
Øe 

la[;k 

vaxzsth esa fgUnh esa vFkZ 

1.  Approved as proposed ;FkkizLrko vuqeksfnr 

2.  A copy of the decision in the 

case is forwarded here with 

information/guidance/action/ 

compliance/reply 

bl ekeys esa fy, x, 

fu.kZ; dh ,d 

izfrlwpuk@ekxZn'kZu@ 

dk;Zokgh@vuqikyu@ 

mRrj ds fy, Hksth tk 

jgh gSA 

3.  Agreed in principle fl}kUr :i esa LohÑr 

4.  Administrative approval may be 

obtained 

iz'kklfud vuqeksnu 

izkIr fd;k tk, 

5.  Application may be rejected vkosnu vLohdkj dj 

fn;k tk, 

6.  Action may be taken as proposed ;Fkk izLrkfor 

dk;Zokgh dh tk, 

7.  All concerned should note 

carefully 

lHkh lEcfU/kr O;fDr 

bls /;ku ls uksV dj 

ysa 

8.  By return of post okilh Mkd ls 

9.  Call the party for negotiation ikVhZ dks ckrphr ds 

fy, cqyk,a 

10.  Casual leave applied for may be 

granted 

ekaxh xbZ@vkosfnr 

vkdfLed NqV~Vh ns nh 

tk, 

11.  Draft reply is put for approval mRrj dk izk:i 

vuqeksnu ds fy, 

izLrqr gS 

12.  Draft has been amended 

accordingly 

elkSnk rn~uqlkj 

la'kksf/kr dj fn;k 

x;k gS 

13.  Delay is regretted foyac ds fy, [ksn gS 

14.  Draft is concurred in izk:i ls lgefr gS 

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

16.  For information only dsoy lwpuk ds fy, 

17.  For Approval vuqeksnu ds fy, 

18.  For comments fVIi.kh ds fy, 

19.  For follow up actions vuqorhZ dk;Zokgh ds 

fy,  

20.  Forwarded and recommended vxzsf"kr vkSj laLrqr 

21.  Financial Concurrences accorded  foRrh; lgefr nh 

tkrh gS 

22.  From pre page iwoZ ì"B ls 

23.  It will be necessary to obtain the 

following particulars before 

agreeing to the proposal 

izLrko ij lgefr gksus 

ls igys uhps 

fy[ks C;kSjs ekaxuk 

t:jh gksxk 

24.  Indicate budget provision ctV O;oLFkk crk,a 

25.  In Consequences of ds ifj.kke Lo:i 

26.  Immediate disposal of the case is 

requested 

bl ekeys dk fuiVkjk 

'kh?kz djus dk vuqjks/k 

fd;k tkrk gS  

27.  In view of the circumstances 

stated above we may agree to the 

suggestion 

Åij crkbZ xbZ 

ifjfLFkfr;ksa esa ge 

lq>ko eku ysa 

28.  Issue reminder urgently rqjar vuqLekjd Hksft;s 

29.  I agree  eSa lger gwa 

30.  Issue today vkt gh Hkst fn;k 

tk,@Hksft, 

31.  In public Interest yksd fgr esa 

32.  Kindly acknowledge Ñi;k ikorh Hksft;s 

33.  Lowest quotation is approved U;wure dksVs'ku 

vuqeksfnr 

34.  Matter is under consideration ekeyk fopkjk/khu gS 

35.  May be filed Qkby djsa 

36.  Needful has been done t:jh dk;Zokgh dj 

nh xbZ gS 

37.  No decision has so far been 

taken in the matter 

bl ekeys ij vHkh 

rd fu.kZ; ugha gqvk gS 

38.  Please see the preceding Ñi;k fiNyh 

fVIif.k;ka ns[ksa 

note/notes 

39.  Passed for payment Hkqxrku ds fy, ikl 

fd;k 

40.  Please speak/discuss Ñi;k ckr@ppkZ djsa 

41.  Please Circulate Ñi;k ifjpkfyr djsa 

42.  Relevant order be put up laxr vkns'k izLrqr 

djsa 

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

44.  …..Section may please see -----vuqHkkx Ñi;k ns[k 

ysa 

45.  The proposals is self explanatory izLrko vius vki esa 

Li"V gS 

46.  This may please be treated as 

urgent 

Ñi;k bls vR;ko';d 

le>sa 

47.  This may be passed on to 

for necessary action 

bls vko';d dk;Zokgh 

ds fy, 

Hkstk tk, 

48.  The required papers are placed 

below 

visf{kr dkxt i= 

uhps j[ks gSa 

49.  The required information has 

been called for from…. And will 

be furnished as soon as the same 

is received 

okafNr lwpuk------ ls 

eaxkbZ xbZ ogka ls izkIr 

gksrs gh Hkst nh tk,xh 

50.  The file may kindly be returned 

early after keeping of extract 

m)j.k j[kus ds 

i'pkr bl Qkby dks 

'kh?kz ykSVk fn;k tk, 

51.  The case is hanging fire for a 

long 

;g ekeyk cgqr le; 

ls yVdk gqvk gS 

52.  The proposal is quit in order ;g izLrko fcYdqy 

fu;ekuqlkj ¼Bhd½ gS 

53.  The proposal is self explanatory, 

it may be accepted  

izLrko vius vki esa 

Li"V gSA bls eku 

fy;k tk, 

54.  The case may be closed ekeyk can fd;k tk, 

55.  Verified and found correct iM+rky dh xbZ vkSj 

lgh ik;k x;k 

56.  We are not concerned with this bldk gels lEcU/k 

ugha gS 

57.  We have no further comments gesa vkxs dksbZ fVIi.kh 

ugha djuh gS 

58.  With hold the payment Hkqxrku jksdsa 

59.  With best wishes 'kqHkdkeukvksa lfgr 

60.  Write off action be taken 1-cVVs [kkrs Mkyus dh 

dk;Zokgh djsa 2-[+kkfjt 

djus gsrq 

61.  yours faithfully Hkonh; 

 

nSfud iz;ksx ds okD;ka'k 

 

Hkkjrh; lwpuk izkS|ksfxdh] vfHkdYiu ,oa fofuekZ.k laLFkku] tcyiqj


