
ãä›¹¹ããä¥ã¾ããâ 
abide by ¹ããÊã¶ã ‡ãŠÀ¶ãã 
above cited / above quoted „Š¹ãÀ ãäª¾ãã Öì‚ãã 
above given „¹ããäÀãäÊããäŒã¦ã 
above mentioned „¹ã¾ãìÃ‡ã‹¦ã 
above said „¹ã¾ãìÃ‡ã‹¦ã 
a brief note is placed below Ôãâãäàã¹¦ã ¶ããñ› ¶ããèÞãñ ÀŒãã Öõ 
acceded to ÔÌããè‡ãŠãÀ ãä‡ãŠ¾ãã Øã¾ãã 
acceptance is awaited ÔÌããè‡ãŠðãä¦ã ‡ãŠãè ¹ãÆ¦ããèàãã Öõ 
accepted for payment ¼ãìØã¦ãã¶ã ‡ãŠñ ãäÊã† ÔÌããè‡ãŠð¦ã 
accord approval to ‡ãŠð¹ã¾ãã .......‡ãŠãñ ‚ã¶ãì½ãããäª¦ã ‡ãŠÀñâ 
accordingly ¦ãª¶ãìÔããÀ 
according to convenience ÔãìãäÌã£ãã¶ãìÔããÀ 
acknowledgement has already been sent  ¹ããÌã¦ããè ¹ãÖÊãñ Öãè ¼ãñ•ããè •ãã Þãì‡ãŠãè Öõ 
acknowledge receipt ¹ããÌã¦ããè ªñâ, ¹ãÆããä¹¦ã ÔãîÞã¶ãã ¼ãñ•ãñâ 
action has not yet been initiated ‡ãŠãÀÃÌããƒÃ ‚ã¼ããè ÍãìÁ ¶ãÖãèâ ‡ãŠãè ØãƒÃ Öõ 
action may be taken accordingly ¦ãª¶ãìÔããÀ ‡ãŠãÀÃÌããƒÃ ‡ãŠãè •ãã† 
administrative approval may be obtained  ¹ãÆÍããÔããä¶ã‡ãŠ ‚ã¶ãì½ããñª¶ã ¹ãÆã¹¦ã ãä‡ãŠ¾ãã •ãã† 
administrative convenience ¹ãÆÍããÔããä¶ã‡ãŠ  ÔãìãäÌã£ãã 
admit an appeal ‚ã¹ããèÊã ØãÆÖ¥ã ‡ãŠÀñâ 
advice awaited ÔãÊããÖ ‡ãŠãè ¹ãÆ¦ããèàãã Öõ 
after consultation with Ôãñ ¹ãÀã½ãÍãÃ ‡ãŠÀ‡ãŠñ 
after issue •ããÀãè Öãñ¶ãñ ‡ãŠñ ºããª 
after perusal ‚ãÌãÊããñ‡ãŠ¶ã ‡ãŠñ ºããª 
after the expiry of ‡ãŠãè Ôã½ãããä¹¦ã ¹ãÀ 
against public interest Êããñ‡ãŠãäÖ¦ã ‡ãŠñ ãäÌãÁ® 
agenda is sent herewith ‡ãŠã¾ãÃÔãîÞããè Ôãã©ã ¼ãñ•ããè •ãã ÀÖãè Öõ 
agreed to ÔãÖ½ããä¦ã Öõ 
aid and advice ÔãÖã¾ã¦ãã ‚ããõÀ ÔãÊããÖ 
a list is placed below ÔãîÞããè ¶ããèÞãñ ÀŒããè Öõ 
a list of cases disposed of is placed below ãä¶ã¹ã›ã† ½ãã½ãÊããñâ ‡ãŠãè ÔãîÞããè ¶ããèÞãñ ÀŒããè Öõ 
all concerned should note ÔãÌãÃ Ôãâºã® ¶ããñ› ‡ãŠÀñâ 
a matter of extreme urgency ‚ã¦¾ãâ¦ã ‚ããÌãÍ¾ã‡ãŠ ½ãã½ãÊãã 
amounting to Ôã½ã¦ãìÊ¾ã Öãñ¶ãã 
appear for interview Ôããàãã¦‡ãŠãÀ ‡ãŠñ ãäÊã† „¹ããäÔ©ã¦ã Öãñâ 
applicable to ¹ãÀ ÊããØãî Öõ 
approval may be accorded ‚ã¶ãì½ããñª¶ã ¹ãÆªã¶ã ‡ãŠÀ ãäª¾ãã •ãã† 
approved as per remarks in the margin ÖããäÍã† ‡ãŠãè ‚ã¼¾ãìãä‡ã‹¦ã ‡ãŠñ ‚ã¶ãìÔããÀ ‚ã¶ãì½ããñãäª¦ã 
approved as proposed ¾ã©ãã¹ãÆÔ¦ããÌã ‚ã¶ãì½ããñãäª¦ã 
approved draft typed and put up for signature please ‚ã¶ãì½ããñãäª¦ã ½ãÔããõªã ›ãƒ¹ã ‡ãŠÀ‡ãŠñ ÖÔ¦ããàãÀ ‡ãŠñ ãäÊã† ¹ãÆÔ¦ìã¦ã 
arrangements are being made to ensure timely 
submission of report 

ãäÀ¹ããñ›Ã Ôã½ã¾ã ¹ãÀ ¹ãÆÔ¦ìã¦ã ‡ãŠÀ¶ãñ ‡ãŠãè Ì¾ãÌãÔ©ãã ‡ãŠãè •ãã ÀÖãè Öõ 

arrival report ‚ããØã½ã¶ã ãäÀ¹ããñ›ÃÃ 
as above •ãõÔãã „Š¹ãÀ ãäª¾ãã Øã¾ãã Öõ 
as a last resort ‚ãâãä¦ã½ã „¹ãã¾ã ‡ãŠñ Á¹ã ½ãñâ 
as already pointed out •ãõÔãã ãä‡ãŠ ¹ãÖÊãñ ºã¦ãã¾ãã •ãã Þãì‡ãŠã Öõ 
as a matter of fact ¾ã©ãã©ãÃ¦ã: 
as a matter of right ‚ããä£ã‡ãŠãÀ ‡ãñŠ Á¹ã ½ãòâ 
as amended ¾ã©ããÔãâÍããñãä£ã¦ã 



as an exceptional case ‚ã¹ãÌããª ‡ãñŠ Á¹ã ½ãòâ 
as a result of ¹ããäÀ¥ãã½ãÔÌãÁ¹ã 
as a rule ãä¶ã¾ã½ã¦ã: 
as before ¹ãîÌãÃÌã¦ã, ¾ã©ãã¹ãîÌãÃ 
as compared with ‡ãŠãè ¦ãìÊã¶ãã ½ãò 
as decided ãä¶ã¥ãÃ¾ã ‡ãñŠ ‚ã¶ãìÔããÀ 
as directed ãä¶ãªñÍãã¶ãìÔããÀ 
as far as may be •ãÖãâ ¦ã‡ãŠ Öãñ Ôã‡ãñŠ 
as far as possible ¾ã©ããÔãâ¼ãÌã 
as far as practicable ¾ã©ããÔãã£¾ã 
as in force for the time being •ãõÔãã ãä‡ãŠ ãä¹ãŠÊãÖãÊã ÊããØãî Öõ 
as is where is •ãõÔãã Öõ ‚ããõÀ •ãÖãâ Öõ 
as laid down ¾ã©ãããä¶ã£ããÃãäÀ¦ã 
as may be considered expedient •ãõÔãã ãä‡ãŠ Ôã½ããèÞããè¶ã ¹ãÆ¦ããè¦ã Öãñ 
as may be necessary ¾ã©ããÌãÍ¾ã‡ãŠ 
as may be specified •ãõÔãã ãäÌããä¶ããäªÃÓ› ãä‡ãŠ¾ãã •ãã† 
as modified ¾ã©ããÔãâÍããñãä£ã¦ã 
as notified ¾ã©ãã‚ããä£ãÔãîãäÞã¦ã 
as of right Ôãããä£ã‡ãŠãÀ 
as per ‡ãñŠ ‚ã¶ãìÔããÀ 
as per details ãäÌãÌãÀ¥ã ‡ãñŠ ‚ã¶ãìÔããÀ 
as per instruction  ‚ã¶ãìªñÍãã¶ãìÔããÀ 
as per opinion of ‡ãŠñ ½ã¦ãã¶ãìÔããÀ 
as proposed ¾ã©ãã ¹ãÆÔ¦ãããäÌã¦ã 
as recommended ¾ã©ããÔãâÔ¦ãì¦ã ,ãäÔã¹ãŠããäÀÍã ‡ãŠñ ‚ã¶ãìÔããÀ 
as regards ‡ãŠñ Ôãâºãâ£ã ½ãñâ ,‡ãŠã •ãÖãâ ¦ã‡ãŠ Ôãâºãâ£ã Öõ 
as required under the rules  •ãõÔãã ãä‡ãŠ ãä¶ã¾ã½ããñâ ‡ãŠñ ‚ã£ããè¶ã ‚ã¹ãñãäàã¦ã Öõ 
as the case may be ¾ã©ãããäÔ©ããä¦ã 
as verbally instructed ½ããõãäŒã‡ãŠ ‚ããªñÍãã¶ãìÔããÀ 
attention is invited to ‡ãŠãè ‚ããñÀ £¾ãã¶ã ‚ãã‡ãŠãäÓãÃ¦ã ãä‡ãŠ¾ãã •ãã¦ãã Öõ  
attested true copy ‚ã¶ãì¹ãÆ½ãããä¥ã¦ã ÔãÖãè ¹ãÆãä¦ããäÊããä¹ã 
at the instance of ‡ãŠãè ¹ãÆñÀ¥ãã ¹ãÀ  
authority competent to ½ãâ•ãîÀãè ªñ¶ãñ / ãä¶ã¥ãÃ¾ã ªñ¶ãñ ‡ãŠñ ãäÊã† 
background of the case ½ãã½ãÊãñ ‡ãŠãè ¹ãðÓŸ¼ãîãä½ã 
back to work ‡ãŠã½ã ¹ãÀ Êããõ›ñ 
balance at credit •ã½ããŒãã¦ãñ ÍãñÓã 
balance in hand Àãñ‡ãŠü¡ ºãã‡ãŠãè 
beg to state ¶ã½ãÆ ãä¶ãÌãñª¶ã Öõ 
benefit of doubt ÔãâªñÖ Êãã¼ã 
beyond the said period „‡ã‹¦ã ‚ãÌããä£ã ‡ãŠñ ºããª 
brought forward ‚ãØãÆã¶ããè¦ã 
brought over ‚ããØãñ Êãñ •ãã¾ãã Øã¾ãã 
budget provision exists ºã•ã› ½ãñâ Ì¾ãÌãÔ©ãã Öõ 
by all means ãä¶ãÔÔãâªñÖ 
by authority of ‡ãŠñ ¹ãÆããä£ã‡ãŠãÀ Ôãñ 
by hand ªÔ¦ããè 
by registered post Àãä•ãÔ›Èãè ´ãÀã 
by return of post Ìãã¹ãÔããè ¡ã‡ãŠ Ôãñ 
by special  messenger ãäÌãÍãñÓã ÔãâªñÍã ÌããÖ‡ãŠ ´ãÀã 
by virtue of ‡ãŠñ ¶ãã¦ãñ , ‡ãŠãè ÖõãäÔã¾ã¦ã Ôãñ 



call for an explanation •ãÌããºã ¦ãÊãºã ãä‡ãŠ¾ãã •ãã† 
call upon to show cause ‡ãŠãÀ¥ã ºã¦ãã¶ãñ ‡ãŠãñ ‡ãŠÖã •ãã† 
carried down ‚ã£ããñ¶ããè¦ã , ¦ãÊãÍãñÓã 
carried forward ‚ãØãÆñ¶ããè¦ã 
carry out ¹ããÊã¶ã ‡ãŠÀ¶ãã  
carry over ‚ãØãÆ¶ã¾ã¶ã 
case has been closed ½ãã½ãÊãã Ôã½ãã¹¦ã ‡ãŠÀ ãäª¾ãã Øã¾ãã 
cases for disposal ãä¶ã¹ã›ã¶ã ‡ãŠñ ãäÊã† ½ãã½ãÊãñ 
case under investigation ½ãã½ãÊãñ ‡ãŠãè •ããâÞã ¹ãü¡¦ããÊã ‡ãŠãè •ãã ÀÖãè Öõ  
cash and carry ¶ã‡ãŠª ªãñ ½ããÊã Êããñ  
charge handed over ‡ãŠã¾ãÃ¼ããÀ Ôããõâ¹ã ãäª¾ãã  
checked and found correct •ããâÞã ‡ãŠãè ‚ããõÀ ÔãÖãè ¹ãã¾ãã 
circulate and then file Ôãâºã® Ì¾ããä‡ã‹¦ã¾ããñâ ‡ãŠãñ ãäªŒãã‡ãŠÀ ¹ãŠãƒÊã ‡ãŠÀñâ 
cited above „Š¹ãÀ „®á¦ã  
collection of  arrears ºã‡ãŠã¾ãã ÌãÔãîÊããè 
come into force ÊããØãî Öãñ¶ãã 
competent authority 's sanction is necessary Ôãàã½ã ¹ãÆããä£ã‡ãŠãÀãè ‡ãŠãè ½ãâ•ãîÀãè ‚ããÌãÍ¾ã‡ãŠ Öõ 
concurrence of the finance branch is necessary ãäÌã¦¦ã ÍããŒãã ‡ãŠãè ÔãÖ½ããä¦ã ‚ãÌãÍ¾ã‡ãŠ Öõ 
consequent upon ‡ãŠñ ¹ããäÀ¥ãã½ãÔÌãÁ¹ã 
consolidated report may be furnished  Ôã½ãñãä‡ãŠ¦ã ãäÀ¹ããñ›Ã ¹ãÆÔ¦ãì¦ã ‡ãŠãè •ãã† 
continue in office ¹ãª ¹ãÀ ºã¶ãñ ÀÖ¶ãã 
copy enclosed ¹ãÆãä¦ããäÊããä¹ã ÔãâÊãØ¶ã Öõ 
copy enclosed for ready reference ÔãìÊã¼ã Ôãâª¼ãÃ Öñ¦ãì ¹ãÆãä¦ããäÊããä¹ã ÔãâÊãØ¶ã 
copy forwarded for information /necessary action ÔãîÞã¶ãã ‡ãŠñ ãäÊã† / ‚ããÌãÍ¾ã‡ãŠ ‡ãŠãÀÃÌããƒÃ Öñ¦ãì ¹ãÆãä¦ããäÊããä¹ã ‚ãØãÆñãäÓã¦ã 
copy of the letter referred to above is sent herewith „¹ã¾ãìÃ‡ã‹¦ã ¹ã¨ã ‡ãŠãè ¹ãÆãä¦ã ƒÔã‡ãŠñ Ôãã©ã ¼ãñ•ããè •ãã ÀÖãè Öõ  
cost plus profit basis Êãã¼ã ÔããäÖ¦ã ÊããØã¦ã ‚ãã£ããÀ 
date and time of receipt   ‚ããÌã¦ããè ãä½ãÊã¶ãñ ‡ãŠãè ¦ããÀãèŒã ‚ããõÀ Ôã½ã¾ã 
day to day work ªõ¶ãâãäª¶ã ‡ãŠã¾ãÃ 
deduction at source ÔãÆãñ¦ã ¹ãÀ ‡ãŠ›ãõ¦ããè 
deficit budget Üãã›ñ ‡ãŠã ºã•ã› 
delay  regretted ãäÌãÊãâºã ‡ãŠñ ãäÊã† Œãñª Öõ 
deputation to foreign service ƒ¦ãÀ ãäÌã¼ããØããè¾ã ÔãñÌãã ½ãñâ ¹ãÆãä¦ããä¶ã¾ãìãä‡ã‹¦ã 
detailed  enquiry Ì¾ãã¹ã‡ãŠ •ããâÞã 
devoid of Ôãñ ÀãäÖ¦ã , ‡ãŠñ ãäºã¶ãã 
discrepancy may be reconciled  ãäÌãÔãâØããä¦ã ‡ãŠã Ôã½ãã£ãã¶ã ‡ãŠÀ ãäÊã¾ãã •ãã† 
dispense with ‚ãÊãØã ‡ãŠÀ¶ãã 
dispose of ãä¶ã¹ã›ã¶ãã 
do the needful ‚ããÌãÍ¾ã‡ãŠ ‡ãŠãÀÃÌããƒÃ ‡ãŠÀñâ 
draft for approval ‚ã¶ãì½ããñª¶ãã©ãÃ ½ãÔããõªã 
draw attention £¾ãã¶ã ‚ãã‡ãŠãäÓãÃ¦ã ‡ãŠÀ¶ãã 
duly compiled ãäÌããä£ãÌã¦ãáá ¹ããÊã¶ã ãä‡ãŠ¾ãã Øã¾ãã  
duly filled in  ãäÌããä£ãÌã¦ãá ¼ãÀã Öì‚ãã 
during the course of discussion ÞãÞããÃ ‡ãŠñ ªãõÀã¶ã 
during this period ƒÔã ‚ãÌããä£ã ½ãñâ 
early action in this matter is requested ‚ã¶ãìÀãñ£ã Öõ ãä‡ãŠ ƒÔã ½ãã½ãÊãñ ½ãñâ ÍããèÜãÆ ‡ãŠãÀÃÌããƒÃ ‡ãŠÀñâ 
early orders are solicited ÍããèÜãÆ ‚ããªñÍã ªñ¶ãñ ‡ãŠã ‚ã¶ãìØãÆÖ ‡ãŠÀñâ 
errors and omissions  ¼ãîÊãÞãî‡ãŠ 
ex-parte judgement †‡ãŠ¦ãÀ¹ãŠã ãä¶ã¥ãÃ¾ã 
expedite action ‡ãŠãÀÃÌããƒÃ ÍããèÜãÆ ‡ãŠÀñâ 
explanation from the defaulter may be obtained Þãî‡ãŠ‡ãŠ¦ããÃ Ôãñ •ãÌããºã ¦ãÊãºã ãä‡ãŠ¾ãã •ãã†  



explanation may be called for  •ãÌããºã ¦ãÊãºã ãä‡ãŠ¾ãã •ãã† 
extension  of leave œì›á›ãè ºãü¤ã¶ãã   
extension of posts ¹ãªãò ‡ãŠãè ‚ãÌããä£ã ºãü¤ã¶ãã 
failing which †ñÔãã ¶ã ‡ãŠÀ¶ãñ ¹ãÀ  
fair copy ÔÌãÞœ ¹ãÆãä¦ã 
follow up action ‚ã¶ãìÌã¦ããê ‡ãŠãÀÃÌããƒÃ 
for action ‡ãŠãÀÃÌããƒÃ ‡ãñŠ ãäÊã† 
for advice ÔãÊããÖ Öñ¦ãì 
for and against ¹ãàã ‚ããõÀ ãäÌã¹ãàã ½ãò 
for and on behalf of ‡ãñŠ ãäÊã† ‚ããõÀ ‡ãŠãè ‚ããñÀ Ôãñ 
for approval ‚ã¶ãì½ããñª¶ãã©ãÃ 
for comments ãä›¹¹ã¥ããè ‡ãñŠ ãäÊã† 
for consideration ãäÌãÞããÀã©ãÃ 
for disposal ãä¶ã¹ã›ã¶ã Öñ¦ãì 
for expression of opinion ½ã¦ã ¹ãÆ‡ãŠ› ‡ãŠÀ¶ãñ ‡ãñŠ ãäÊã† 
for favourable action ‚ã¶ãì‡ãîŠÊã ‡ãŠãÀÃÌããƒÃ ‡ãñŠ ãäÊã† 
for onward transmission ‚ããØãñ ¼ãñ•ã¶ãñ ‡ãñŠ ãäÊã†  
for perusal and return ªñŒã‡ãŠÀ Êããõ›ã¶ãñ ‡ãñŠ ãäÊã† 
for precedent ¹ãîÌãÃ „ªãÖÀ¥ã ‡ãñŠ ãäÊã† 
from pre-page ãä¹ãœÊãñ ¹ãðÓŸ Ôãñ  
from time to time Ôã½ã¾ã Ôã½ã¾ã ¹ãÀ 
fully paid up ¹ãî¥ãÃ¦ã: ¼ãìØã¦ãã¶ã ‡ãŠÀ ãäª¾ãã Öõ 
funds not available ãä¶ããä£ã „¹ãÊãº£ã ¶ãÖãè Öõ 
give details ãäÌãÔ¦ãð¦ã •ãã¶ã‡ãŠãÀãè ªñâ 
governed by the rules ãä¶ã¾ã½ããñâ ´ãÀã ÍãããäÔã¦ã 
grant of special pay ãäÌãÍãñÓã Ìãñ¦ã¶ã ‡ãŠãè ÔÌããè‡ãŠðãä¦ã 
half yearly return ‚ã£ãÃÌãããäÓãÃ‡ãŠ ãäÌãÌãÀ¥ã 
hard and fast rule ¹ã‡ã‹‡ãŠã ãä¶ã¾ã½ã 
has no comments to make  ‡ãŠãñ ‡ãŠãñƒÃ ãä›¹¹ã¥ããè ¶ãÖãèâ ‡ãŠÀ¶ããè  Öõ 
having regard to                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             £¾ãã¶ã ½ãñâ ÀŒã¦ãñ Öì† 
here after ƒÔã‡ãŠñ ¹ãÍÞãã¦ãá 
here in before ƒÔã½ãñâ ƒÔãÔãñ ¹ãîÌãÃ 
highly objectionable  ‚ã¦¾ãâ¦ã ‚ãã¹ããä¦¦ã•ã¶ã‡ãŠ  
his request be acceded to  „Ôã‡ãŠãè ¹ãÆã©ãÃ¶ãã ÔÌããè‡ãŠãÀ ‡ãŠãè •ãã† 
hold in abeyance ¹ãÆãÔ©ããäØã¦ã ÀŒã¶ãã  
hold lien on post ¹ãª ¹ãÀ ¹ãì¶ãØãÃÆÖ¥ãããä£ã‡ãŠãÀ Öãñ¶ãã 
hold over Ô©ããäØã¦ã ‡ãŠÀ¶ãã 
housing allowance in lieu of rent free quarters ãä¶ã:ÍãìÊ‡ãŠ ‚ããÌããÔã ‡ãŠñ ºãªÊãñ ‚ããÌããÔã ¼ã¦¦ãã 
I agree with 'A' above ½ãõâ „Š¹ãÀ *‡ãŠ *Ôãñ ÔãÖ½ã¦ã Öîâù 
I am desired to say ½ãì¢ãñ ãä¶ãÌãñª¶ã ‡ãŠÀ¶ãñ ‡ãŠñ ãäÊã† ‡ãŠÖã Øã¾ãã Öõ 
I am directed to  ½ãì¢ãñ ãä¶ãªñÍã Öì‚ãã Öõ 
I am to add ½ãì¢ãñ ¾ãÖ ¼ããè ãäÊãŒã¶ãã Öõ  
I am to say ¾ãÖ ‡ãŠÖ¶ãã Öõ ãä‡ãŠ 
I authorise you ½ãõâ ‚ãã¹ã‡ãŠãñ ¹ãÆããä£ã‡ãŠãÀ ªñ¦ãã Öîâù 
I beg to submit ãä¶ãÌãñª¶ã Öõ ãä‡ãŠ 
I fully agree with the office note ‡ãŠã¾ããÃÊã¾ã ‡ãŠãè ãä›¹¹ã¥ããè Ôãñ ½ãõâ ¹ãî¥ãÃ¦ã¾ãã ÔãÖ½ã¦ã Öîâù 
I have been directed to inform you ½ãì¢ãñ ãä¶ãªñÍã Öì‚ãã Öõ ãä‡ãŠ ½ãõâ ‚ãã¹ã‡ãŠñã ÔãîãäÞã¦ã ‡ãŠÁâù 
I have the honour to say ÔããªÀ ãä¶ãÌãñª¶ã Öõ 
illegal transaction ‚ãÌãõ£ã Ôããõªñ 
in abeyance ¹ãÆãÔ©ããäØã¦ã 



in absence of information ÔãîÞã¶ãã ‡ãŠñ ‚ã¼ããÌã ½ãñâ 
in accordance with ‡ãŠñ ‚ã¶ãìÔããÀ 
in  addition  to ‡ãŠñ ‚ããä¦ããäÀ‡ã‹¦ã 
in advance ¹ãÖÊãñ Ôãñ 
in anticipation of ‡ãŠãè ¹ãÆ¦¾ããÍãã ½ãñâ 
in as much as •ãÖãâ ¦ã‡ãŠ ãä‡ãŠ 
in compliance with ‡ãŠã ¹ããÊã¶ã ‡ãŠÀ¦ãñ Öì† 
in confirmation of ‡ãŠãè ¹ãìãäÓ› ½ãñâ 
in connection with ‡ãŠñ Ôãâºãâ£ã ½ãñâ 
in consequence of ‡ãŠñ ¹ããäÀ¥ãã½ãÔÌãÁ¹ã  
in consideration of ‡ãŠãñ £¾ãã¶ã ½ãñâ ÀŒã¦ãñ Öì†  
in consultation with Ôãñ ¹ãÀã½ãÍãÃ ‡ãŠÀ‡ãŠñ 
in continuation of ‡ãŠñ ãäÔãÊããäÔãÊãñ ½ãñâ 
in contravention of ‡ãŠã „ÊÊãâ£ã¶ã ‡ãŠÀ¦ãñ Öì† 
in course of ‡ãŠã½ã ‡ãŠñ ªãõÀã¶ã 
in course of discussion ÞãÞããÃ ‡ãŠñ ªãõÀã¶ã 
in course of time ¾ã©ããÔã½ã¾ã 
in default of ‡ãŠñ ‚ã¼ããÌã ½ãñâ, ¶ã ‡ãŠÀ¶ãñ ¹ãÀ  
in discharge of duties ‡ãŠ¦¦ãÃÌ¾ã ¹ããÊã¶ã  ½ãñâ 
in due course ¾ã©ããÌããä£ã 
in duplicate ªãñ ¹ãÆãä¦ã¾ããñâ ½ãñâ 
in excess of Ôãñ ‚ããä£ã‡ãŠ 
in fact ÌããÔ¦ãÌã ½ãñâ 
in favour of ‡ãŠñ ¹ãàã ½ãñâ 
in force ÊããØãî 
in keeping with ‡ãŠñ ‚ã¶ãìÁ¹ã 
in lieu of ‡ãŠñ ºãªÊãñ ½ãñâ 
in lump sum ƒ‡ãŠ½ãìÍ¦ã 
in modification of ‡ãŠã ‚ããÍããñ£ã¶ã ‡ãŠÀ¦ãñ Öì† 
in order Ì¾ãÌããäÔ©ã¦ã ‡ãÆŠ½ã Ôãñ  
in order of merit Øãì¥ãã¶ãì‡ãÆŠ½ã Ôãñ 
in order of priority ¹ãÆã©ããä½ã‡ãŠ¦ãã ‡ãŠñ ‡ãÆŠ½ã Ôãñ  
in partial modification ‡ãŠã ‚ããâãäÍã‡ãŠ ‚ããÍããñ£ã¶ã ‡ãŠÀ¦ãñ Öì† 
in personal capacity Ìãõ¾ããä‡ã‹¦ã‡ãŠ ÖõãäÔã¾ã¦ã Ôãñ 
in place of ‡ãŠñ Ô©ãã¶ã ½ãñâ 
in practice  Ì¾ãÌãÖãÀ ½ãñâ 
in prescribed manner ãä¶ã£ããÃãäÀ¦ã ¦ãÀãè‡ãŠñ Ôãñ 
in presence of ‡ãŠñ Ôã½ãàã 
in prosecution of ‡ãŠñ ÞãÊãã¶ãñ ½ãñâ, ‡ãŠãè ¹ãîãä¦ãÃ ‡ãŠÀ¶ãñ ½ãñâ 
in public interest Êããñ‡ãŠãäÖ¦ã ½ãñâ 
in pursuance of ‡ãŠñ ‚ã¶ãìÔãÀ¥ã ½ãñâ 
in respect of  ‡ãŠñ ãäÊã† 
in service training ÔãñÌãã‡ãŠãÊããè¶ã ¹ãÆãäÍãàã¥ã 
in so far as •ãÖãâ ¦ã‡ãŠ ‡ãŠãè 
inspection after execution ãä¶ãÓ¹ããª¶ã ‡ãŠñ ºããª ãä¶ãÀãèàã¥ã 
inspection at site ½ããõ‡ãŠñ ¹ãÀ ãä¶ãÀãèàã¥ã 
in spite  of  ‡ãŠñ  ºããÌã•ãîª 
instructions are solicited  ‡ãŠð¹ã¾ãã ‚ã¶ãìªñÍã ªñ¶ãñ ‡ãŠã ‚ã¶ãìØãÆÖ ‡ãŠÀñâ 
in succession ÊãØãã¦ããÀ 
in support of ‡ãŠñ Ôã½ã©ãÃ¶ã ½ãñâ 



inter  alia ‚ã¶¾ã ºãã¦ããñâ ‡ãŠñ Ôãã©ã - Ôãã©ã 
inter se ‚ãã¹ãÔã ½ãñâ , ¹ãÀÔ¹ãÀ 
in the aggregate ‡ãŠìÊã ãä½ãÊãã‡ãŠÀ 
in the capacity of ‡ãŠãè ÖõãäÔã¾ã¦ã Ôãñ 
in the case of ‡ãŠñ ãäÌãÓã¾ã ½ãñâ 
in the circumstances of  ‡ãŠãè ¹ããäÀãäÔ©ããä¦ã¾ããñâ ½ãñâ  
in the course of  ‡ãŠñ ªãõÀã¶ã 
in the course of action ‡ãŠãÀÃÌããƒÃ ‡ãŠñ ªãõÀã¶ã 
in the event of  ‡ãŠãè ‚ãÌãÔ©ãã ½ãñâ 
in the first instance  ¹ãÆ©ã½ã¦ã: 
in the interest of  ‡ãŠñ ãäÖ¦ã ½ãñâ 
in the light of ‡ãŠãñ £¾ãã¶ã ½ãñâ ÀŒã¦ãñ Öì† 
in theory   ãäÔã®ãâ¦ã Á¹ã ½ãñâ 
in the prescribed manner ãä¶ã£ããÃãäÀ¦ã ¤âØã Ôãñ, ãä¶ã£ããÃãäÀ¦ã Àãèãä¦ã Ôãñ 
in the  presence of ‡ãŠñ Ôã½ãàã, ‡ãŠñ Ôãã½ã¶ãñ, ‡ãŠãè „¹ããäÔ©ããä¦ã ½ãñâ 
in this behalf ƒÔã Ôãâºãâ£ã ½ãñâ, ƒÔã ãäÌãÓã¾ã ½ãñâ 
in toto Ôãâ¹ãî¥ãÃ¦ã: , ¹ãîÀãè ¦ãÀÖ Ôãñ 
in view of ‡ãŠñã £¾ãã¶ã Ôãñ ªñŒã¦ãñ Öì† 
inviting your attention to ‡ãŠãè ‚ããñÀ ‚ã¹ã¶ãã £¾ãã¶ã ‚ãã‡ãŠãäÓãÃ¦ã ‡ãŠÀ¦ãñ Öì† 
in words and figures Íãºªãñâ ‚ããõÀ ‚ãâ‡ãŠãñ ½ãñâ 
irrespective of  the fact ƒÔã ºãã¦ã ‡ãŠã ãäÌãÞããÀ ãä‡ãŠ† ãäºã¶ãã 
is adjourned sine die ‚ããä¶ããäÍÞã¦ã ‡ãŠãÊã ‡ãŠñ ãäÊã† Ô©ããäØã¦ã 
I shall be obliged  ½ãõâ ‚ã¶ãìØãðÖãè¦ã Öãñ„ŠùØãã  
is hereby informed ‡ãŠãñ ÔãîãäÞã¦ã ãä‡ãŠ¾ãã •ãã¦ãã Öõ 
issue today ‚ãã•ã Öãè •ããÀãè ‡ãŠÀñâ 
it is highly objectionable  ¾ãÖ ºãÖì¦ã Öãè ‚ãã¹ããä¦¦ã•ã¶ã‡ãŠ Öõ 
it is requested ¾ãÖ ãä¶ãÌãñª¶ã Öõ  
it is suggested ¾ãÖ Ôãì¢ããÌã ãäª¾ãã •ãã¦ãã Öõ 
it may further be added ¾ãÖ ¼ããè ºã¦ãã¾ãã •ãã¦ãã Öõ 
just  below Ÿãè‡ãŠ ¶ããèÞãñ 
justification for the proposal ¹ãÆÔ¦ããÌã ‡ãŠã ‚ããõãäÞã¦¾ã  
just now ‚ã¼ããè , ¦ãìÀâ¦ã 
keep in abeyance ¹ãÆãÔ©ããäØã¦ã ÀŒã¶ãã 
keeping in view ‡ãŠãñ £¾ãã¶ã ½ãñâ ÀŒã¦ãñ Öì†  
keep pending Êãâãäºã¦ã ÀŒãã •ãã† 
keep with the file ƒÔãñ ãä½ããäÔãÊã ‡ãŠñ Ôãã©ã ÀãäŒã† 
knowingly and unlawfully •ãã¶ãºãî¢ã ‡ãŠÀ ‚ããõÀ ‚ãÌãõ£ã Á¹ã ½ãñâ 
laid down in ½ãñâ ãä¶ã£ããÃãäÀ¦ã 
laid on the table Ôã¼ãã ¹ã›Êã ¹ãÀ ÀŒãã 
latest by ‚ããä£ã‡ãŠ Ôãñ ‚ããä£ã‡ãŠ 
lay down ãä¶ã£ããÃãäÀ¦ã ‡ãŠÀ¶ãã 
leave not due  ‚ãªñ¾ã œì›á›ãè 
leave not earned ‚ã¶ããä•ãÃ¦ã œì›á›ãè 
leave of absence ‚ã¶ãì¹ããäÔ©ããä¦ã ‡ãŠãè ‚ã¶ãì½ããä¦ã 
leave on average pay ‚ããõÔã¦ã Ìãñ¦ã¶ã  œì›á›ãè 
leave on half average pay ‚ã£ãÃ ‚ããõÔã¦ã Ìãñ¦ã¶ã œì›á›ãè 
leave on medical ground ãäÞããä‡ãŠ¦Ôãã ‚ãã£ããÀ ¹ãÀ œì›á›ãè 
line of action ‡ãŠãÀÃÌããƒÃ ‡ãŠãè ãäªÍãã 
lowest price  ãä¶ã½¶ã¦ã½ã ½ãîÊ¾ã 
made to order  ‚ããªñÍãã¶ãìÔããÀ ãä¶ããä½ãÃ¦ã 



matter is under consideration  ½ãã½ãÊãã ãäÌãÞããÀã£ããè¶ã Öõ  
matter of fact ¦ã©¾ã ‡ãŠãè ºãã¦ã 
may be considered ãäÌãÞããÀ ãä‡ãŠ¾ãã •ãã† 
may be excused àã½ãã ãä‡ãŠ¾ãã •ãã† 
may be filed ¹ãŠãƒÊã ‡ãŠÀ ãäª¾ãã •ãã† 
may be informed accordingly ¦ãª¶ãìÔããÀ ÔãîãäÞã¦ã ‡ãŠÀ ãäª¾ãã •ãã† 
may be obtained ¹ãÆã¹¦ã ãä‡ãŠ¾ãã •ãã†  
may be passed for payment ¼ãìØã¦ãã¶ã ‡ãŠñ ãäÊã† ¹ããÔã ‡ãŠÀñâ 
may be permitted  ‚ã¶ãì½ããä¦ã ªãè •ãã† 
may be regretted Œãñª ¹ãÆ‡ãŠ› ãä‡ãŠ¾ãã •ã† 
may be requested to clarify Ôãñ Ô¹ãÓ›ãè‡ãŠÀ¥ã ‡ãŠãè ¹ãÆã©ãÃ¶ãã ‡ãŠÀñâ 
may be treated as urgent ‡ãŠã½ã Öãñ •ãã¶ãñ ¹ãÀ Êããõ›ã ªñâ 
may deem necessary ‚ããÌãÍ¾ã‡ãŠ Ôã½ã¢ãñâ 
may please see ‡ãŠð¹ã¾ãã ªñŒãñâ 
mentioned above „¹ã¾ãìÃ‡ã‹¦ã 
necessary steps should be taken ‚ããÌãÍ¾ã‡ãŠ ‡ãŠãÀÃÌããƒÃ ‡ãŠãè •ãã† 
needful done ‚ããÌãÍ¾ã‡ãŠ ‡ãŠãÀÃÌããƒÃ ‡ãŠãè •ãã Þãì‡ãŠãè Öõ 
needs no comment ãä›¹¹ã¥ããè ‡ãŠãè ‚ããÌãÍ¾ã‡ãŠ¦ãã ¶ãÖãèâ 
no action required  ‡ãŠãñƒÃ ‡ãŠãÀÃÌããƒÃ ¶ãÖãèâ , ãä‡ãŠÔããè ‡ãŠãÀÃÌããƒÃ ‡ãŠãè ‚ããÌãÍ¾ã‡ãŠ¦ãã ¶ãÖãèâ 
no demand certificate ºãñÌãã‡ãŠãè ¹ãÆ½ãã¥ã ¹ã¨ã 
no instructions ‡ãŠãñƒÃ ‚ã¶ãìªñÍã ¶ãÖãèâ 
no objection certificate ‚ã¶ãã¹ããä¦¦ã ¹ãÆ½ãã¥ã - ¹ã¨ã 
no reference is coming ãä¹ãœÊãã Ôãâª¼ãÃ ¶ãÖãèâ ãä½ãÊã ÀÖã Öõ 
nota bene (N.B.) £¾ãã¶ã ªñâ, ãä›¹¹ã¥ããè 
not transferable  ‚ãÖÔ¦ããâ¦ãÀ¥ããè¾ã 
on account of ‡ãŠñ ‡ãŠãÀ¥ã 
on demand ½ããâùØã¶ãñ ¹ãÀ 
on duty ¡á¿îã›ãè ¹ãÀ 
on grounds of ‡ãŠñ ‚ãã£ããÀ ¹ãÀ 
on hire purchase basis ¼ããü¡ã-‡ãÆŠ¾ã ‚ãã£ããÀ ¹ãÀ 
on medical ground ‚ãÔÌãÔ©ã¦ãã ‡ãŠñ ‡ãŠãÀ¥ã 
on merits Øãì¥ããÌãØãì¥ã ‡ãŠñ ‚ãã£ããÀ ¹ãÀ 
on no account ãä‡ãŠÔããè ¼ããè ‚ãÌãÔ©ãã ½ãñâ ¶ãÖãèâ 
on or about ‡ãŠãñ ¾ãã „Ôã‡ãŠñ ‚ããÔã¹ããÔã 
on or after the day „Ôã ãäª¶ã ¾ãã „Ôã‡ãŠñ ¹ãÍÞãã¦ãá 
on probation ¹ããäÀÌããèàãã£ããè¶ã 
on receipt of  ‡ãŠñ ãä½ãÊã¶ãñ ¹ãÀ 
on special duty ãäÌãÍãñÓã ¡á¿ãì›ãè ¹ãÀ 
on temporary  basis ‚ãÔ©ãã¾ããè ‚ãã£ããÀ ¹ãÀ 
on the advice of ‡ãŠãè ÔãÊããÖ ¹ãÀ 
on the contrary ƒÔã‡ãŠñ ¹ãÆãä¦ã‡ãŠîÊã 
order communicated ‚ããªñÍã ¼ãñ•ã ãäª¾ãã Øã¾ãã 
order may be issued ‚ããªñÍã •ããÀãè ‡ãŠÀ ãäª¾ãã •ãã† 
orders are solicited ‡ãŠð¹ã¾ãã ‚ããªñÍã ªñâ 
out of date ¹ãìÀã¶ãã,Øã¦ããÌããä£ã‡ãŠ 
out of stock Ô›ãù‡ãŠ ½ãñâ ¶ãÖãèâ 
out of turn ãäºã¶ã ºããÀãè 
please discuss ‡ãŠð¹ã¾ãã ÞãÞããÃ ‡ãŠÀñâ 
please sign in Hindi ãäÖâªãè ½ãñâ ÖÔ¦ããàãÀ ‡ãŠÀñâ 
please speak  ‡ãŠð¹ã¾ãã ºãã¦ã ‡ãŠÀñâ 



please use Hindi in correspondence ‡ãŠð¹ã¾ãã ¹ã¨ããÞããÀ ½ãñâ ãäÖâªãè ‡ãŠã ¹ãÆ¾ããñØã ‡ãŠÀñâ 
preceding notes ¹ãîÌãÃÌã¦ããèÃ ãä›¹¹ã¥ããè 
pros and cons  ¹ãàã - ãäÌã¹ãàã 
put up ¹ãÆÔ¦ãì¦ã ‡ãŠÀñâ 
put up for verification Ôã¦¾ãã¹ã¶ã ‡ãŠñ ãäÊã† ¹ãÆÔ¦ãì¦ã ‡ãŠÀñâ 
question does not arise ¹ãÆÍ¶ã ¶ãÖãèâ „Ÿ¦ãã 
quoted below ¶ããèÞãñ „ªá£ãð¦ã 
reference is invited to ‡ãŠãñ ªñŒã¶ãñ ‡ãŠã ‡ãŠÓ› ‡ãŠÀñâ 
referred to above „¹ããäÀãä¶ããäªÃÓ› 
relevant papers be put up Ôãâºãâãä£ã¦ã ‡ãŠãØã•ã ¹ã¨ã ¹ãÆÔ¦ãì¦ã ãä‡ãŠ† •ãã†â 
reluctant to do ‡ãŠÀ¶ãñ ‡ãŠãñ ‚ããä¶ãÞœì‡ãŠ 
remain in force ÊããØãî ÀÖ¶ãã , ¹ãÆÌãð¦¦ã Öãñ¶ãã 
reminder may be sent  ‚ã¶ãìÔ½ããÀ‡ãŠ ¼ãñ•ãã •ãã† 
return of file may kindly be expedited ‡ãŠð¹ã¾ãã ãä½ããäÔãÊã / ¹ãŠãƒÊã ÍããèÜãÆ Ìãã¹ãÔã ‡ãŠÀñâ 
return of the file may be awaited ãä½ããäÔãÊã/ ¹ãŠãƒÊã ‡ãŠãè ¹ãÆ¦ããèàãã ‡ãŠãè •ãã† 
sanctioned as proposed ¾ã©ãã¹ãÆÔ¦ãããäÌã¦ã ÔãâÔÌããè‡ãŠð¦ã 
sanction is hereby accorded to ƒÔã‡ãŠñ ´ãÀã ½ãâ•ãîÀãè ªãè •ãã¦ããè Öõ 
seen and returned ªñŒã ‡ãŠÀ Ìãã¹ãÔã ãä‡ãŠ¾ãã •ãã¦ãã Öõ 
seen , thanks ªñŒã ãäÊã¾ãã , £ã¶¾ãÌããª 
side by side Ôãã©ã- Ôãã©ã 
signed ,sealed and delivered ÖÔ¦ããàããäÀ¦ã ,½ãìÖÀºãâª ‚ããõÀ Ôãì¹ãìªÃ ãä‡ãŠ† 
so called ¦ã©ãã‡ãŠãä©ã¦ã 
so far as possible ¾ã©ããÔãâ¼ãÌã 
so far as practicable ¾ã©ããÔãã£¾ã 
steps may be taken ‡ãŠª½ã „Ÿã† •ãã†âù 
strike off the name ¶ãã½ã ‡ãŠã› ªñ¶ãã 
subject to approval ºãÍã¦ãñÃ ‡ãŠãè ‚ã¶ãì½ããñª¶ã ¹ãÆã¹¦ã Öãñ 
subject to the condition that ƒÔã Íã¦ãÃ ¹ãÀ ãä‡ãŠ 
submitted for information ÔãîÞã¶ãã©ãÃ ¹ãÆÔ¦ãì¦ã 
submitted for perusal ‚ãÌãÊããñ‡ãŠ¶ãã©ãÃ ¹ãÆÔ¦ãì¦ã 
take for granted ½ãã¶ã Êãñ¶ãã , ½ãã¶ã ‡ãŠÀ ÞãÊã¶ãã 
take over charge Êãñ Êãñ¶ãã , ‡ãŠã¾ãÃ¼ããÀ Ôãâ¼ããÊã¶ãã 
then and there ¦ã¦‡ãŠãÊã ÌãÖãèâ 
the proposal is quite in order ¾ãÖ ¹ãÆÔ¦ããÌã ãäºãÊ‡ãŠìÊã ãä¶ã¾ã½ãã¶ãì‡ãŠîÊã Öõ 
the required papers are placed below ‚ã¹ãñãäàã¦ã ‡ãŠãØã•ã - ¹ã¨ã ¶ããèÞãñ ÀŒãñ Öõ 
this is to certify ¹ãÆ½ãããä¥ã¦ã ãä‡ãŠ¾ãã •ãã¦ãã Öõ  
through proper channel  „ãäÞã¦ã ½ãã£¾ã½ã Ôãñ 
till further orders  ‚ãØãÊãñ ‚ããªñÍã Öãñ¶ãñ ¦ã‡ãŠ 
to adjourn sine die ‚ããä¶ããäÍÞã¦ã ‡ãŠãÊã ‡ãŠñ ãäÊã† Ô©ããäØã¦ã ‡ãŠÀ¶ãã 
to comply with ‚ã¶ãì¹ããÊã¶ã ‡ãŠÀ¶ãã 
to impose fine •ãì½ããÃ¶ãã ‡ãŠÀ¶ãã 
to impose restriction ¹ããºãâªãè ÊãØãã¶ãã, ¹ãÆãä¦ãºãâ£ã ÊãØãã¶ãã 
to initiate action ‡ãŠãÀÃÌããƒÃ ‚ããÀâ¼ã ‡ãŠÀ¶ãã 
to put in abeyance ¹ãÆãÔ©ããäØã¦ã ‡ãŠÀ¶ãã 
to take initiative Ôãî¨ã¹ãã¦ã ‡ãŠÀ¶ãã 
to the best of knowledge and belief •ãÖãâ ¦ã‡ãŠ ¹ã¦ãã Öõ ‚ããõÀ ãäÌãÍÌããÔã Öõ 
to the contrary ƒÔã‡ãŠñ ãäÌã¹ãÀãè¦ã ,ƒÔã‡ãŠñ ¹ãÆãä¦ã‡ãŠîÊã 
under consideration ãäÌãÞããÀã£ããèã¶ã 
under dispute ãäÌãÌããªØãÆÔ¦ã 
under his signature and seal „¶ã‡ãŠñ ÖÔ¦ããàãÀ †Ìãâ ½ãìÖÀ ÔããäÖ¦ã 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

under mentioned ãä¶ã½¶ããäÊããäŒã¦ã 
up to date  ‚ã²ã¦ã¶ã 
up to the mark Ô¦ãÀãè¾ã 
urgently required ‚ããäÌãÊãâºã ÞãããäÖ†,¦ãìÀâ¦ã ÞãããäÖ† 
valedictory address Ôã½ãã¹ã¶ã ¼ããÓã¥ã , ãäÌãªãƒÃ ¼ããÓã¥ã 
verified and found correct ¹ãü¡¦ããÊã ‡ãŠãè ‚ããõÀ Ÿãè‡ãŠ ¹ãã¾ãã 
vide letter no. ¹ã¨ããâ‡ãŠ ªñãäŒã† 
waiting list may be renewed ¹ãÆ¦ããèàãã ÔãîÞããè ‡ãŠãñ ¶ãÌããè‡ãŠð¦ã ãä‡ãŠ¾ãã •ãã† 
we are not concerned with this ƒÔã‡ãŠã Ö½ãÔãñ Ôãâºãâ£ã ¶ãÖãèâ 
whichever is earlier •ããñ ¼ããè ¹ãÖÊãñ Öãñ 
will you please state ‡ãŠð¹ã¾ãã ºã¦ãã†â 
with a view to ‡ãŠãè ªðãäÓ› Ôãñ 
with concurrence of ‡ãŠãè ÔãÖ½ããä¦ã Ôãñ 
with due regard to ‡ãŠãñ Ôã½¾ã‡ãŠ £¾ãã¶ã ½ãñâ ÀŒã¦ãñ Öì† 
with effect from Ôãñ ¹ãÆ¼ããÌããè 
with full particulars ¹ãîÀñ º¾ããõÀñ ÔããäÖ¦ã 
without any further reference ãäºã¶ãã ãä‡ãŠÔããè ‚ããõÀ ¹ãÀã½ãÍãÃ ‡ãŠñ 
without delay ‚ããäÌãÊãâºã 
without fail ãäºã¶ãã Þãî‡ãŠ 
with reference to ‡ãŠñ Ôãâºãâ£ã ½ãñâ , ‡ãŠñ ¹ãÆÔãâØã ½ãñâ, ‡ãŠñ ãäÔãÊããäÔãÊãñ ½ãñâ 
with regards ÔããªÀ 
with regard to ‡ãŠñ ºããÀñ ½ãñâ, ‡ãŠñ Ôãâºãâ£ã ½ãñâ 
with respect to ‡ãŠñ Ôãâºãâ£ã ½ãñâ 
you are hereby authorised to ‚ãã¹ã‡ãŠãñ ƒÔã‡ãŠñ ´ãÀã ¾ãÖ ¹ãÆããä£ã‡ãŠãÀãè ãäª¾ãã •ãã¦ãã Öõ 
you may kindly report for duty on ‡ãŠð¹ã¾ãã ‚ãã¹ã .......  ‡ãŠãñ ¡á¿ãî›ãè ¹ãÀ •ãã†âù  
you may take necessary action ‚ãã¹ã ¦ãª¶ãìÔããÀ ‚ããÌãÍ¾ã‡ãŠ ‡ãŠãÀÃÌããƒÃ ‡ãŠÀñâ 
yours faithfully ¼ãÌãªãè¾ã, ¼ãÌãªãè¾ãã 
Yours truly ‚ãã¹ã‡ãŠã, ¼ãÌãªãè¾ãã 
yours  sincerely ‚ãã¹ã‡ãŠã,¼ãÌãªãè¾ãã 


