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Notes Commonly written on files by the officers/Staff
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Action may be taken

Await further action

All concerned to not please
Approve

Approved as proposed
Ascertain the position

As per details below
Attention is invited to

Bill may be paid

Casual leave granted
Checked and found correct
Circulate and file

Comply with orders

Delay is regretted

Discuss along with papers
Draft approved

Draft please

Draft reply is put up for approval
Expedite action

Furnish full particulars
Further action please

Give top priority
Granted/Sanctioned

| agree

| authorize you

Issue reminder urgently
Issue no object certificate
Issue last pay certificate
Issue today

May be sanctioned

Most urgent

Noted Thanks

Please circulate

Please confirm

Please discuss

Please see flat “A”

Please make payment
Please see me

. Please speak

Please verify the records
Put up for verification
Quick action is required
Sanctioned as proposed
Seen, thanks

Submitted for approval
Submitted for consideration
Submitted for information
Submitted for orders
Subject to the provisions of
Self contained note

Till further orders

To adjourn sine de

Transfer orders may be issued
We may agree

With regards

Yours faithfully

Yours sincerely
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A draft letter/memo is put

for approval pleas

A fair letter/memo is put

for signature please #

All concerned should note it carefully

A.D.G.'s may please see
/Sanction is necessary for this
A.D.G.'s prior approval
/Sanction is necessary for this
Attention is invited to circular/
office memo no........ Dated........
on the subject noted above

Bill/ Voucher for signature
Please

Case is resubmitted as directed
on prepage

Certificate by the competent
authority is required

Copy forwarded for information
Necessary action

Discrepancy may be
Reconciled
Following transfers and postings

will take effect immediately
Do the needful

Explanation may be caled
For favour of orders

For favourable actions
Forwarded & recommended
| am directed to state that
Issue as amended

Keep with the file

Leave applied for may
be granted
May be passed for payment 4

May be sanctioned as
A special case

May please be furnished
the requisite information
Matter is under consideration

Needs no commerit

Office & fair copy of signature
Order has been communicated
Order may be issued

Please keep pending

Please inform immediately

Please comply before due date
Please put up with previous papers
Please treat this as strictly

Confidential
Paper under consideration

Required information has

been obtained from the
Section/ Cell / Unit
Summary if the case is put

up for perusal please

Show cause as to why strict
action should not be taken
This does not confirm to the

approved sample
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| Draft as dirccted by..

frouftrai

Scen, thanks

Scen and returned
Scen in...... scetion

Minister has scen

Scen in the Mlnlstry (])cplt ) 01"... -
Yor information o'x;l),-/_ i =i
Submitted for orders.

Submitted for information.
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Papers have been amalgamated.
Reference notes on prepage. This Section
has got no such information to furnish.

Kindly acknowledge.
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The reccipt of the latter has bee

acknowledged.

‘The p.u.c. has not been acknowledged.

Needful has been done.

:i Draft reply is put up for approval.

.is submitted for |
approval.
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Notes and orders at pages...
in this connection.

may be seen

Submitted with rcfcrence to Secretary's
note above.

Dircctor General may please sce for
approval.
Please sce pru,cdmg,, notes.

‘The requisite information is given in the

| statement enclosed in duplicate/triplicate

in so far as... scction/thc marginally
noted organization is/are concerned. _
The information we had called for on this
subject from our attached/subordinate

| offices has so far been furnished by only

[ive of them. the remaining offices may
be asked to sent the requisite information

. by the 31st August.
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Will the undermentioned Section(s)
kindly refer to this Scction's circular of
cven number dated the... on the subject
noted above and furnish the requisite
information without any further delay?

So far as ;

information for inclusion in the Monthly
Summary for the Cabinet for the period
from...to...may be trcated as 'nil'.

The report of the weck Lndmg .on the
above subject in so far as.....Section is
concerned, may be treated as 'nil‘.

The statements showing cases which
could not be finally disposed of within
one¢ month are placed below.

cndmg. voilB submmcd for pcrusal

A copy of above mentioned report is
_circulated among all scctions
n....Division (cxcept....) for their
information and nccessary action, il any.
Section other than.....may kecp cxtracts
of relevant portion 1f they so desire. After |
circulation the copy may be retained |

by.....Section.

The required information is being
obtained from...... and will be furnished |
on receipt.

A resume of the casc is gwcn in the
ensuing paragraphs.

A chronological summary of the case is
placed below.

A revised draft memorandum is put up as
desired by

Relevant (_}rdéfq are ﬁéggtd'

In this conncction atiention is invited 1o |
the noting at pp.....of file No...
‘The F.R. may plcasé be scen for
information.
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Draft has been amended accordingly. I
The case is resubmitted as dirceted on |
prepage.

The proposal is sclf-explanatory.
A short history of the case under|
consideration is give on pp 7-9 ante.

Noting on p.3 antc recalls the case.

Nothing at pp. 10-14 ante majf' pléége_ be |
glanced through.

No further action is called for.

We are not concerned with this.

This may bc passed on to............ for
necessary action.

The papers are sent here with.

Ministry of ,............ may be consulted.
The required papers are placed below.
The files in question placed bclow .=
chumlc files are placed b{,low N

The papnra asked for by the MIDIS'[-I'}’ of
........ have been added to this file. These
may be returned when done with.

Returned in original with the remarks that |
the requisite information has alrcady been
sent in this office letter No.....dated. ...

........ Mi.n'islry (Deptt.) may scc the
preceding note with reference to their
query at prepage.

Return of the file (I)af)crs) méy kl;ld_ly
mey expedited.

Scen and passed on to... for necessary

action.

Return of the main filc may be dwailcd

Scen and returned with thanks.

Delay in rctuming the file is regretted.

A copy of the Miniqtry of Home Affairs |
O.M. No.....dated. .. is placed on the file.
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lhc matt(,r is %ttll undei‘ conbldcratlon of
the Ministry of finance. 2.
Scction has no comments to offer.

This may be kept pcﬁding till a decision
is taken on the main file.

The filc may be referred to the Mmlstry
....... for comments.

Ministry (Deptt.) Of -----
for remarks in the l"u'bt m«,,tdmc

....... Section may plcasc sce.
The directorate of.... may please sec for
commemb

Tt is felt that further reference 1o “the

Ministry of ..... is now not necessary.

This matter may be referred to the
| Dircctorate of....... o |
It will be ncccssary to obtain the
following particulars before agrecing to
the proposal. |
We may now obtain the comments or the |
Ministry of.........

We may keep the matter in abeyance until
a decision on the general questlon
o, LS has becn taken.

The prcc10us papers on the sub}cct have
been transferred to.... section who may
kindly see for further dCtl()n.

The pmnl is not free from doubt. we mdy
ask Ministry of........ to clarify.

Before we consider their proposal, we
would like to sce the papers leading to the
issue of letter no....... " referred to at
"B' on p 3/c.

Inspite if a 2 thorough search the relevant
file is not traccable.

No decision has so far been taken in the
matter.

. may kindly sce | uwe

o FEHT T G AN | |

o

We have no remarks to offer.
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We have no [urther comments.

We may await further communication |
from the Chiel Engincer.

FFurther report form the Director General
may be awaited.

Chicf controller may kindly sec the
representation from association and
offer his comments in the matter.
This subject does not concern  this
Scetion. It concern........ section. These
papers may be passed on to them.,

The subject matter of the present
relerence from the A.G.C.R. does not
concern this Ministry.- This may be
passcd on to the Ministry of Finance for
necessary action.

The ministry's file on the subject is not
rcadily available. We may ask for a copy
of the letter quoted in serial No.1. A fair |
memo is put up for signature accordingly.

We may remind the Dircctor General
after a month.

No action scems to be called for on our
part.

Dircctor  General mdy kmdly sce the
Ministry of Finance note at p. 7 ante and
clarify the position,

...Scction may please sce with reference
to their note overleaf.

The required information has been called
for from.....and will be furnished as soon
as the same is reecived.

Ministry of’ have not yc.t returned our
file. We may send a D.O. reminder under |
advice to the.....

l‘urther communication will follow on

receipt of the information from... ...

Alter issuc of the draft the file may be
sent to.... for comments on the points
raiscd by us on pp. 12-15 ante.
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We may inform Shri.....

These papers may be shown to for

information and guidance.

Extracts from 1thc notes will be kept ton

our file on return.

Immediate of the file is

requested.

disposal

We may ascertain the correct position
from the Chief Controller in the first
instance.

The requisite information is not available
in this Ministry. We may ask the
Directorate of.... o furnish the same.

‘The file has not yet been received back
from the Depit. inspite of repeated
reminders. D.S. may like to speak to the
Chief controller on the phone.

The file is not readily traccable. Yfforts
arc being made to trace it.

I)Llay in the submission of the casc is
regretted.

‘I'he casc is hanging lirc for a long time.

that the matter i is

under active consideration and the |
decision will be communicated to him
shortly.

We would also be interested 1o know the
decision take in this casc.

Before offering our comment we would

like to sec the papers leading to the
decision referred to at 'A' on p. 3/c.

As the Ministry of ..... concerned in the
matter, the p.u.c. may be transferred to
them for consideration.

The orders on the subject are not quite
clear. We may scek clarification form the
Ministry of......

(g a'ﬂT) (Sug,g,cstmg)

‘W agree ‘with 'A’ above.

‘The proposal is quite in order.
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These pzif)er_s may be shown to........ f
information and guidance.

our file on rcturn.

Immediate of the file is

requested.

disposal

We may ascertain the correct position
from the Chief Controller in the first
instance.

The requisite information is not available
in this Ministry. We may ask the
Directoratc of.... to furnish the same.

The file has not yct been received back
from the Deptt. inspite of repeated
reminders. D.S. may like to speak to the
Chief controller on the phone.

The file is not readily traceable. Lifforts
| arc being made to trace it.

| Delay in the submission of the casc is
regretted.

The casc is hanging firc for a long time.
‘'We may inform Shri..... that the matter is
under active consideration and the
decision will be communicated to him
shortly.

We would also be interested to know the
dcuslon tak(, in this casc.

Before offering our comment we would
like to sec the papers leading to the
decision referred to at 'A’ on p. 3/c.

As the Mimstry of .
matter, the p.u.c. ma.y be transferred to
them for consideration.

The orders on the subject arc not qui{c
clear. We may scek clarification form the
Ministry of......

(ggma a'ﬂT) (Sug{,cstmg)

‘“We agree - with 'A' above.

The proposal is quite in order.
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A substitute may be appointed against the
lcave vacancy as an interim arrangement.

 Administrative approval may be obtained.

| Application may be rejected.

I'ormal approval is nccessary.
may be obtained.
....... may be informed accordingly.

I'R. is for information for the pfeqeni'
Iinal reply may be dellCd for another
month.

' To resolve the differences between the

Departments concerned, it is suggested that
matter may be discussed at a meeting
which may ¢ convened at Deputy
Secretary's level.

In view of the circumstances stated above,
wc may support the proposal.

In view of the circumstances stated above,
we may agree to the suggestion.

We are competent to sanction this vide.
The proposal is sél"!"-cxf)'lﬁrl-éiidx_jflf"méy”bc
accepted.

Draft of minutes of the meeting held on the
14th march, 1990 is submiticd for approval.

' Draft will be put if the suggestion made in

paras 1 and 3 above are approved.

| No action on our part scems to be called

for., If
recorded.

approved thc papers may be

I'he same procedure may be followed in the

present case also.

| (@fRrca 3me) (Bricf orders)

i Plcasc speak.

Plcasc discuss.

The same
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Action may be taken as proposed.

Please put up a sclf-contained note
(summary).

Pleasc circulate and file.
“Jssue reminder urgently. .
[ agree.

Issuc as amended.

| Draft is concurred in.

Draft appmvcd' as amended.

| Draft reply on the lines suggﬁ:'s{é:d”above
may be put up.

Inqulrv mdy “be complucd “and its
report submitted at an ecarly date.

Office may note it carefully.
Plcasc make a spccial note of this
decision.

Ruling form Govt. of India should be
| obtained.
| Therc is no cause to modify the order
already passed.

All concerned should note carefully.

"Plcasc inform....... accordingly.

Await further report. T
| Awaitreply.

Ixplanation may be called for.

| 1 fully agree with the office note. Orders
may be issued.
Draft may now be issued.
The draft need not be -':i'ssu_ed.

No assurance in the matter can be given
at this stage.

mesmn exists in the budgc_{
incurring the cxpenditure during the
current financial year.
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| Shri....

Shri... has returned from leave and has
resumed his dutics on 4th January,
1991. His charge report may be sent to
the Account Officer.

Shri......who was granted carncd leave
211 N to....vide this Ministry's
memorandum  of  cven  number
dated........, resumed duty on.......

Service form to... verified from
the office copics of the pay bills.

The bill has verified. This is in order.
May be passed for payment.

The i)criod of sccurity dcpoSﬁ as per

agrcement is over. The passed deposit
may be refunded. The hand Receipt has
been passed for payment.

The final bill is not on the prcscrlbed
form.

|']‘hc bill is rcturned herewith with the

following objections.

Nothing is duc from the contractor,

Ilcad of account has not been given on

1 the final bill.

Payment is to be made quarterly at the
rates given in this estimate.

has applicd for the withdrawal
of a sum of Rs. two hundred from his
General Provident Fund to mect the
expenses incurred during his illness. His
application is covered by the rules. It
may be accepted.

Il adequate. pru.dutlons had been taken
to salcguard Govt. interests, this
infructuous expenditure would have
been avoided.

It would be necessary to fix the |
responsibility  before the amount is

| Rlé rar iy @ st & sl

ﬁﬁafaaafrwmaﬂmﬁuazﬁr
FE-0R H@oel foar ¥ sady erd-ew

gATEIh fedd & ... AU gRI
.......... q .....de oG EEr uee
foRar I AT, d10 ... Eek & A0

Refiep.... Q... .d6 B Jar 7, Jaa el
& drRTed ufadl & HUR W, Fede
T form T
Rl @1 WA & T IR I 96 A%
%1 sprerar & fe oRa (ar) R Sl
TR & AR AT & A g @
ghr B FAES dler & Sv| g e
sporerrer % e o & &Y IS R
yfean fae fuRor gug (W) w0 a8
el |
ferar Srem &1

SheR ¥ 3O M A AT A ¥ (SN
fr 3R go o el FE k)

| 5w afoe Re w omr o e frr
TRl

I 3E NI # & T e &
RIS BT B

A= wiasy Ay @ ) 9 Tur R
&1 wdar & Tl AP Hded AT g
¥l 30 TeR o forar arv

|afe war & Rt & wn ¥ Bw wde
FEY @A S, df ¥ @y wy o
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gwuﬂaﬁmmﬁﬁmﬁﬁqﬁ
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We arc competent to grant permission

A draft sanction letter is put up for
approval. Ministry of Vinance may
please sec for concurrence.

‘Ministry of Finance may be requested
kindly to reconsider.

We may issuc necessary notification as
per draft placed bclow for approval.

The apphcdtlon seems to be in order.
{ we may have no ob}ccuon to accord
necessary permission as in the draft
sanction put up.

In the circumstanccs we may issuc a
revised notification supersession of the
one at page S/c.

The point for consideration on this file
is whether there is adequate justification
for deviation form normal rules.

We have no objection to the issue of
instruction as proposed by the Ministry
The pension papers of Shri..
been completed. these may be
forwarded to the A.G.C.R. for necessary
action.

The furniture required by.... section is
to in stock at present. we may call for
quotations for their purchase form at
least half a dozen firms of rcpute.

Shri... has joined this officc today. we.
may ask the sccurity officer to issue him
a temporary pass for a month.

It is requested that the publication (s) in-
question may be returned to the Library,
if done with. In case the publication (s) |

. have
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is/arc  still required for reference
purposcs, the Library may be informed
to that cffect.

May sce and kindly certify that |
all the issucs of newspapers/magazines
which arc mentioned in the enclosed
bill are received during the month of.....
'T'his may kindly be treated as urgent.

It has been verified form the old records
that no payment has been made so far in

respect of bill No...... dated... ..
Bill  No...... dated......... for |
RS§.oovvenn. .. mentioned above has been

accepted and passed for payment.

Certificd that amount of the bill has |
been disbursed to the proper persons.

Room NOS..uu have become
considerably dirty. Arrangements may

f bc made to have them white-washed

carly.

Scveral glass pancs of the windows in
the committec room arc broken. These
may be got replaced.

I am dirccied forward  the

accompanying letter,

1o

I am directed to acknowledge the

 receipt of your letter.

I have been directed to

‘inform |
you/request.you/ask you........ : '

In continuation of my letter (or this |

Ministry's letter) No....., dated.....

In  continuation of my letter
No....dated. .....

In (.onﬁrmdtion of my._ letter
No...... dated...... :

S /Re s IR g/ /veREt
3q o Heot & forw oA ®, a’rgg?-ﬁmaar
B AT I & A S
a@ammméﬁaa
-Haﬁwmqa/qﬁzﬁmﬁmmmw
o e F ¥ A F 3 oA =@
PUAT RIS FHSAT ST
gﬂﬁﬁtﬁlﬁ ¥ Usdid A A g ¥

WH@I%‘&TW%I

o & fore o &y e aram R
g yAoT fhar sar € 6 e & s
HE ARRAT B GHTS TS T

FAY ... . FH T B w | serdd
RS T vaey Mg s R Sy

o R U
s MA T U Tl geh ST gEY MYy

FI?IHT%UEWI

(Phrascs used in corrcspondcncc)

IS FETA UF TS U N B WY

g3 &

g@aﬁﬁ"ﬁaﬁrmﬁaﬁwﬁéar
B3 &

T2 B g3 & B # o gRa
/MUY fAdee &&/3TH Uar &E.... |

Rt/ ¥ TN UF (3Uar 3

HAGT & UF) HEAT........ P GHIT AN
@d ...

ReAieh /@ ... WX UF GEAT
o/ Refaer #.....1
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‘In  compliance with the request |3
contained in your letter No....dated......

In rcply to your Jetter No.......dated..... -

1n this connection I have to state......

Pleasc refer to my endorsement |

No.....dated....

Plese  refer  to  your  letter | g

Will you please refer to your D.O.
letter.....dated....... regarding.

‘With rcfcrc':'nc__c 10 yourr memo _C_i‘téd
above, I beg to statc........

With reference to the correspondenee

resting with (or ending with) your/this
Ministry's letter No...... dated.oivuins

With  reference 1o '_ybﬁr- etter

No...... dated

Reference is invited to. M

With reference  to your
application/representation dated.......

Kindly refer to my D.O. letter
NO, i dated. ...

1 have the honour to refer St Ty

“Attention is invited to the Ministry of
Finance officc memorandum of even
number dated......

m ...... L6 a3 R Al . aaama\
Y- O FE. A AR @ <l

W TS G

vrzrr% mmﬁ‘@mﬁ%ﬁr ..... -

SIS & S fR

sﬂ@w(wm)ﬁmﬁﬂuw
a?raﬁtaﬂzﬁﬁﬁﬁmmﬁi

It may further be added. . |5 A e iR ¥ Rl
“This is to acknowledgc the réEEiE{Bf Sﬂq‘éﬁ'[ a-r.ﬂ'@ ______ Eﬁ[ EI':T H@T ’iﬁf:n %I
-your letter No......... dated... .0 i . S,
At your end also. Oy 3R A ), 3UHT b § A

Under intimation to this office.
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' Copy

Pleasc treat this as smclly LOl’llldLI’llldl

I $ G0 TE Ml A

T'his is to inform that.......

T'o bring to your kind notice......

Its issuc is authorised.

forwarded
information/nccessary action to

A copy of the undermentioned papers is
forwarded to....for information/for
information and guidance/for necessary
action/for favour of a reply/for carly
compliance.

l'or such action as deemed fit.
President is pleased to direct.

Comments of the Statc Govt.
kindly be expedited.

may

The present position of the casc may
plcasc be intimated to this office.

The favour of an carly reply will be
highly appreciated.
G T is presssing hard for a rcply

for |

wqrfﬁaﬁrrﬁar&ﬁwarm%l
qﬁﬁﬂ/mw/mawmﬁméaa
%Uf?lmﬁf@?raﬁmﬁrm@%

A o Tt # s ufafar
FAAT/HIAT AT Heel / HTaTD
BRATS /Seak /A eureE & o

Mmﬁéﬁﬁva’rsﬁﬁﬂﬂsﬁml

| rseafa e & ¥

mmmﬁﬁwﬁﬁaﬁaﬂsﬁ
ST |

HULT ST BT B HHS DI TAATA

feafa & gaar & S (8 37dd T
ST ) |

N Beak AT & & agr pur 2l

B Rre......aga H#w T & @ ¥

CADocuments and Settmgstnewt\DesktoptDINESHTNSECTIONWimdi ekakibilingual noles.doc

1%




