
 

69. fefly@Q+kby rRdky ugha fey jgh gS A  
File not readily traceable. 
 

70. ;s dkx+t+ Q+kby fd;s tk,¡ A 
File these papers. 
 

71. cSBd ds fy, dksbZ rkjh[k fu;r@fuf'pr dh tk, A 
Fix a date for the meeting. 
 

72. vuqorhZ dk;Zokgh 'kh?kz dh tk, A 
Follow up action should be taken soon. 
 

73. vkxs fQj fy[kk tk,xk A  
Further communication will follow. 
 

74. vkxs vkSj vkns'k Hksts tk,¡xs A 
Further orders will follow. 
 

75. vkxs dh fjiksVZ dh çrh{kk gS A  
Further report is awaited. 
 

76. vko';d lqfo/kk,¡ nh tk,¡ A 
Give necessary facilities. 
 

77. bl dke dks çkFkfedrk nh tk, A 
Give priority to this work. 
 

78. eSa lger gw¡ A 
I agree. 
 

79. eSa vlger gw¡ A 
I disagree. 
 

80. bUMs.V gLrk{kj ds fy, çLrqr gSa A  
Indents for signature please. 
 

81. rnuqlkj lwfpr djsa A 
Inform accordingly. 
 

82. lHkh lEcfU/kr O;fDr;ksa dks lwfpr djsa A  
Inform all concerned. 
 

83. vUrfje mRrj Hkst fn;k tk, A 
Interim reply may be given. 
 

84. 
 

;Fkk la'kksf/kr Hkst nhft, ¼;k tkjh dhft,½ A 
Issue as amended. 
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85. vkt gh tkjh djsa A 
Issue today. 
 

86. vkLFkfxr j[kk tk, A 
Keep in abeyance. 
 

87. fu.kZ;kFkZ jksd j[kk tk,] yfEcr j[kk tk, A 
Keep pending. 
 

88. Q+kby esa jf[k, A 
Keep with the file. 
 

89. Ñi;k lgefr çnku djsa A 
Kindly accord concurrence.  
 

90. Ñi;k ikorh Hkstsa A 
Kindly acknowledge receipt. 
 

91. Ñi;k tk¡p dj ysa A 
Kindly check. 
 

92. Ñi;k iqf"V djsa A 
Kindly confirm. 
 

93. 
 

Ñi;k çfrgLrk{kj djsa A 
Kindly countersign.   

94. Ñi;k 'kh?kz mRrj nsa A 
Kindly expedite reply. 
 

95. Ñi;k mRrj nsa A 
Kindly reply. 
 

96. Ñi;k ekeys ij iqufoZpkj djsa A 
Kindly review the case. 
 

97. iwoZ fLFkfr cuh jgus nh tk, A 
Let the status quo be maintained. 
 

98. ekeys dks ns[k ysa A 
Look into the matter. 
 

99. U;wure njsa Lohdkj dj yh tk,¡ A 
Lowest quotations may be accepted. 
 

100. vUrfje çcU/k djsa A 
Make interim arrangements.  
 

101. ekeys ij igys gh fopkj fd;k tk pqdk gS A  
Matter has already been considered. 
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102. ekeys dh tk¡p dj yh x;h gS A 
Matter has been examined. 
 

103. ekeyk fopkjk/khu gS@ekeys ij fopkj gks jgk gS A 
Matter is under consideration. 
 

104. ekeyk vR;Ur vko';d le>k tk, A 
Matter should be considered as most urgent. 
 

105. D;k vUrfje mRrj ns fn;k tk, ? 
May an interim reply be given ? 
 

106. vuqeksfnr fd;k tk, A 
May be approved. 
 

107. jn~n dj fn;k tk, A 
May be cancelled. 
 

108. lgefr çnku dh tk,@ns nh tk, A 
May be concurred in. 
 

109. fopkj fd;k tk, A 
May be considered. 
 

110. {kek fd;k tk, A 
May be excused. 
 

111. Q+kby dj fn;k tk, A 
May be filed. 
 

112. çkIr fd;k tk, A 
May be obtained. 
 

113. vuqefr ns nh tk, A 
May be permitted. 
 

114. dke gks tkus ij ykSVk nsa A 
May be returned when done with. 
 

115. lekIr le>k tk, A 
May be treated as closed. 
 

116. bls vfoyEcuh; le>k tk, A 
May be treated as urgent. 
 

117. Ñi;k eatwjh nsa A 
May kindly accord sanction. 
 

118. i=k tkjh gksus ls igys Ñi;k ns[ksa A 
May please see before issue. 
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119. Ñi;k lwpukFkZ ns[ksa A 
May please see for information. 
 

120. vko';d dk;Zokgh çrhf{kr@dh çrh{kk gS A 
Necessary action awaited. 
 

121. vko';d dk;Zokgh dh tk, A 
Necessary action may be taken. 
 

122. vko';d O;oLFkk ekStwn gS A 
Necessary provision exists. 
 

123. visf{kr fjiksVZ dh vHkh rd çrh{kk gS A   
Necessary report is still awaited. 
 

124. dksbZ dk;Zokgh visf{kr ugha gS A 
No action is necessary. 
 

125. mRrj Hkstus dh vko';drk ugha gS A 
No need to send a reply. 
 

126. ekeys esa dksbZ çxfr ugha gqbZ gS A 
No progress has been made in the matter. 
 

127. uksV djds okil fd;k tkrk gS A 
Noted and returned. 
 

128. uksV dj fy;k A 
Noted please. 
 

129. l{ke çkf/kdkjh ds vkns'k visf{kr gSa A 
Orders of the competent authority are required. 
 

130. vkns'k jn~n dj fn;k x;k A 
Order was cancelled. 
 

131. Hkqxrku ds fy, ikl fd;k A 
Passed for payment. 
 

132. Ñi;k çkfIr dh lwpuk nsa A 
Please acknowledge receipt. 
 

133. Ñi;k iqf"V djsa A 
Please confirm. 
 

134. Ñi;k ppkZ djsa@ppkZ dhft, A 
Please discuss. 
 

135. Ñi;k 'kh?kz vuqikyu dhft, A 
Please expedite compliance. 
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136. Ñi;k mRrj 'kh?kz Hkstsa A 
Please expedite your reply. 
 

137. Ñi;k cSBd dh rkjh[k vkSj le; fu;r djsa A 
Please fix the date and time for meeting. 
 

138. Ñi;k jftLVj esa uksV djsa A 
Please note in the register. 
 

139. Ñi;k mRrj dk elkSnk@çk:i is'k@çLrqr djsa A 
Please put up draft reply. 
 

140. Ñi;k ckr djsa@ckr dhft, A 
Please speak. 
 

141. in vLFkk;h gS A 
Post is temporary. 
 

142. çLrko Lohdkj@LohÑr gS A 
Proposal accepted. 
 

143. Ñi;k lwpukFkZ çLrqr gS A 
Put up for information please. 
 

144. Ñi;k voyksdukFkZ çLrqr gS A 
Put up for perusal please. 
 

145. çkfIr dh lwpuk ns nh x;h gS A 
Receipt has been acknowledged. 
 

146. vuqLekjd Hkstk tk jgk gS A 
Reminder is being issued. 
 

147. fjiksVZ dh çrh{kk gS A 
Report is awaited. 
 

148. ;fn ns; gS rks eatwj@LohÑr fd;k tkrk gS A 
Sanctioned if due. 
 

149. ns[k fy;k] /kU;okn A 
Seen, thanks. 
 

150. vuqeksnukFkZ çLrqr A 
Submitted for approval. 
 

151. lwpukFkZ@lwpuk ds fy, izLrqr A 
Submitted for information. 
 

152. vkns'kkFkZ@vkns'k ds fy, izLrqr A 
Submitted for orders. 
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153. voyksdukFkZ çLrqr A 
Submitted for perusal. 
 

154. vkids fopkjkFkZ çLrqr A 
Submitted for your consideration. 
 

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

156. lq>ko jn~n dj fn;k x;k gS A  
Suggestion has been rejected. 
 

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

158. leqfpr mRrj Hkst fn;k tk, A  
Suitable reply may be given. 
 

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

160. ;g izLrko fcYdqy Bhd gS A  
The proposal  is quite in order. 
 

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

162. ;g orZeku fu;eksa ds vuqlkj gS A  
This is in accordance with the existing rules. 
 

163. ;g vLohdk;Z gS A  
This is inadmissible. 
 

164. bldh eatwjh nsuk vkids vf/kdkj esa gS A  
This is within your power to sanction. 
 

165. Ñi;k bldh ikorh nsa A  
This may please be acknowledged. 
 

166. Ñi;k bldk vuqeksnu djsa A  
This may please be approved. 
 

167. blesa mi;qDr la'kks/ku dj fn;k tk, A  
This may be suitably amended. 
 

168. bl dk;kZy; dk i=k jn~n le>k tk,xk A 
This office letter will be treated as cancelled. 
 

169. ;g iSjk fudky@NksM+ fn;k tk, A 
This para may be dropped. 
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170. blesa iz'kklfud vuqeksnu visf{kr gS A  
This requires administrative approval. 
 

171. lR;kfir dj fy;k vkSj Bhd ik;k A  
Verified and found correct. 
 

172. bldk gels lEcU/k ugha gS A  
We are not concerned with this. 
 

173. gesa vkxs vkSj dqN ugha dguk gS A  
We have no further comments. 
 

174. gesa dksbZ fVIi.kh ugha djuh gS A  
We have no remarks to offer. 
 

175. gesa bl fo"k; ij vkSj dk;Zokgh djus dh vko';drk ugha gS A 
We need not pursue the matter further. 
 

 
 
 
 
 

  ¼lzksr % dk;kZy; çoh.krk½ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  


