3Bl 8 YIS UATAR BT AJdIe-I

SIS @) BURE]
80 3
81  TRATGAT

82 URINNG UA & 3AIE Bl ATqeIHal
83 UMD UAT P AT 3R 3da
8.4 URIAMG AT § P AT dTel UHE AT 3R I TG

85 UATR & A= ®Y 3R SPT IJdTa
851 T AT Iih
852 PRI SUH
853 EUA
854 JAI—ARBNI T
855 MRS fewof
856 SR

857 Hhoq
858 HRTAT TSI
859 3
85.10 GRUA

8.5.11 ITFHRD
8.6 W<Ih YTl BT TIIT

8.7 YRR

88 I & fov yed

8.0 Jga¥d

9 §PIS Bl UG & I8 317

o UG YA & IS Bl FaWIhdl & IR H Tl AD;

o TRINING UAl BT AT W URRIT B Fobdl,

o UNMHME YH H BT A dlel UGG IRl Dl S Fabdl; AR
o UM YA @ fAfdy yreul b1 3rare PR T |

8.1 UXdId-r

fUoal @l # oMU yemafe 8 & Wwu iR Ueme  ererael—
el anfe & fawra 4 U ga €| A &, AU I§ A AEhN 1
PR g © (P UKD Jgde H Al gy o b9 UPR fhar S |

39 3PS BT IGaW IMMYDI 3F I1d D AFHNI IRET © b UIIHSG g3
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UHR BT BT 8, SHBT 9T ®T 8IAT 8, S8 [bd UHR & drdl AT qraaien
BT Afp YA BIaT & 3R ST AFD G T 2 | SDIS DI AUIT B
% 9g MY yeaHe wHl # O aRE &1 arag I J8dT §, saw ol
amu yRRI & Ui | uAl @ W iR Sifefdd Sl @ SHeR U
B B IATAT 3T 3P SEIERVN & AIH | TIT 1T HT R aTd |

82 YIS YAl & 3Ifdlc DI JTaTgadhdl

UF, WREHRI HHGTS Bl Ag@yol AIH BIAT & | YIRS wral H AlRdd
AT B qo¢ forRad AT &7 7' ifdd BT 2| safre @i ol e,
e, gae srear He faRea wrem | & Ram oam 21 39 sfe 9
fafr= @ uz forg oI €1 3 95 weafe dmars &1 falRad Raefe 8
2| MATIHAT U R S B I W Ol Whdl 8, SIhlI gdrell fear faar
ST A@HAT B, R S U & w9 H UG [HAT S FhdT | TR
AR & R G & FATe H U 7 dael Tl HaH, IR AT THT b
9 F BH A & dfed T Braf b Tfrefierar g axd 2 |

3Me FEaeEl ¥ uF qa w9 W B # fo don v S 2 9
AT AT B ETIhdT 81 Tsdl | W 3 U S agd ds!
A= H § SRl & HHAIRAl d SIeIRAT I A1 a1 ) b1 g e
TEl © otyar g B § &M o1 $T oI T8l B | 98l UA & Uiy
(draft) Tgel IS # dUR fhy od € &R afs S B # won ®
U Bl AT B O W, SA@T B4l ofdle dRamr Sl B g9
3TATAT, TSTHTST el e & I ER &8 IS8l & WY TEER 4
3R 3USH, QAT ATNI3) BT YANT 3fUferd 8| 89 =l PR b & b Yemafis
BN e H g4 g Refd & Tor 2 21 safoy & 4 forg o3
BT USH 3aTe 3R UGl ¥ ford vz BT fEdl agdrg Argegs el & |

8.3 yumraf® gl @ HET SR Igdrg

WAN 771 e e gaom @ fou for o €1 yemafe uemer
fodl 1 ©9 # B IABT IgeYT BT © — (1) DIy G <A T HIGHT,
(2) forelt i T G wRATL (3) MY AT IR <, (4) fedr A
fav R WREE S 1t (5) @Y S HRaAs @ RUre <A1, 8nfe |

ol d2F I8 © b uemae uA § gEad ue o vEear sl 8, forat
SIEUUTAT G RG] AP BIaT & | 59 Sqavd o Yfd & oY IS ©
% o= 59 37 ¥ for@r SQ & oz U qren Mok, e, e A1 IR
BI I BSAE B FET AR W wY H A G | IS UF BT M S
WY H TE GHSAT S Wb Al 37l b1 el B bl Furer e | o S
T @ 99T IFad w9 Wdd qT e Bl 8, S &4 srarg H
FIEITT 7 TR TR 3 B F91a 5 & | BT orgare | I8 e <
S & S8l 9@ & WP die BIC e, |IW AUl T B AR Sl G el
ST R8I € 98 Ug dlcl bl AHS H WEl WU H 3 MY | HIA AJAED D
fU S & dld—aid gl @I 84 & BIC—BIC &g aradl d dre Ul
3RIIT Tl BT | 3 IR fa@rs usw & s & R ofd 9/ &1 |el




3ref TS # HSATS gWd B & 31Hal &) o 7, R4l argae # BIC
TRl §RT SBT3 TAT FeT 3fef g SMAFT A TAT Sleal Aqsl H o
SITAT 2 | JTJdTG® Bl 39 YBR B BIA 3T B BT YA HIAT A=Y |

3T U S & § b oA dictarel § o Aol o=t & sifyafdd &1 <t
el Bl B, SO9 YA U= @1 dell drpl e B 2 | Ao umt A
IFIYATR®GAT Y& &, STafd yemfe o=l # NuamRaedr axal oIt 8 | If
g1 ol w7 9 o afda &1 fosfl o9 & 3 99 & a1 doase 9
H forar Smar 8 —H 0 A S BT ATTD U,
(@) & foIg 1 3@ I offdbd, TRART dM 9 Bl afea &1 w1 o
R qogeel) U5 | J8T 910 39 w9 § fordl St — S £52] SO
oo s A (@) & forg AST 7 I@T 21 9T &1 Jg AraarRaar
3gare H A1 B W S AR |

UeIe TSl W UG WEldel iR ggudElerd arRien & Rl W |\
g€ % ¢ 8 MY 2| $51 GAE B UAN ¥ oA # oef @ wwedr iR
YR BIIH I ST bl €| b BT deqd I8 Kl b g Big
gaclld W9 B T8l Jfrar fhar €1 FEl ST ARy | Javiedl & gAR

9Sold B Fhdl 8, oifbd STPBT S DR BHT 1RV | I 59 dRg &
TIRT dAT e YANT 3R I8 fbU U gRad=i &1 =i &l S |

YRS TR & 3dAIe B T &I W S dlel B8 Heayol ue

9 UPR € :

1) 3o ¥ ford S Y2 WemNIe U3l & URW a7 3id & 3 AFd w9
YR HR Gb © | I A9 HT U6 (Text) AT BFT WMHIAS
2| o= fawal & o=l & URY IR 3fd & 3 T UHAr el |
<@l T § fb dwE-del 3 e @ B argare # e gl
BT YA fha ST 2 | 39 T § Uhwud! Y81 avd € |

2) & fl o3 H SR & 9T H 9 fINET, SUBH AT FIAST NS BT A
for@r S €, Sl | A 9ol off R@T 2| WeR il & 84 M
WHR gRI wWd FiRa &= fav 1v €| 93 & & argae 4 s«
fFRefRa am &1 & ganr f&ar Ser =nfdy | ergaresd @ Ul IR |
DS I AW e DI IMILIGAT el 2| aRad # fHA R A AT
TR BT SN IMREGR AT & AT ST | IEERT & folg,
‘Ministry of Home Affairs’ IT ‘Ministry of External Affairs’ @& foTg
JAfepd T WHR gRI FeiRa waiy wHe: 8 HFer’ dur faew
HATed €| 3d folu WRTE HATGT YAl E BRI WA qer

JE 9, Ml & AF RO AR, BRIl B SR & folg,
‘Department of Economic Affairs’ % forg Sﬁ‘a’dg_rf Y 2 — e
I fAuTT | S9H ‘Affairs’ ® flU ‘@RI’ 2 &1 YN BT &7 8, SFDI
AT AR |

YImaTe AR
$T Jare-1
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3)

4)

S)

6)

7)

8)

AT AT fMRT &1 M fo@s ¥ 9d ‘Government of India’ 3ferar
‘Government of Bihar/Rajasthan/Madhya Pradesh’ amfe ¥ forar grar
2| YRT WRBR & BTl § ‘Government' & oIV TRBR’ e BT &I
BE NI A& BT YANT BT B | gfeg, N wog 7 59 ugla @
def % SEEZRSHSIN H JTFAIE hRAT 8N | ﬁﬁ HHTA: HXDIR Rsq

BT TANT SRIT 2 |

fIWRT @ 3fA¥d ‘Directorate General’, ‘Directorate’, ‘Inspectorate’ 3T
B 2 ‘Inspectorate’ & forr Seomey sg & Ta § R By
®fSATg T8l 8Rf, XY Directorate’ & Hdg H YUid: Ybwudl ol © |
ARA WRAR TAT ARBIY 9l H Director’ & fov feera,
‘Directorate’ & fou ‘feemerd’ 3R ‘Directorate General & foru
AR’ & YANT BT & 3R Yoheudl @l e 3 Jd9 3qaT o
TIART BT A1V | 78 Q¥ UG HAeRTE SHET 3MUdlS = | 98l ‘Director’
& forg Harerd’ @ TAT ‘Directorate’ @ oIy HATIET oeq U
BT 2| oifthd, 3RY BT BT TSIV TR Dl ATLI ST 8T |

= fSTAd! WIS fBar ST 8T © SHal M, UeH 3Mfe foret & gd
To' foRgT @I TRURT RET 2| d9 98 URURT 39 dN—dR FHS Bl oIl
eI T SfEl IfSH Uy H To' foram o <@ ', 98 B orgae #
[ar H' fergr Sfea s, ufar ar ufaser § A fod | feg afe o3 w®
BXRIIER PR dlel JATDNT Bl 3TUE 8l fb gR weg &l JANT fbar 9y
Tl gdTa® BT TGIAR BRAT 81 BT |

I A g Sy, ST A1 AR BT YRR fHAT ST 8| STt dared
Ifqd Aften & IR 39 vy # a8 5a 7 @ & a8 faarfza € an
Jffaarfed, qef ol & ‘Ms.” &1 TANT fbar o 21 R & swa forw
o' foraT ST =1f@W | ‘Messers’ & foy “|asl, Sir' & folu ‘He8I&,
‘Dear Sir’ & forv ‘07 981ey’, ‘Madam’ & foIU ‘HEIAT, ‘Dear Madam'’
& fog a0 weear I w3 €1 < & B 9§ S & forg
SHES, e, AR offe foaw @) ygfy @ 2| WRley e
TF—FIER H AMd HI GRI IR IdT T, SRS T SRR ¥ S
TINT & ST = |

g3 H ‘Subject’ I BT B, SHr way vy g vy # 9@ o
SRTHT 3FTa9Ih g | Pdei—hal ddd bl ‘9de forar orar g ol
3rfE 7 &1 39T AUy e @ ATy |

UF & I AN BT IRY f falre arqiel & g 71 99 T am

directed to say .........., T beg to state....... ", "With reference to your
letter No. ........ dated...... ", 'In reply to your............ IS | HH—HH
S WRI BT AJAI& B BiSH Ydld Bl & | U HO Ig—Tdferd draig

& ISRV IS (24l Jgare |fed 9 Iy 17 2

I am directed to say......... . 3l U8 Pel B (a3l B3l 2

&M < & directed’ @ forg QY | & WART &R &, &R @I
T 1)




® [ am desired to say.......... gﬁfﬁﬁmwﬁaﬁmaﬁrw% ........
e lamtoadd............ g3l I8 T forgr 2 1 .
e Ibegtosubmit......... e g fe .
e Inreplyto............ TP IR A
e In continuation of our letter No.. ........ dated ........

I & D ... D U AT . P M (A1 & RTaARTeT /HH H).......
e  With reference to your letter No. ....... dated.......

(@8 e G b ofUS # ume @ e ugdl don fadie 9rq H forar
SITaT 7, B4l @ ugel feie qen uanfe & e | fordl S =nfey )

e Will you please refer to your D.O. (semi-official) letter No. ........
dated...... regarding ...

9) U P URTHAIGT W TAT KR PRI A Yd UF Ho arell DRI
Yours faithfully’ T ‘Yours sincerely’ felRadl &1 ‘Yours sincerely’ T
TIRT E—WRGRI UAT (semi-official letters) H BT & TAT Yours
faithfully’ &7 FAT U | ‘Yours faithfully’ &1 3TgdTg wa<ra’ &M,
MBI ISR AT A3’ &1 | Yours sincerely’ & foly WRd IR&HR
@ HrRATAA H IMUGT AT AMYBY BT YART BIGT B, IMMUHT AGHIAT,
AT fagaravre” nfe F&1 | ‘Yours Truly’ &T T3 ¥ ‘3muaT 2 |

10) ®3 IR & U oz & ufdfeild v a1 sHe fdal / draierdi ol
AT A PRaAlg b AW WOl S | 39 UBAT B TSiHT
(endorsement) ®ed 2| sH® oIy AU 9 aTadl &1 YN BT ®,
T T 39 B ® 59 UBR E ¢

e Copy forwarded for information/necessary action to..........
gfafell a1 Maedsd dRars & fofg...... &I (a1 fFr=falaa @) ufvd |
e Forwarded for suitable action...... Sd dRars & forv TR / i |

URIAd AT & ARy 3R ae & ded W [JaR &1 & 918, A8y
39 BH URIAE UAl H MW AR W YA BT dlel YW dTiel iR Id
&4 argare & uRfa & |

8.4 YIS UAT H &M 3 didd YHE Aragiel
3R ITBT AqAI

BB U B IR TF-IIER F AR B AT g1 38 B § wqa
B DI Th AT el B g 21 Us—gaeR H Ugdd e drel Ud
IR TAT 3@ f2dl $I 39 UK &

YImaTe AR
$T Jare-1
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1) Attention : Shri...........
2) Beg to state that

3) By return of post

4) Copy enclosed

5) Dear Madam/Sir

6) Delay is regretted

7) For....... (BXAER HRd FHY)
8) For and on behalf of

9) For approval

10) For consideration

11) For disposal

12) For expression of opinion

13) For favourable action

14) For favour of necessary action
15) For further action

16) For guidance

17) For information

18) For onward transmission

19) For such action as may be necessary
20) For such action as may be........

21) For such action as may be deemed fit

22) For sympathetic consideration
23) Further orders will follow

24) Grateful, we shall be

25) I beg to submit

26) I have the honour to say

27) In anticipation of your approval
28) In compliance with

29) In confirmation of

30) In connection with

31) In consequence of

32) In consultation with

: Y < & oY, 7 Tde IR b g
&WW@@W

. Sfad dRAs @ v /A
: M B HRATE & oy

: ArteRE @ forg
W@WW@
T U B foru

: JATTRH BRATS D [T

(U BRag & fow o Sfa

BUEIRSIY

Wﬂﬁﬁl‘qﬁiﬁﬁﬂﬁiﬁm
;T SR AT WOl ST
. BH MR B
: e 2 &
: AR 98 '

: 3MUe AT DI UcAT H

: T TS PR BY, B T H
. B g H

. B Ay H

: B IR

D IR PR



33) In continuation of

34) In exercise of

35) In modification of

36) In pursuance of

37) In regard to

38) In reply to

39) Under intimation to us
40) Is hereby informed
41) It is requested

42) It is suggested

43) It may be treated as urgent

44) Its issue is authorized

45) For doing the needful

46) No further action is necessary

47) Obliged, I shall be
48) Per bearer

49) Please acknowledge receipt

50) Please expedite action

51) Post script (P.S.)

52) Reference is invited to........
53) Referred to above

54) Respectfully I beg to say

55) Sincerely, yours

56) For sympathetic consideration
57) This is to certify that

58) This is to inform

59) Throuth proper channel

60) Under intimation to this office
61) Vide letter No.....

62) With regards

63) With respects

L I, @ Ryaifiel /& #

. BT UINT B gY, & TANT A
1 BT 3R B BT

: B IRV H, B AR

% favg /R #

[P IR A

: B4 Il < g

. 1 gfoa fear ST 2

: g8 fae g, fae ©

. goa 2, 3 genma fam Sar @

YImaTe AR
$T Jare-1

- 3 3IATIITH FHST SV

39 UIReR | IR fhar S <ET

g

- A D HRATS BT & 17
M Tl BRaAs P MIIIHd]

B

;¥ SR B
. qIEd B B, UFAAED g1
CHYIT UTEdl Wol, puAr Ui

AT <

CHUT IY BRATE BN, HIAT

PRATS F INEdr B
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64) With the compliments of

65) You will appreciate that
66) The undersigned is directed to...
67) In this connection I have to state..

68) As you are no doubt aware

69) Advise further development

70) Copy enclosed for ready reference

71) Please find enclosed a copy of.....

72) The...... is pressing hard for a reply

73) It may further be added

74) Inconvenience caused to you is
regretted

75) Please refer to your letter

76) Please treat this as strictly
confidential

77) Such action as may be deemed
necessary

78) In reply to your letter No. ....... dated

: ST 3Yep! fees fafdd /AreH

=

(M @ yrfa @ forw et

PRIV |

cdapiad ded @ for ufafefa

Tl 2|

g8 1 IIR™T AT § /T gl

gg I 9am=T Sfad g1

: MUBT B SRYfAET & folw Wg
=

Tl PRAE S AMARID AHSN

ST / JATIIDH HINATS

AMYD ANIG.......... D T ... P SN Hoo

80) I am directed to acknowledge the receipt of your letter.

gl e gor © b H amues ux &l urei Aof
81) I am directed to inform you/request you.

eI Freer go & 5§ aUST R B /TR Fre B |
82) The favour of an early reply will be highly appreciated.

ofrgr SR 99 < a1 9 Far BRf



83) Assuring you of our best services.

&H 3BT Y FaTH HaT Y= HR BT fawar faam §|

84) For favour of doing the needful

HUIT ATARH BRATg DI Y, TATIRIB HRATg D (1Y
85) An early reply is requested in the matter.

R € 39 HeW H WY IR Q7 DI PHUT PN |

86) The undersigned is directed to acknowledge the receipt of your letter

87) With reference to the correspondence resting with (or ending) with
your/this Department"s letter No. ..... dated.....

3MYS /$H O & TRIG.... & U3 WA & A1 36 g¢ (AT FA
B dTel) U3 HG8R PT gaTell ol g/ P YT 3

o W $HP Aal H ‘the undersigned’ & T G’ wea &1 YANT fbar 1
2| Uh THT AT Old 39 folU ‘freTedeRedr, g’ &7 TanT
BT o7 | 98 IS B Afafad el &7 ATHIOT AT Tl ARG
or| B & U Ul T, SHD ATHT I e BT YA 3D
IUGHRT FHST T & qAT 9RA WRBR & Hraferdl H fd gHdT &
T 2 |

o ‘Advice’ BT TUF HERIG: FA® B qAT ‘to advice' BT 3l URHI
ST AT FATE AT BT B SR B B AR H SHBT SN ]
9 % o H B3N ©, WS o @ 3 H L | UA & Uwd BT fEal
IATE IR A U 91l B RN &I RIAT BATT dlfds HaW @
AR 9IRT &7 T HRAT BT |

o UB W YT T & 9 IR H by 3G WEaE o9 Udid R
WY d B¢ YA § AT Wier § |

SV, 3/ ArEiEl B SMHR WR AN fRu U areRrie w1 & F orare

PITT IR SFfed argare’ a1 sbrE H fay U ogard & Faray s

I @1 it B

1. For favour of necessary action e

2. For such action as may be NeCesSary : .......cceeveiiriiiiiiiiiaiianiannn

YImaTe AR
$T Jare-1
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3. In anticipation of your approval e
4. In confirmation of P

5. In consultation with e

fAeferiae arearen o1 SUSh 3rgdre forfyy -

1. SUPBT 83 SGAAT B foTU WE 81 ¢ oo
2. BH IMMNI BT | e
3. WY SR AT @ AT TSI PUT BRI | 1 i,
4. Toplel e & oI G HelTT €1 e,

5. FEYfayel faar & forq | L,

8.5 AR & faff=1 wu 3R I&T IFqdI

e Bl H AR 91 o b AU bR, FHIGT  feraT
ARl UTal &<+, Rl &l e &3+, ofeel o offe & foly =memR &
3P BY 2| O, Hraferd S (Office memorandum), S99 (memorandum),
JfR—®rfer SU9  (inter-office memorandum), 3—R&HNI T3 (D.O.
letter), 3FIY=TRE fewofl  (un-official note), YBIHT (endorsement),
MR (notification), HH (resolution), YT AIC (press note), U A=t
(press communique), IUF (express letter), BT QT (office order),
aMe¥l (order), fISU=T (advertisement), <€ @ (tender-notice), AT
(notice), URYF (circular), FTFR® (reminder) | fFd I fFd wT @&
TSR &1 YANT & V&1 §, I8 U9 (draft) & HUR & forar & |
AT HRA FHIA JARAT $9 vl & 24l 9Iid forg <4 8, o3 & < |
PIg URTH T8l BRAT B, M UAER & fbdl W w9 &1 efar B o +f
eI I S SUSH H 2 |

3T A= YR & UF AR SPT 8l gare URd (Ha1 ST &1 & | IRg
el & S A QY Y g, Sl YANT A QU S @ UA & B/
ISRV A A G| A B W BT Ad fBal gare Al faar o
RET T |

8.5.1 Ud AT Ysaish+ (Letters and endorsement)

Government of India

Directorate of..........

................ Bhawan,
New Delhi-110001

To,
The Civil Surgeon,
.................. Hospital,
New Delhi.



Subject — Medical examination of Shri...............c.ooiiiiiiiiian. ..
Sir,

Shri A.B.C. in being considered for appointment as Executive Assistant in
this office. It is requested that he may be medically examined and a
certificate of fitness be sent to this office.

Shri A.B.C. has been directed to report to you at 10.30 A.M. on April 6,
.......... , for the medical examination.

Necessary copies of the blank forms of declaration and medical certificate are
enclosed. Kindly obtain Shri A.B.C’s signature in your presence.

Yours faithfully

Sd/-

(C.D.E))

Asstt. Director (Admn.)

Copy forwarded to Shri ABC. He should report to the Civil Surgeon, ..........

Hospital, New Delhi at 10.30 A.M. on April 6, ......... for his medical
examination.
Sd/-
Asstt. Director (Admn.)
&l srqare
SR | I
....................... EENIISE
.......................... HdH,
s faeeii—110001
3 .EE ...............................
EIE
fafde |,
............ 3R,
T‘l—sg; faeetl |
L B E F SfFe S
B8,

9 Hed ¥ A v B YT FRIUES G & BT H B W
frar fear S @1 21 R ' 6 Sl Sfaed) Sifa e iR INIR®
TGRYAT BT JATTIS S99 BIATTT Bl Aol < |

AN HEI. BT IAB! Side™] Sirg b U 3Mud qHeT fadid 6 el
BT UTd: 10.30 g9 IURT B9 &1 e fear mar 2|

YImaTe AR
$T Jare-1
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YT U5 I Sided] JAYS b Rad YU Bl 3Mdedsd gfadl ol & |
SN ®. @ T D SR HUYAT MY 30 AT HRAN |

"I,

Bl /—

@ ©. o)
e ed ()

yfaferfd st &. @ 7. &1 U¥d | 98 o g e & forv fifad aoi+,.
..................... T8 faoell & HeT fedd 6 3. DT UTd: 10.30 g9l SURT

gl /—

WERId Heerd (TemaA)

(feagofY : J81 g u= &1 §aIid & are S 9RT ufaferfy s S o ..
....... ' ¥ IIRY 3T B, 98 ‘TBIH ¢ )

8.5.2 ®IATTd T (Office-Memorandum)

No. .o,
Government of India

Department of.............
New Delhi

Office Memorandum

Subject:

The undersigned is directed to refer to this Department’s/the
Department of ...................O.M. No. .............. dated.............. and to
saythat...........c.oooiiiiii

Sd/-
(A.B.C))
Under Secretary to the Govt. of India
To,

The Department of...............

(o, Vibhag)

New Delhi-110011
fEd arqare

R
......................... SRR
s el



Prafera simaA YImaTe AR

&1 Jgdra-1
fawy -
39 AT B/ O T & TR & HrATd S
HA=....... D UET H g3l I8 BE Bl IR B B 1P o
Bl / —
®. 9. T

g feeli—110011
8.5.3 =M< (Memorandum)

Government of India
Ministry of Information & Broadcasting
New Delhi, the. ...t

Memorandum
Subject:

With  reference to his application dated the ............
Shis .......gom.. ... is offered a temporary post of Software Engineer in this
Ministry of the following terms and conditions :

i)
i)
iii)
2. IfShri............... is willing to accept the offer he should report himself
for duty to the undersigned not later than.............................
Sd/-
(ABC)
Under Secretary of the Govt. of India
To
Shric...ooooiviiii
&l srqare
IR

AT AT UHRYI HATT

% faoell, INRg (@ feAi®)............. 19
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fawy -

I BT FAD Ao P 3Mded U3 & Hed ¥ 59
HATTT ¥ ATedIR SOIIR & SRR Ug &I UK A1 ford) oraf uR
feam Sirar @

i)
ii)
iii)
2) T Mo 3 WIHR &Rd 8 dl R U™ SR-9R T8 = D
fag an qd %I Ugd I |

Bl /—

(h.xg.T)

SIEEY H&M, HIXA HXDIR

Jqr H

faeiy : su= & S=m den favrmfe 1 9m, fiaie afkd el & SR
7 ¥ A1 SaT 8| 39 B BT W &g &l ST anev |

8.54 IH—UXPHNI U3 (Demi-official letter)

ABC D.O.NO..oiieiie
Director (Admn.) Government of India
Ministry of........cooeiiiinann.
New Delhi, the..................
Dear Shri/My dear,
Will you please refer to your d.o. letter No. ............ dated.
............... Regarding............

I am sending herewith a copy of the draft rule relating to................
I shall be grateful if you kindly go through it and let me have your comments
as soon as possible. It is proposed to convene an inter-departmental meeting
early next month to finalize the rules.

With regards,

Yours sincerely
Sd/-
(ABC)



f&<l srgare YeTES UATER

1 3rgare-1
®. . . S A
feeres (o) AR RPN
UEREISE
T8 fieell, ARRE........c.....
O s/ R
FHAT......o.. & N H AUAT ... BT AT—RGN T F&A.......
=iy |
L= A | A4 el @ A9ie @ Udb Ui Wl @l

g1 If Y 59 UgaR s AR # oo AR R fiw 8 e, 991 form
oI, AT 9T HUT BRI | 39 gl BT &ift w9 99 @ fiIU enTer WEE @

MY # U AT d5d g™ & faaR B |

NIES
3TTIPT,
gl /—
(. Q. )

|

fewufy

IR T3 # My dear’ 39 ARHRAT &1 forar wrar & K™
gfasedr 8 =T ‘Dear Sir &I YIN AMRI | U9 § Faua of
AMyaRe—amITaTRe A3 e & gdr 2 |

8.5.5 MA@ fewofy (Un-Official Note)

Government of India

Department/Ministry of..................
Subject: ............
The present rules regulating............ proved inter allia that.........
2. A question has now arisen whether...............................
1) e
8 ) T

3. This Department will be grateful if Department of Legal Affairs kindly
offer their advice on the issue raised in para 4 above.
Sd/-
(XYZ)

Deputy Secretary
Tele: No. .oovviiiininn.
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Deptt. of Legal Affairs

Deptt. of ....coevininin, UO.NO..oovieieiannn dated.....................
f&dl srgare
HRA TRBR
................................. ICEINPAEISE]
LR AR
.................................. A Haed gaa A gE 9dl & A
TEW R T
2. 39 T8 UTT BB & 1B RMeooeeeen
) e
1) R W

3. ug v fAf—ar fmT | Ry #xar © Sugad OR7 4 9 IS Y
U R FAE < |

B/ —
. 3. 9.
t{cr—?ﬂ%rc[_

8.5.6 3IfSR =T (Notification)

(To be published in the Gazette of India, Part I, Section 2
Government of India

Department of .....................
New Delhi, Dated ............
NOTIFICATION
No..... Shri X. Y. Z., Under Secretary in the Department of ........ , 18

appointed the officiate as Deputy Secretary in that Department vice
Shri.............. transferred to the Department of...............

Sd/-
(A.B.C))
Join Secretary to the Govt. of India

The Manager,
Government of India Press, Faridabad.



f&<l srgare
(TRA & SYF & 91T 1, TS 2 H YBRH & foly)
IRT ARHR
................... faumT
T8 faeell, ARG ........
SIBK R
RSEC: ] 2 e OO RGNS 1
T, o7 S T # eI Su—afua fged faar mar 2| g gl
I G T % 9gell 89 & BRY @rell gU I
WP TE T
BT/ —.
CARCARIE
Higad Afd, MRT TRBR
Jar #
EEED

YRT RPN U, BISES
8.5.7 d®dcd (Resolution)

(To be published in the Gazette of India, Part 1, Section 1)

Govt. of India
Ministry of ........ooviiiiiiin.n.
New Delhi, the...................

RESOLUTION

The Government of India have had under consideration the question of
further improving the efficiency of the departments and services concerned
with............... and as a first step in the direction the President has been
pleased, in exercise of the powers vested in him under Article 309 of the
Constitution of India, to decide that a Class I Central Service to be known as

'India............ Service” should be constituted with effect from............
Sd./-
(A.B.C.)
Secretary to the Govt. of India
No....oovvinn New Delhi, The................

ORDER : Ordered that a copy of the Resolution be communicated
170 FO Ordered also that the Resolution be published in the Gazette of
India for general information.

YImaTe AR
$T Jare-1
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fafy gyar Sd./-

gerafs |rEl (A.B.C))
BT A Secretary of the Govt. of India
f&<l srgare
(TRT & TUSTH D IRT 1 T 1 H JHRHE & forv)

G o
AR ANHN
.......... AT

T8 facell, TG o
Hhed

........................... A IR RN ok darell & dRIGeear ®I iR 3Afdw
GURT BT Y AR ARBR & (IR 81 & 3R 59 fQun d ugelr wad
Y8 IBRIT AT & [P Ul o 9RT & AL & o8 309 & gRT ol
TE W &1 SUANT & gy ey fhar 2 & aRi....... H IRAA......
........ [T M S01—1 B U DA qdl DI RATYAT PR &I Y |

TR/ —
(.=
qfad, HRA WRDR

MY = MY fear e © 6 39 Hhey a1 gfafearfi....... BT AST Y |

Ig M1 Ay e Siar 2 6 I8 Adheu YRA @ JIoud H 9 A &
forg geprferg fobar wimg |

EQT‘IT/—
(.=
g ARA TRPR

(feugofy : uEt 59 919 R &= < & ey fawmT &1 BIET $&18 Section’
BT qAY IFIART BIAT 2 | TR 610 (Toie) & Bl 9T & ‘Section’ &7
T SFFAET T BR T 7 )

8.5.8 BT 3ATQY (Office Order)

No. ....
Government of India
New Delhi, dated............

OFFICE ORDER

Shri........... , a permanent Programmer in this Department, is granted earned
leave for......... days from........... 170 S with permission to
prefix.....ooooviiiiiiin... , a public holiday, to the leave.

2. It is certified that on the expiry of this leave, Shri.............. is likely
188 to return to duty at the station from which he is proceeding on leave.



Sd./-
(A.B.C))
Under Secretary to the Govt. of India

Copy to:

(1) Office Order file
(2) Cashier

(3) Section concerned

(4) Shri....................
&Y arqarg
q&o........
ARA TRPR
.............. fo|TT
T¢ faoell, TN .......
ST AT
A T & IR TR S G R A S

fam @1 IS gedl AR &1 Wil © 3R IT AU BTl & TS

@ TS qTell o @) AT Bedl e df rgAfa ft <l 7|

2. I8 gHIIG fhan SIar & fb Bedl dl TG TR S
S WM WR dle] &I A& 8 9el 9§ d geol W ol 32 & |

Bl /—
(. . )
IR Afd, IR TRBR
gfafer ofyg -
1. BRATAT A Bl
2. Ipfear
3. HERd W
VIR 1 S

(feuoft : s Frafery ey @& T 1 & 9 3 & Oy ©7 4 <& o
‘with permission to’ | 3TR¥ BIAT 2| $APBI Ao s f3al arfde ¥

BIFTY )

8.5.9 3M< 3 (Order)
NO. e
Government of India
Department of ...........

ORDER

Sanction of the President is accorded under rule 10 of the Delegation
of Financial Powers Rules, to write off. The irrecoverable loss of Rs.
2,000.00 (Rupees two thousand only) being the value of the following articles

belonging to this Department.

YImaTe AR
$T Jare-1
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()
(2)
Sd./-
(A.B.C))
(Under Secretary to the Govt. of India)
Copy forwarded to:
1. The Pay and Accounts Officer. Deptt. Of ................... , New Delhi.
2. Internal Finance Section.
3. Cash Section.
4. General Section.
f&dY srgare
R ]
................... SRIE
¢ feeeh, aRE.........
JATQE

Ireeufa, fa<ia ofdaal & gy aaden & 9 10 & e,
T. 2,000.00 (&1 fAR TUY ®ael) &I oagel eI &I ART DI, ST 39 fFIRT
o1 FferRad awgell @1 HHd 8, 9ec W H STeld &I Aol <d o

) ..
ANy &
Bl / —
(. @. )
IR AfTE, TRA ARBR
yfafaf fa=faRaa &1 ufd -

(1) A T o JABNI......... fomT, 8 faeel!

8.5.10 9RYF (Circular)

No. 14012/8/76-OL(C)
Government of India
Ministry of Home Affairs
Department of Official Language
New Delhi — 110001, 23" March, 1976



OFFICE MEMORANDUM

Subject: Arrangement for imparting training through the medium of Hindi at
the training centres of the Government of India.

With the commencement of bilingual phase and consequently option having
been allowed to all the Central Govt. employee to use Hindi or English in
their official work, option for Hindi medium has been allowed in the
departmental examination and the examinations for recruitment to
subordinate posts. It is now felt that similar option may also be granted in
various training centres of the Government of India. The Ministry of Finance
etc. are requested that to enable the examination of the practical aspects of
the problem, this Department may please be intimated the number of training
centres under their control, places where the option for Hindi medium has
been allowed and also whether such an option is available to the examinees at
the time of examination also.

Sd/-
(Hari Babu Kansal)
Deputy Secretary to the Govt. of India
To
All Ministries/Departments of the Government of India, etc.
& srgare
. 14012 /8 / 76141 ()
Te HATeld
g faeell 110001, f&Hi® 23 A, 1976
CADIUESILE|
faw : IRT AR & ufremr ol § B & dofeus wram | giiefor
T D IR |

T @ YIIE H fgumiie Refd oy 81 @ik SHd HoRawyd a4l
HETT RGN HHARAT DI TGN BHBST & 17 U a1 & 9T &1
TINT R B B B & HRUT [T qiefrell qe efi=er uai &l ol
DI qRIeTell H 33 Aedd $1 fAdhed <9 & 915 31d g A5gd (BT S I
g & TRT WReR @& A= ufderor ogi & W v fdeey uee fdhar S|
fo #arery anfe 9 R™ & b 39 ¥R & AEsiRe Usgsll R IR
IRA @ foy 9 59 9T @1 g a6 S9a orf| fha ufRrerr og
I X8 2, S99 O fbad dai ¥ ufderr o & forw £ areag o1 ey
fear war ok @7 var fAeeq qenfefat o wen & Ty 9 Suae 2 |

Bl / —
(8RaTq Pe)

B—q—‘{'ll?lcl, HIXNA AR

YImaTe AR
$T Jare-1
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Jar H
YR AR & I J21ed / faamT anfe

8.5.11 TP (Reminder)

NO. i
Government of India
Department of ...........
New Delhi, The..........
To
Sir,
Please refer to this Deptt. letter No. ............... de. ......... on the

subject noted above. As the matter has to be referred to U.P.S.C. for
concurrence before the end of current month, please expedite reply.

Yours Faithfully,
Sd/-
(A.B.C.)
Under Secretary to the Govt. of India
2 arqare
RIEC
ART WRDR
..................... famT
T2 faeeh, fasie ...
T H,
LG22
IS,
FIAT IS A9 W 39 9T & QAD o D U H.

BT I[TAIDT BN | 9 AT DI 39 A8 & 3d I U8l 8 9 Al Adl
MM & U Fedd & oy 9o 8, S9fely $Huam Iok o H 2ferdr & |

Hagy,
Bl / —
(P. 9. )
IR Fid, YR WRBR

86 WUlld UATA &HT Ig-

"IFIIRS, "SMUA, BT S AT ARSI U D g H Al 9ol
S | S8l d% STdle BT U 3, S9H 39 Pls ] Ael gsdl b
TAMER H ©Y T 5| e § Asd & — 31 P S IR FHSH P,




AEH TR G BT AR IH el UBR A YANT R BT | Afe B Amiel
H e U7 T HIAW U 8 R 96 v IS & 9 # ‘Tenders are
invited’ 3T ‘Application are invited' for@m ar & ar & SRCIES H ‘are
invited’ & forv T fev S0 & forgar S 7 8FT| ‘Tender & foTw
ffaer o1 SR <Ml # 9 A ot wew BT YT 9 WY 9 e 2
‘Tnvite' fHaT ST d9 FEor wes Iugad BRI | 39 SQTERY B &I H
RGP N AU &1 2 o WNHeG 93 & 84 vd Sl wURl &
I BAT TY 3R IHS AEIR WR IIATE BT JRIN [BAT Y |

1)

During the term of your service you shall subscribe to the Provident
Fund of the Company in accordance with the regulations thereof with
you shall abide by in all respects.

(@MU Hue & fafTEl & SER, RH@T ure & ged § ool g
T B D SRE BU= DI Afasy [ F fere™ w1 BT )

In partial modification to the existing Leave Travel Concession rules, it
has been decided that with immediate effect an eligible employee shall
be allowed to claim reimbursement of LTC expenditure as per his/her
entitled class of travel on the basis of a certificate in the prescribed form
for himself/herself and his/her family.

(ST el A RIrd Ml | <t gRads & gy a8 oy
form ar € & dobrer g9 | Urd BHART Bl AU forg 3R s
URaR & ARl & fog fafed &M # yHoE & SR R Ul AT
DI BHAR S B JJAR Yool RIRT d &1 gfayfed b1 arar b
@1 ITART 7 )

If any declaration given or information furnished by you proves to be

false, or if it is found that you have willfully suppressed any material
information, you will be liable to removal from service without any
notice whatsoever and without assigning any reason thereof.

(@MUe gRT U+ fawa # €1 18 fdl Wl UBR & SHaRI 7@l ’yon
Bl 3[ST UIY S TR AT USRI SIF—geId? Bl T2 &l o R,

YImaTe AR
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fafde yer a1 fel qd gaar & &R 71 BIS HROT qATg DI A H SR
wATHS A ST AHAT B |

B LIS
31MsY, 319 &9 &l 9 3USH H Fare & nATd |
1. YD IRE AL BT YRIEAT Urgdshd R w1 8R1, o9 afe skt
B3N T 91T ST |Webhdl & | Ig URIEU |ISH & 3fax ArIford fbar
ST 2 SR Ife TR g O BIURIE §RT A Y 96 & ARl
3R TRruAet # off ST fohar S \ehdr 2 | ufieror Hdrved wd
A g7 e QMR VAT favri wRiemett a7 o o W, o FeiRa @
WU, 3MYBT UH UG R 3R UM ¥ Ol HAore gRT SUYdd AHS
[ 11 TIY @ JATHE H T ST | HUWR A Y
JaHE H P fhy S R, MUl BraNed § HH—H—HH A9 9y
FRAT B o aRdten oy enfae gl aft Swaa waf w
MBI I ST BT AT 3T ARG DI YR UIguHA
% forg RUIE o |

(You shall undergo twelve months training course, which may be
extended if necessary and which is to be conducted within the
organisation and if necessary outside at institute(s) and establishments
chosen by the Corporation. On satisfactory completion and on passing
such departmental tests as may be prescribed, you will be placed in the
scale of Rs. ......... against such post with such designation as may be
considered appropriate by the management. On placement in the
aforesaid scale, you will be required to serve this Corporation for a
minimum period of three years which will be inclusive or the period of
probation. In the event of your accepting the offer on the terms and
conditions stated above you should report for training course on

8.7 WRIY

39 SPhIs H AMYR! UIANHG A b A= UeR dUr SH9d dold’ Bl
URed Tl B3I | A1 &1 I Gl RTdell / qraien &l uRey Al amaeh!
e mar 2| wemre uEl H S uiRaiite el b1 der araie BT g
TANT BT ', 9 wAfd A # 39 sHrs & faft v # < Ry MU F)
IABT AT e YR W AIAT PR o | YA & AT~ IRV & feII
3R FE TRE @ A I IMMUS! JdTG &l H T I g & | M &,
3T ¥ Ig A favard SUd g1 BN & JAaeISdl U UR 39 I 3
T3 & YT ot w9 H ) R a1 el # duR aR wad 2| e W b
194 9 TAl & I3 A AT & Riifdh S9! [Aa—aw] s YA




@ ATHY BN & | SHITY Sl WINT—3ell, Uy qeM Frearaet 1 fafdre
2| 39 I IRads Ud SMaead BB & TRy T8l ¥ | AREel B
fore Tl Td yemIe IrsaTdell ¥ SUde B |

8.9

IR & foIv o+

1.

2.

JeI® A & fhal ufd wal &1 Held § quie HIfY |

TRINAG TSR H fhd Sl A1 araRien BT 9gem WA gar 87 U
] /areRter ufe Ry # qerr dfg s # faRay |

W §{Y U</ e e wam # 39 9 Theudl bl
3T & | YUl Y& & [Ty 3uds T Geid &7

el ft fawg W U 3R | Teh BRIerd U &1 Uey Rl § daR
PIFTY 3R BT S H TG DI |

frdl ff vy R U SR MY BT UR™T ST § IR P
3R IFHT fE] Jgare HIY |
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