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, ^_Of‘ qcpo \bmk \k ^q( dYgM*cc^m\ arcg*ccm " nmiJHkf ./.z <
- bclBcc!cc n^*c^m6] ,41. jAcc jLa$hcj ,421 ]kY [mc( p( ^m6] <
. bc!Pwa^j \c ,41+ \c ncfk$c <
/ bclBcc!cc arFjcg ,413 <
0 bclBcc!cc \c6cTOg6m d^]^j \c gc^!cT\ d]6 (gY \c6T|]
1 ^_Of‘ ar^$csc)c ncMb arckLdc_m

     0AAM  R7AS
              /0  nY\

, ^_Of‘ Bcc!cc \‘ ar\X^j
- ^_Of‘ gc?6 bhmc dk d@[% ^m6] ncMb em\c nYprkl‘ gc?6 bhmc dk jiqmcL]\ n*66m#^g$ck!c 5a
 dk ^qYpV ghmV ^|6cV ^g$ck!c)c ]kY ncmk gcqk a^bgjTm <
. ^_Of‘ *g^m ^gEcm#^_Of‘ g)cT]cqcV Fgb (gY I6Ylm \k gp‘T\b)c \k nc*ccb yFAccm (gY ar6Lmz
/ *g^m a^bgjTm \k \cb)c
0 *g^m a^bgjTm \‘ ^f$cc(QY
1 ^_Of‘ ]kY FgbV [qc:ccjV 6^j (gY q6 dk nAcT a^bgjTm <

<JCH6$A
 , ac=v6|] ]kY ^m*ccT^bj arL6k\ UcYG ]kY dk hcb#hcb f‘:cT ar$m aoHk lc(Ypk< ^lm]kY
  dk ab‘sccAc‘T \ck fck#fck ar$m \c eLjb fkmc ncg$6\ _ckpc< arL6k\ ar$m \k ^q(
  ,- nY\ ^m*ccT^bj _MY < aobc ar$m /3 nY\ \c _ckpc <
 - aobk ac=v6\r] ]kY \ckZT fd q:cLojb‘ ar$m aoHk lc(Ypk  ̂lm]kY dk ab‘sccAc‘T
  \ck ,0+ $c>fckY ]kY ^\O_‘Y H" ar$mckY \c eLjb fkmc _ckpc < arL6k\ ar$m
  0 nY\ \c _ckpc < aobc ar$m .+ nY\ \c _ckpc <
 . aobk ac=v6\r] ]kY dk [cb_ n^mgc6T gFji^m!= ar$m aoHk lc(Ypk < arL6k\ ar$m
  (\#(\ nY\ \c _ckpc < aobc ar$m ,- nY\ \c _ckpc <
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, bclBcc!cc n^*c^m6]#n^Ucq Bccbj‘6 ^_Of‘ dYFAcc dY:c ./V \ckbqc ]cpTV mZT ^fSq‘#,,+++-
- dY:c \‘ bclBcc!cc#dY+ _^b [c[o lpOmcAcV \kOfr‘6 d^hgcq6 a^b!cf dbcklm‘ mpbV mZT
 ^fSq‘#,,+++-
. nc*ci^m\ ^_Of‘ I6c\b)c ncMb bhmc GcQ+ gcdifkg mYfm ardcfV Bccbj‘ BcgmV =c\ibgcG’‘ bckG’V
 aPmc#3++++.
/ nJH‘ ^_Of‘#GcQ+ bc]hOfr g]cTV qck\ Bccbj‘ ar\c$cmV Zqc_c[cf <
0 ]cm\ ^_Of‘ \c dYbhmcL]\ Bcc!cc ^gEcm#nck] ar\c$c BccbuclV nc6T [i\ ^GackV mZT ^fSq‘<
1 ^_Of‘ Bcc!cc " dYbhmc (gY ar6ckp#GcQ+ e]k$c hOfr ^]DV dc^_L6 bLmcq6V .2;0+V \cmaib <
2 fkgmcpb‘#fkg‘ $cY\b ^ugkf‘V arBccbj ar\c$cmV \i5sck8c ^g$g^gtcq6V \i5sck8c <
3 ar$ccd^m\ ^_Of‘#GcQ+ bc] ar\c$c (gY GcQ+ ^fmk$c \i]cb piCjV bc*cc \X!)c ar\c$cmV mZT ^fSq‘ <
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   , nmigcf " a^bBcc!cc (gY ar\X^j
   -   nmigcf \k ar\cb " $c>fcmigcf (gY BccgcmigcfV ao)ccTmigcf (gY 5]cmigcf
   .   nmigcf \c ]_Lg
   /   nJHk nmigcf \k pi)c                                                 -0 nY\
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   ,   ac^bBcc^!c\ $c>fcgq‘ " a^bBcc!cc (gY ar\X^j
   -   ac^bBcc^!c\ $c>fcgq‘ \k ^m]cT)c \k ^m6] (gY ^d%cOj                      -+ nY\

                                 R7A’2 MS

        db\cb‘ fxjbckYV ]Y8ccq6ckYV [MY\ckYV ^mp]ckYV \@a^m6ckYV ea|]ckYV bkqgk (gY ^g]cm dkgc jAcc \cmom‘ sck8c
  ]kY ar6i?j _ckmk gcqk ac^bBcc^!c\ $c>fckY (gY gc?6cY$cckY \c nmigcf <                       -0 nY\
                                 R7A’2 -AS

        db\cb‘ a8cckY#nmiF]cb\V a^ba8cV n*cTdb\cb‘ a8cV ncfk$cV aX!=cY\mV EcamV acgj‘V arkd ^gE^CjV
  ^m^gfc dohmcV ^b?j FAccmckY \k ^q( ^gEcamV ar^jgkfm jAcc [MZ\ \‘ \c6Tgc_‘ \c arc5a)c
                    -+  nY\
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, Uc)G &\& ]kY ^m*ccT^bj ac=v6|] ]kY dk j‘m f‘:cT ar$m aoHk lc(Ypk ^lm]kY dk ab‘sccAc‘T \ck ^\O_‘Y fck
 \c eLjb fkmc _ckpc < arL6k\ ar$m \k ^q( fd nY\ ^m*ccT^bj _MY < aobc ar$m -+ nY\ \c _ckpc <
- Uc)G &Uc& ]kY ^m*ccT^bj ac=v6|] ]kY dk fck f‘:cT ar$m aoHk lc(Ypk ^lm]kY dk ab‘scccA‘cT \ck ^\d‘ (\
 ar$m \c eLjb fkmc _ckpc < 6_ ar$m ,+ nY\ \c _ckpc <
. Uc)G &\& jAcc &Uc& ]kY ^m*ccT^bj ac=v6|] ]kY dk \ckZT acQYh q:coLjb‘ ar$m aoHk lc(Ypk ^lm]kY dk
 ab‘sccAc‘T \ck Uc)G &\& ]kY dk (\ jAcc Uc)G &Uc& ]kY dk fck nAccTj \iq j‘m ar$mckY \k eLjb fkmc
 _ckpc < arL6k\ ar$m \k ^q( 0 nY\ ^m*ccT^bj _MY < aobc ar$m ,0 nY\ \c _ckpc <
/ Uc)G &p& ]kY ^m*ccT^bj ac^bBcc^!c\ $c>fcgq‘ ]kY dk \ckZT -+ $c>f aoHk lc(Ypk ^lm]kY dk ab‘sccAc‘T \ck



 ,0 $c>fckY \c ^_Yf‘ nmigcf \bmc _ckpc < 6_ ar$m ,0 nY\ \c _ckpc <  Zd‘ ar\cb fodbc ar$m
 ac^bBcc^!c\ gc?6cY$c dk dY[Y^*cj _ckpc ncMb ab‘sccAc‘T \ck ^m*ccT̂ bj gc?6cY$cckY ]kY dk -+ gc?6cY$c ^f(
 lc(Ypk ^lm]kYk dk edk ^\O_‘Y ,+ gc?6cY$cckY \c ^_Of‘ nmigcf \bmc _ckpc < 6_ ar$m ,+ nY\ \c
 _ckpc <
0 Uc)G &:c& ]kY dk \ckZT hcb db\cb‘ a8c ^f( lc(Ypk ^lm]kY dk ab‘sccAc‘T \ck ^\O_‘Y fck \c arc5a jM6cb
 \bmc  _ckpc < arL6k\ ar$m \k ^q( ,+ nY\ ^m*ccT^bj _MY < aobc ar$m -+ nY\ \c _ckpc <
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, nmigcf ^gEcm " GcQ+ BcckqcmcAc ^jgcb‘V $c>f\cbV pi5 nYpf mpbV ^fSq‘ <
- nmigcf [ck*c " dY+ GcQ+ pcp‘T piCjV Bccbj‘6 nmigcf a^b!cfV ^fSq‘ <
. nmigcf " ng*ccb)cc ncMb ar6ckp#hOfrBccm bcbgjV mk$cmq a^>q^$cYp _cedV mZT ^fSq‘ <
/ nmigcf ar^|6c#GcQ+ b‘jc bcm‘ acq‘gcq <
0 ^PCa)cV arc5a)c (gY aroK a=m#nck] ar\c$c ^dY_qV a‘jc@[b _c{dV ^fSq‘ <
1 arcqkUcm arc5a#^$cg mcbc6)c hjigkTf‘V arBccj ar\c$cmV mZT ^fSq‘ <
2 ^_Of‘ ncqkUcm (gY ^PCa)c#nck] ar\c$c $c]cTV dO]cpTV ar\c$cm mZT ^fSq‘ <

nYprkl‘ ^_Of‘ gc?6cY$c jAcc ac^bBcc^!c\ $c>f
      1 Above mentioned ea6iT?j
      2 Accord sanction Fg‘\X̂ j f‘ lc(
      3 Acceptance is awaited Fg‘\X̂ j \‘ arj‘scc _M
      4 Accepted on trail Basis ab‘sc)c \k nc*ccb ab Fg‘\Xj
      5 Acknowledgement may be obtained Zd\‘ acgj‘ ]cYp‘ lc(
      6 Action may be taken as Proposed 6AccarFjc^gj \c6Tgc_‘ \‘ lc(
      7 Action is required to be taken early $c‘:cr \c6Tgc_‘ nak^scj _M
      8  Actual expences incurred may be paid gcFj^g\ UchT \c Bcipjcm ^\6c lc(
      9  Accede to his request ed\‘ arcAcTmc Fg‘\cb \bkY
     10  Act of omission and comission Bcoq ho\ qkm‘ fkm‘
     11  Adjourned sine die n^m^$hj \cq \k ^q( FAc^pj
     12  Advice accordingly jfvmidcb do^hj \bkY
      13  All concerned to note dY[Y^*cj I6^?j *6cm ]kY bUckY
      14       Appear for interview dcsccL\cb \k ^q( ea^FAcj _ckZ(
      15       Approved as proposed 6Acc arFjc^gj nmi]ck̂ fj
      16       Arrangement may be made I6gFAcc \‘ lc(
      17       As directed 6Acc ^mfkT^$cj

18 As desired 6Acc gcŶ Hj
19 As modified 6Acc a^b!\Xj;dY$cck̂ *cj
20 Alteration in draft arc5a ]kY a^bgjTm
21 As per list enclosed dYqRm doh‘ \k nmidcb



22 Attention is invited to \‘ nckb *6cm nc\^!cTj ^\6c lcjc _M
23 Background of the case ]c]qk \‘ aX!=Bcô ]
24 Before issue lcb‘ \bmk dk aogT
25 Baised opinon ascacjao)cT ]j
26 Break in service due to bad conduct fiI6Tg_cb \k \cb)c dkgc\cq BcYp
27 By return of post qcMPj‘ Gc\ dk
28 By authority of \k n^*c\cb dk
29 Budget provision exists [lP ]kY I6gFAcc _M
30 Bill outstanding [\c6c ^[q
31 Case ia closed now ar\b)c \k dY[Y*c ]kY \c6Tgc_‘ d]cCj
32 Carry out orders ncfk$cckY \c acqm \bkY
33 Cease to have effect narBccg‘ _ckmc
34 Charge handed over \c6TBccb dYBccq ^f6c
35 Condone sc]c \bmc;HoP fkmc
36 Come into force qcpo _ckmc
37 Contempt of court O6c6cq6 ng]cmmc
38 Checked and found correct lcYh \‘ ncMb d_‘ ac6c
39 Decision is awaited ^m)cT6 \‘ arj‘scc _M
40 Delay was unavoidable ^gq@[ na^b_c6T Acc
/, Deemed to be d]9c lc(pc
42 Delay is regretted ^gq@[m \k ^q( Uckf _M
43 Delete the following line m‘hk \‘ aY^?j _Pc fkY
44 Do the needful ncg$6\ \c6Tgc_‘ \bkY
45 Duly signed ^g^*cgj _Fjcscb ^\6c _inc
46 Error is regretted Bcoq \k ^q( Uckf _M
47 Extract should be taken e%b)c ^\6c lcmc hc^_(
48 Explanation may be called for Fa!P‘\b)c ]cYpc lc(
49 Exparte Statement (\asc‘6 [6cm
50 Facilities are available di^g*cc(Y eaq>*c _MY
51 Figures do not tally ncY\G’k ]kq m_‘Y Uccjk
52 For inquiry and report lcYh \ck ar^jgkfm \k ^q(
53 For disposal ^maPcm \k ^q(
54 For favour of orders ncfk$c fkmk \‘ \Xac \bkY
55 Forwarded and recommended nprk^!cj (gY dYFjij
56 Forwarded for ready reference jL\cq dYfBcT \k ^q( ark^!cj
57 Government is of the opinion db\cb \c ]j _M
58 Hard and fast rule a?\c ^m6]
59 Hold in abeyance bck\ bUcmc



60 I am desired to say ]i9k ^mgkfm \bmk \k ^q( \_c p6c _M
61 Incorfirmation of your letters nca\k a8c \‘ ai^!P ]kY
62 Incontravention of \k ^gab‘j
63 Inpursuance of the policy m‘^j \k nmidcb
1/ Issue as modified 6Acca^b!\Xj lcb‘ \‘^l(
10 Item by item ]fgcb
66 Joined duty \c6TBccb pr_)c ^\6c
67 Joining report \c6Tpr_)c ^backPTV dohmc
68 Keep with the file KcZTq \k dcAc fk̂ Uc(
69 Last pay certificate n^Oj] gkjm ar]c)c a8c
70 Lowest Quotation O6omj] Bccg
71 Make interim arrangements nOj^b] ar[O*c \bkY
72 May be kept in view *6cm ]kY bUcc lc(
73 Mentioned against each arL6k\ \k dc]mk ^qUcc _inc
74 Nature of work \c6T Fg5a
75 Naglect of duty \LjTI6 \‘ eakscc
76 No bar \ckZT ar^j[Y*c m_‘Y
77 No objection certificate nmca^Lj ar]c)c a8c
78 Noted please mckP \b ^q6c
79 Not satisfactory dYjck!clm\ m_‘Y
80 Null and void I6AcT ncMb ^\qV argX^j_‘m
81 Obligatory n^mgc6T
82 On temporary basis nFAcc6‘ nc*ccb ab
83 Otherwise action will be taken nO6Acc \c6Tgc_‘ \‘ lc(p‘
84 Office proposes \c6cTq6 \c arFjcg
85 Pay order Bcipjcm ncfk$c
86 Please expedite reply \Xa6c $c‘:cr eLjb fkY
87 Posting order jMmcj‘ ncfk$c
88 Prime facia arAc] fX^!P ]kY
34 Personal attention is required gM6^?j\ *6cm \‘ ncg$6\jc _M
90 Quash the order ncfk$c bfvf \bkY
91 Quick disposal jibOj ^maPcm
92 Returned duly endorse 6Acck^hj 5a dk aX!=cY^\j
93 Remarks adverse ar^j\oq n^Bc6i^?j6cY
94 Subject to approval nmi]ckfm \‘ $cjT ab
95 Terms of reference ^ghcb)c‘6 ^g!c6
96 Under consideration ^ghcbc*c‘m
97 Violaltion of rules ^m6]ckY \c eSqY:cm



98 Will be dealt seriously \=ckbjcaogT\ \c6Tgc_‘ \‘ lc(pc
99 You are authorised to nca\ck n^*c\Xj ^\6c lcjc _M

?A<@0AA<!A: $A.C

1 Absolute Value ^mbaksc ]oS6
2 Account Uccjc
3 Account Head qkUcc $c‘!cT
4 Account Payee ncfcj Uccjc
5 Accumulated Loss dY^hj _c^m
6 Acquit fck!c ]i?j \bmc
7 Adjustment d]c6cklm
8 Assets d@a^Lj6cY
9 Base price O6omj] ]oS6
10 Barter gFji ^g^m]6
11 Bond ar^jEc a8c
12 Bank Lien [MY\ \c a_qc n^*c\cb
13 Borrower W)c\jcT
,/ Bear ]Yf^Gpc
15 Black Market \cqc [clcb
16 Cash certificate m\f‘ ar]c)c a8c
,2 Chest ^jlckb‘
18 Consolidate d]k^\j \bmc
19 Claim fcgc
20 Contract ardY^gfc
21 Custom Permit d‘]c $ciS\ ab^]P
22 Contract of indemnity sc^jao^jT nmi[Y*c
23 Cargo ]cq
24 Contraband ^m^!c% ]cq
25 Cartage 7’iqcZT
26 Defaulter ho\\LjcT
-2 Devaluation ng]oS6m
28 Dear Money fiqBcT ]ifrc
-4 Date of Maturity ao)ccTg^*c ^j^Ac
30 Donee ncfcj
31 Endowment dcg^*c acQ̂ qd‘
32 Excise Duty eLacf\ $ciS\
33 Exchequer bcl\ck!c
34 Free trade ]i?j I6cacb



35 Floating Currency ]i?j ]ifrc
36 Final settlement nY^j] ^maPcbc
37 Face value nY^\j ]oS6
38 Glut n^jao^jT
39 Guarantee arL6cBcô j
/+ Goodwill U6c^j
41 Hundi _i)G‘
42 Hypothecation fX^!P[O*c\
43 Invoice [‘l\
44 Instalment ^\$j
45 Joining time \c6Tpr_)c ng^*c
46 Kite Flying ^mBccg _i)G‘
47 Lead Bank npr)c‘ [MY\
48 (A) Live stock a$ci*cm
49 Lumpsum (\]i$j
0+ Maturity Date a^ba?g ^m^*c
51 Mutilated \PcKPc
52 Mortgage ^pbg‘
53 Monoply (\c^*c\cb
54 Marine Insurance dc]î fr\ [‘]c
55 Nomination mc]cY\m
56 Normal price dc*ccb)c ]oS6
57 Offer arFjcg
58 Outgoing lcg\
59 Pay gkjm;nfc \bkY
60 Panel f)G bc^$c
61 Passanger 6c8c‘
62 Premisory Note 5?\c a8c
63 Petition 6c^h\c
64 Public company dcgTl^m\ \@am‘
65 Plaintiff gcf‘
66 Power sc]jcV n^*c\cb
67 Promoters argjT\
68 Payable fk6
69 Quarterly ^j]c_‘
70 Quotations ^mUcTV ^mgk^fj Bccg fb
71 Query ar$m
72 Receipt acgj‘ ;arc^Cj



73 Recovery gdoq‘
74 Remittance ark̂ !cj *cm
75 Renewal mg‘\b)c
76 Risk Date lck^Uc] ^j^Ac
77 Revival of policy acQ^qd‘ \c aim" qcpo _ckmc
78 Refundable arL6aT)c‘6
79 Reservation Chart ncbsc)c a8c
80 Shipping order mcM#a^bg_m ncfk$c
3, Speculator dPck̂ b6c
82 Subsidy bcN6 d_c6jc
83 Survivor eLjbl‘g‘
84 Surcharge n^*cBccb
85 Tariff ar$ciS\
86 Tax assessment \b ^m*ccTb)c
87 Tape price K‘jcgcgcb
88 Turn over \iq ^[|‘
89 Under taking ea|]
90 Unpaid nfLj
91 Upswing ]oS6ckY ]kY nhcm\ gX^%
92 Vault \sc
93 Worldwide recession ^g$gI6ca‘ ]Yf‘
94 Write off [PvPk UccjkY Gcqmc
95 Weak Bull ^mbc$c jkl^G6c
96 With accident benefit fi:cTPmc qcBc \k dcAc
97 Yeild nc6
98 Yield Tax eal \b
99 Zone  sck8cV ]YGq
100 Zonal Office  sck8c‘6 \c6cTq6


