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8-0 mn~ns';  

8-1 izLrkouk 

8-2 iz'kklfud i=ksa ds vuqokn dh vko';drk 

8-3 iz'kklfud i=ksa dh Hkk"kk vkSj vuqokn  

8-4 iz'kklfud i=ksa esa dke vkus okys izeq[k okD;ka'k vkSj muds vuqokn  

8-5 i=kpkj ds fofHkUu :Ik vkSj mudk vuqokn 
 8-5-1 i= rFkk i`"Bkadu 

 8-5-2 dk;kZy; Kkiu 

 8-5-3 Kkiu 

 8-5-4 v/kZ&ljdkjh i= 

 8-5-5 vukSipkfjd fVIi.kh 

 8-5-6 vf/klwpuk 

 8-5-7 ladYi 

 8-5-8 dk;kZy; vkns'k 

 8-5-9 vkns'k 

 8-5-10 ifji= 

 8-5-11 vuqLekjd 

8-6 lVhd Ik;kZ;ksa dk p;u 

8-7 lkjka'k 

8-8 vH;kl ds fy, iz'u 

bl bdkbZ dks Ik<+us ds ckn vki %  

• iz'kklfud i=ksa ds vuqokn dh vko';drk ds ckjs esa crk ldsaxs( 

• iz'kklfud i=ksa dh Hkk"kk ls ifjfpr gks ldsaxs(  

• iz'kklfud i=ksa esa dke vkus okys izeq[k okD;ka'kksa dks tku ldsaxs( vkSj  

• iz'kklfud i=ksa ds fofo/k izk:iksa dk vuqokn dj ldsaxsA 

fiNys [kaMksa esa vki iz'kklfud fganh ds Lo:Ik vkSj iz'kklfud 'kCnkoyh& 
vfHkO;fDr;ksa vkfn ds fo'k; esa i<+ pqds gSaA lkFk gh] vki ;g Hkh tkudkjh izkIr 
dj pqds gSa fd iz'kklfud vuqokn esa lgh Ik;kZ; p;u fdl izdkj fd;k tk,A 

bl bdkbZ dk mn~ns'; vkidks bl ckr dh tkudkjh djkuk gS fd iz'kklfud i=ksa 
dk vuqokn djus dh vko';drk dc vkSj D;ksa iM+rh gS] iz'kklfud i=kpkj fdrus 
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izdkj dk gksrk gs] mudk D;k :Ik gksrk gS] muesa fdl izdkj ds okD;ksa ;k okD;ka'kksa 
dk vf/kd iz;ksx gksrk gS vkSj muds ekud Ik;kZ; D;k gSaA bdkbZ dk v/;;u djus 
ds ckn vki iz'kklfud i=ksa esa ftl rjg dk okD; foU;kl jgrk gS] mlls Hkh 
vki ifjfpr gks ik,¡xsA i=ksa dh Hkk"kk vkSj vfHkO;fDr 'kSyh dh tkudkjh izkIr 
djus ds vykok vki vusd mnkgj.kksa ds ek/;e ls Ik;kZIr vH;kl Hkh dj ik,¡xsA 

i=] ljdkjh dkedkt dk egRoiw.kZ ek/;e gksrk gSA iz'kklfud dk;ksZa esa ekSf[kd 
Hkk"kk dh ctk, fyf[kr Hkk"kk dk egRo vf/kd gksrk gSA blfy, dksbZ Hkh vkns'k] 
funsZ'k] lwpuk vFkok lanHkZ fyf[kr ek/;e ls gh fn;k tkrk gSA bl ǹf"V ls 
fofHkUu ds i= fy[ks tkrs gSaaA ;s i= iz'kklfud dkedkt dk fyf[kr fjdkWMZ gksrs 
gSaA vko';drk iM+us ij mUgsa fQj ls ns[kk tk ldrk gS] budk gokyk fn;k fn;k 
tk ldrk gS] vkSj mUgsa izek.k ds :Ik esa izLrqr fd;k tk ldrk gSA iz'kklu 
O;oLFkk ds iwjs ra= ds lapkyu esa i= u dsoy lwpuk lanHkZ] mnkgj.k ;k izek.k ds 
:Ik esa dke vkrs gSa cfYd lHkh dk;ksZa dks xfr'khyrk iznku djrs gSaA 

vusd dk;kZy;ksa esa i= ewy :Ik ls fganh esa fy[ks rFkk Hksts tkrs gSaA ogk¡ 
lkekU;r;k vuqokn dh vko';drk ugha iM+rhA ijarq vHkh ,sls dk;kZy; cgqr cM+h 
la[;k esa gSa tgk¡ ds deZpkfj;ksa rFkk vf/kdkfj;ksa dks ;k rks fganh dk Ik;kZIr Kku 
ugha gS vFkok ftUgsa fganh esa dke djus dk vH;kl ugha gSA ogk¡ i=ksa ds izk:Ik 
¼draft½ igys vaxzsth esa rS;kj fd, tkrs gSa vkSj ;fn mUgsa fganh esa Hkstuk gS rks] 
izk:Ik dk vuqeksnu gks tkus ij] mudk fganh vuqokn djok;k tkrk gSA blds 
vykok] jktHkk"kk laca/kh O;oLFkk ds vuqlkj dbZ jkT;ksa ds lkFk i=kpkj esa fganh 
vkSj vaxzsth] nksuksa Hkk"kkvsa dk iz;ksx visf{kr gSA ge ppkZ dj pqds gSa fd iz'kklfud 
dkedkt vkfn esa ge f}Hkkf"kd fLFkfr ls xqtj jgs gSaA blfy, fganh esa fy[ks i= 
dk vaxzsth vuqokn vkSj vaxzsth esa fy[ks i= dk fganh vuqokn vko';d gksrk gSA  

Lkjdkjh i= fdlh fuf'pr iz;kstu ds fy, fy[ks tkrs gSaA iz'kklfud i=kpkj 
fdlh Hkh :Ik esa gks mldk mn~ns'; gksrk gS & ¼1½ dksbZ lwpuk nsuk ;k e¡xokuk] 
¼2½ fdlh fu.kZ; dks lwfpr djuk] ¼3½ vkns'k ;k vuqns'k nsuk] ¼4½ fdlh fuf'pr 
fo"k; ij ijke'kZ nsuk( vFkok ¼5½ dh xbZ dkjZokbZ dh fjiksVZ nsuk] vkfnA  

ewy rF; ;g gS fd iz'kklfud i=ksa esa lwpukRed i{k dh iz/kkurk gksrh gS] ftldh 
v{kq..krk cuk, j[kuk vko';d gksrk gSA bl mn~ns'; dh iwfrZ ds fy, vko';d gS 
fd i= bl <ax ls fy[kk tk, fd i= ikus okyk fu.kZ;] vkns'k] lwpuk ;k vuqjks/k 
dks fcuk dfBukbZ ds lgh vkSj Li"V :Ik esa le> ldsA ;fn i= dk vk'k; Bhd 
:Ik esa ugha le>k tk lds rks vFkZ dk vuFkZ gksus dh laHkkouk jgsxhA ftu vaxzsth 
i=ksa ds okD; vuko';d :Ik ls yacs rFkk tfVy gksrs gSa] muds fganh vuqokn esa 
lko/kkuh u cjrus ij vuFkZ dh laHkkouk jgrh gSA fganh vuqokn esa ;g /;ku j[kk 
tk, fd tgk¡ rd gks lds okD; NksVs jgsa] Hkk"kk vViVh u gks vkSj tks ckr dgh 
tk jgh gS og i<+us okys dh le> esa lgh :Ik esa vk tk,A dq'ky vuqoknd ds 
fy, vaxzsth ds yacs&yacs okD;ksa dks fganh ds NksVs&NksVs dbZ okD;ksa esa rksM+ ikuk 
vlaHko ugha gksrkA vusd ckj fn[kkbZ iM+sxk fd vaxzsth ds ftl yacs okD; dk lgh 
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vFkZ le>us esa dfBukbZ vuqHko gksrh gS vFkok nsj yxrh gS] fganh vuqokn esa NksVs 
okD;ksa }kjk mldk vk'k; rFkk lgh vFkZ cgqr vklkuh ls rFkk tYnh le> esa vk 
tkrk gSA vuqoknd dks bl izdkj dk dkS'ky vftZr djus dk iz;Ru djuk pkfg,A  

vki ;g tkurs gh gSa fd vke cksypky esa rFkk futh i=ksa esa vfHkO;fDr dh tks 
'kSyh gksrh gS] mlls iz'kklfud i=ksa dh 'kSyh dkQh fHkUu gksrh gSA futh i=ksa esa 
vukSipkfjdrk jgrh gS] tcfd iz'kklfud i=ksa esa vkSipkfjdrk cjrh tkrh gSA ;fn 
ge futh :Ik ls fdlh O;fDr dks fdlh dke ls dgha Hkst jgs gsa rks rRlaca/kh i= 
esa fy[kk tkrk gS &^eSa vius fe= Jh---------------------------------dks vkids ikl----------------------------
¼dke½ ds fy, Hkst jgk gw¡A* ysfdu] ljdkjh dke ls fdlh O;fdr dks Hksts tkus 
ij rRlaaca/kh i= esa ;gh ckr bl :Ik esa fy[kh tk,xh & ^Jh----------------dks---------------------
ds ikl------------------------------¼dke½ ds fy, Hkstk tk jgk gSA* Hkk"kk dh ;g vkSipkfjdrk 
vuqokn esa Hkh dk;e j[kh tkuh pkfg,A  

iz'kklfud i=ksa esa iz;qDr 'kCnkoyh vkSj cgqizpfyr okD;ka'kksa ds fganh Ik;kZ; dqN 
gn rd :<+ gks x, gSaA bUgha Ik;kZ;ksa ds iz;ksx ls vuqokn esa vFkZ dh Li"Vrk vkSj 
,dfuf'prrk dk;e j[kh tk ldrh gSA dgus dk rkRi;Z ;g ugha fd buesa dksbZ 
cnyko laHko gh ugha vFkok fd;k gh ugha tkuk pkfg,A vko';drk ds vuqlkj 
cnyko gks ldrk gS] ysfdu mldk Bksl dkj.k gksuk pkfg,A vkxs bl rjg ds 
Ik;kZ;ksa rFkk :<+ iz;ksxksa vkSj muesa fd, x, ifjorZuksa dh ppkZ dh tk,xhA  

iz'kklfud i=kpkj dk vuqokn djrs le; /;ku j[ks tkus okys dqN egRoiw.kZ i{k 
bl izdkj gSa %  

1) vaxzsth esa fy[ks tk jgs iz'kklfud i=ksa ds izkjaHk rFkk var ds va'k ekud :Ik 
/kkj.k dj pqds gSaA eq[; fo"k; dk ikB ¼Text½ vyx&vyx gksuk LokHkkfod 
gSA fofHkUu fo"k;ksa ds i=ksa ds izkjaHk vkSj var ds va'k yxHkx ,dleku feysaxsA 
ns[kk x;k gS fd dgha&dgha bu va'kksa ds fganh vuqokn esa fHkUu&fHkUu i;kZ;ksa 
dk iz;ksx fd;k tkrk gSA bl Ik;kZ;ksa esa ,d:irk jguk vko';d gSA 

2) fdlh Hkh i= esa Åij ds Hkkx esa ml foHkkx] miØe ;k laxBu vkfn dk uke 
fy[kk tkrk gS] tgk¡ ls i= Hkstk tk jgk gSA ljdkjh foHkkxksa ds fganh uke 
ljdkj }kjk LOk;a fu/kkZfjr dj fn, x, gSaA i= ds fganh vuqokn esa ml 
fu/kkZfjr uke dk gh iz;ksx fd;k tkuk pkfg,A vuqoknd dks viuh vksj ls 
dksbZ vU; uke <w¡<us dh vko';drk ugha gSA okLro esa fdlh nwljs uke ;k 
Ik;kZ; dk mi;ksx vuf/kdkj ps"Vk gh ekuh tk,xhA mnkgj.k ds fy,] 
^Ministry of Home Affairs* ;k ^Ministry of External Affairs* ds fy, 
vf/k—r rFkk ljdkj }kjk fu/kkZfjr Ik;kZ; Øe'k% ^xg̀ ea=ky;* rFkk ^fons'k 
ea=ky;* gSaA buds fy, *Lojk"Vª ea=ky;* vFkok *x`g dk;Z ea=ky;* rFkk 
*ijjk"Vª ea=ky;* vFkok *ckgjh dk;Z ea=ky;* dk iz;ksx mfpr ugha gSA  

 ;gh ckr] foHkkxksa ds ukeksa ij Hkh ykxw gksrh gSA mnkgj.k ds fy,] 
^Department of Economic Affairs* ds fy, vf/k—r Ik;kZ; gS & ^vkfFkZd 
dk;Z foHkkx*A blesa ^Affairs* ds fy, ^dk;Z* 'kCn dk iz;ksx gks jgk gS] mldk 
vuqdj.k djrs gq, ^fons'k* ;k ^x`g* ds lkFk ^dk;Z* tksM+us dk fopkj ugha 
djuk pkfg,A  
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3) ea=ky; ;k foHkkx dk uke fy[kus ls iwoZ ^Government of India* vFkok 
^Government of Bihar/Rajasthan/Madhya Pradesh* vkfn Hkh fy[kk gksrk 
gSA Hkkjr ljdkj ds dk;kZy;ksa esa ^Government* ds fy, ^ljdkj* 'kCn dk gh 
iz;ksx gksrk gS] fdarq jkT; ljdkj ds dk;kZy;ksa esa dgha ^ljdkj* 'kCn dk vkSj 
dgha ^'kklu* 'kCn dk iz;ksx gksrk gSA blfy,] ftl jkT; esa ftl i)fr dk 
pyu gS] mlds vuqlkj gh vuqokn djuk gksxkA oSls] lekU;r% ^ljdkj* 'kCn 
dk iz;ksx mfpr gSA  

4) foHkkx ds varxZr ^Directorate General*] ^Directorate*] ^Inspectorate* vkfn 
gksrs gSaA ^Inspectorate* ds fy, ^fujh{k.kky;* 'kCn ds p;u esa fdlh dks 
dfBukbZ ugha gksxh] ijarq ^Directorate* ds laca/k esa iw.kZr% ,d:irk ugha gSA 
Hkkjr ljdkj rFkk vf/kdka'k jkT;ksa esa ^Director* ds fy, *funs'kd*] 
^Directorate* ds fy, ^funs'kky;* vkSj ^Directorate General* ds fy, 
^^egkfuns'kky;* dk iz;ksx gksrk gS vkSj ,d:irk dh nf̀"V ls loZ= bldk gh 
iz;ksx gksuk pkfg,A e/; izns'k ,oa egkjk"Vª bldk viokn gSaA ogk¡ ^Director* 
ds fy, ^lapkyd* gS rFkk ^Directorate* ds fy, ^lapkyuky;* 'kCn iz;qDr 
gksrk gSA ysfdu] vkSjksa dks mudk vuqdj.k djus dh vko';drk ughaA  

5) i= ftldks lacksf/kr fd;k tk jgk gS mldk uke] inuke vkfn fy[kus ls iwoZ 
^To* fy[kus dh ijaijk jgh gSA oSls og ijaijk vc /khjs&/khjs lekIr gksrh tk 
jgh gSA tgk¡ vaxzsth izk:Ik esa ^To* fy[kk tk jgk gS] ogk¡ fganh vuqokn esa 
^lsok esa* fy[kuk mfpr gksxk] ^izfr* ;k ^izfr"Bk esa* u fy[ksaA fdarq ;fn i= ij 
gLrk{kj djus okys vf/kdkjh dk vkxzg gks fd nwljs 'kCn dk iz;ksx fd;k tk, 
rks vuqoknd dks rnuqlkj djuk gh gksxkA  

6) uke ls iwoZ ^Jh*] ^Jherh* ;k ^dqekjh* dk iz;ksx fd;k tkrk gSA tgk¡ lacksf/kr 
O;fDr efgyk gks vkSj mlds fo"k; esa ;g Kkr u gks fd og fookfgr gS ;k 
vfookfgr] ogk¡ vaxzsth esa ^Ms.* dk iz;ksx fd;k tkrk gSA fganh esa blds fy, 
^lqJh* fy[kk tkuk pkfg,A ^Messers* ds fy, ^^loZJh*] ^Sir* ds fy, ^egksn;*] 
^Dear Sir* ds fy, ^fiz; egksn;*] ^Madam* ds fy, ^egksn;k*] ^Dear Madam* 
ds fy, ^fiz; egksn;k* mfpr Ik;kZ; gSaA ns'k ds dqN Hkkxksa esa ^Sir* ds fy, 
^Jhekuth*] ^egk'k;*] ^ekU;oj* vkfn fy[kus dh izof̀Ùk jgh gSA ^egksn;* 'kCn 
i=&O;ogkj esa ekud :Ik /kkj.k dj pqdk gS] vkSipkfjd i= O;ogkj esa mldk 
iz;ksx gh Bhd gSA  

7) i= esa ^Subject* Hkh gksrk gS] mldk Ik;kZ; ^fo"k;* gSA fo"k; esa ^ckcr* 'kCn 
yxkuk vuko';d gSA dgha&dgha ^ckcr* dks ^ckcn* fy[kk tkrk gS] ,slh 
v'kqf) u gks( bldk fo'ks"k /;ku j[kuk pkfg,A  

8) i= ds eq[; Hkkx dk vkjaHk dqN fof'k"V okD;ka'kksa ls gksrk gSA tSls ^I am 
directed to say ……....*] ^I beg to state…….*] ^With reference to your 
letter No. …….. dated……*] ^In reply to your…………* vkfnA dHkh&dHkh 
bu 'kCnksa dk vuqokn gh dfBu izrhr gksrk gSA ,sls dqN cgq&izpfyr okD;ka'kksa 
ds mnkgj.k muds fganh vuqokn lfgr uhps fn, tk jgs gSa %  

• I am directed to say……… : eq>s ;g dgus dk funs'k gqvk gS  

 ¼/;ku j[ksa fd ^directed* ds fy, ^funs'k* 'kCn dk iz;ksx djuk gS] ^funsZ'k* dk 
ughaA½ 
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• I am desired to say………. : eq>s fuosnu djus ds fy, dgk x;k gS -------- 

• I am to add………… : eq>s ;g Hkh fy[kuk gS fd ----------- 

• I beg to submit……… : fuosnu gS fd -----------  

• In reply to ………… : ds mÙkj esa  ------------ 

• In continuation of our letter No.. …….. dated …….. 

 vius fnukad ------------ ds i= la[;k ------------ ds vkxs ¼;k ds flyflys@Øe esa½-------- 

• With reference to your letter No. ……. dated……. 

 vkids fnukad ------------ ds i= la[;k--------------- ds lanHkZ@izlax esa-------------- 

¼;g /;ku j[ksa fd vaxzsth esa i=kfn dh la[;k igys rFkk fnukad ckn esa fy[kk 
tkrk gS] fganh esa igys fnukad rFkk i=kfn dh la[;k esa fy[kh tkuh pkfg,A½ 

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

 —Ik;k ---------------------ds ckjs ¼fo"k;½ esa fnukad----------------------- dk viuk v/kZ&ljdkjh 
i= la[;k ----------------ns[ksaA 

9)  i= dh ifjlekfIr ij rFkk gLrk{kj djus ls iwoZ i= Hkstus okyk vf/kdkjh 
^Yours faithfully* ;k ^Yours sincerely* fy[krk gSA ^Yours sincerely* dk 
iz;ksx v/kZ&ljdkjh i=ksa ¼semi-official letters½ esa gksrk gS rFkk ^Yours 
faithfully* dk lkekU; i=ksa esaA ^Yours faithfully* dk vuqokn ^Hkonh;* gksxk] 
^vkidk Hkonh;* ;k ^HkofUUk"B* ughaA ^Yours sincerely* ds fy, Hkkjr ljdkj 
ds dk;kZy;ksa esa ^vkidk* ;k ^vkidh* dk iz;ksx gksrk gS] ^vkidk ln~Hkkoh*] 
^vkidk fo'oklHkktu** vkfn ughaA ^Yours Truly* dk Ik;kZ; Hkh ^vkidk* gSA  

10)  dbZ ckj fdlh ,d i= dh izfrfyfi ,d ;k vusd O;fDr;ksa@dk;kZy;ksa dks 
lwpuk ;k dkjZokbZ ds fy, Hksth tkrh gSA bl izfØ;k dks ^i`"Bkadu* 
¼endorsement½ dgrs gSaA buds fy, lkekU;r% ftu okD;ksa dk iz;ksx gksrk gS] 
os rFkk muds fganh :Ik bl izdkj gSa %  

• Copy forwarded for information/necessary action to………. 

 izfrfyfi lwpuk vko';d dkjZokbZ ds fy,-------- dks ¼;k fuEufyf[kr dks½ izsf"krA 

• Forwarded for suitable action……mfpr dkjZokbZ ds fy, vxzlkfjr@izsf"krA 

iz'kklfud Hkk"kk ds oSf'k"V~; vkSj vuqokn ds lanHkZ ij fopkj djus ds ckn] vkb, 
vc ge iz'kklfud i=ksa esa vke rkSj ij iz;qDr gksus okys izeq[k okD;ka'kksa vkSj muds 
fganh vuqokn ls ifjfpr gksaA  

dqN vaxzsth ds okD;ka'k i=&O;ogkj esa vDlj dke vkrs gSaaA bUgsa fganh esa izLrqr 
djus dh ,d fo'ks"k 'kSyh fodflr gqbZ gSA i=&O;ogkj esa iz;qDr gksus okys ,sls 
okD;ka'k rFkk muds fganh :Ik bl izdkj gSa %  
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1) Attention : Shri………..  : Jh-------------------------/;ku nsa  

2) Beg to state that : fuosnu gS fd 

3) By return of post : okilh Mkd ls  

4) Copy enclosed : izfrfyfi layXu gS 

5) Dear Madam/Sir : fiz; egksn;k@egksn; 

6) Delay is regretted : foyac ds fy, [ksn gSA 

7) For…….¼gLrk{kj djrs le;½ : —rs--------------------------- 

8) For and on behalf of  : 1---------- ds fy, vkSj mudh vksj ls]  

    2-—rs rFkk---------- ds fufeÙk 

9) For approval : vuqeksnu ds fy,] vuqeksnukFkZ 

10) For consideration : fopkjkFkZ 

11) For disposal : fuorZu ds fy,] fuiVku ds fy,  

12) For expression of opinion : jk; nsus ds fy,] er izdV djus ds fy,  

13) For favourable action : vuqdwy dkjZokbZ ds fy,  

14) For favour of necessary action : mfpr dkjZokbZ ds fy,@okLrs  

15) For further action  : vkxs dh dkjZokbZ ds fy,  

16) For guidance : ekxZn'kZu ds fy, 

17) For information  : lwpuk ds fy,] lwpukFkZ 

18) For onward transmission  : vkxs Hkstus ds fy,  

19) For such action as may be necessary : ;Fkko';d dkjZokbZ ds fy, 

20) For such action as may be…….. : ;Fkk-------- dkjZokbZ ds fy,  

21) For such action as may be deemed fit : ,slh dkjZokbZ ds fy, tks mfpr 
le>h tk,  

22) For sympathetic consideration  : lgkuqHkwfriwoZd fopkj ds fy,  

23) Further orders will follow  : vkxs vkSj vkns'k Hksts tk,¡xs 

24) Grateful, we shall be : ge vkHkkjh gksaxs 

25) I beg to submit : fuosnu gS] fd  

26) I have the honour to say  : Lkknj fuosnu gS 
27) In anticipation of your approval  : vkids vuqeksnu dh izR;k'kk esa  

28) In compliance with  : dk ikyu djrs gq,] ds vuqikyu esa  

29) In confirmation of  : dh iqf"V esa  

30) In connection with : ds laca/k es 

31) In consequence of  : ds ifj.kkeLo:Ik 

32) In consultation with  : ls ijke'kZ djds  
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33) In continuation of  : ds vkxs] ds flyflys@Øe esa  

34) In exercise of  : dk iz;ksx djrs gq,] ds iz;ksx esa  

35) In modification of  : dk vk'kks/ku djrs gq,  

36) In pursuance of : ds vuqlj.k esa] ds vuqlkj 

37) In regard to  : ds fo"k;@ckjs esa  

38) In reply to  : ds mÙkj esa  

39) Under intimation to us : gesa lwpuk nsrs gq,  

40) Is hereby informed  : dks lwfpr fd;k tkrk gS 

41) It is requested  : ;g fuosnu gS] fuosnu gS 

42) It is suggested  : lq>ko gS] ;s lq>ko fn;k tkrk gS 

43) It may be treated as urgent : bls vR;ko';d le>k tk, 

44) Its issue is authorized  : bls izkf/kdkj ls tkjh fd;k tk jgk 
gS 

45) For doing the needful : vko';d dkjZokbZ djus ds fy, 

46) No further action is necessary  : vkxs fdlh dkjZokbZ dh vko';drk 
ugha gS  

47) Obliged, I shall be  : eSa vuqxg̀hr gksÅ¡xk  

48) Per bearer : okgd ds gkFk] i=okgd }kjk  

49) Please acknowledge receipt  : —Ik;k ikorh Hkstsa] —Ik;k izkfIr 
lwpuk nsa 

50) Please expedite action  : —Ik;k 'kh?kz dkjZokbZ djsa] —Ik;k 
dkjZokbZ esa 'kh?kzrk djsa 

51) Post script (P.S.) : iqu'p% 

52) Reference is invited to…….. : ---------------- dh vksj /;ku nsa 

53) Referred to above  : mifjfufnZ"V 

54) Respectfully I beg to say : lknj fuosnu gS  

55) Sincerely, yours  : vkidk  

56) For sympathetic consideration : lgkuqHkwfriw.kZ fopkj ds fy,  

57) This is to certify that : izekf.kRk fd;k tkrk gS fd  

58) This is to inform : lwpuk nh tkrh gS 

59) Throuth proper channel : mfpr ek/;e ls  

60) Under intimation to this office  : bl dk;kZy; dks lwpuk nsrs gq, 

61) Vide letter No….. : Ik= la[;k------- nsf[k, 

62) With regards : lknj] vknj lfgr 

63) With respects : lknj 
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64) With the compliments of  : lkfHkoknu]-------- }kjk lknj] leknj 
lfgr  

65) You will appreciate that : vki ekusaxs fd 

66) The undersigned is directed to… : eq>s funs'k gqvk gS fd--------  

67) In this connection I have to state.. : bl laca/k esa eq>s dguk gS fd---------- 

68) As you are no doubt aware : tSlk vkidks fulansg fofnr@ekywe 
gSA 

69) Advise further development  : vkxs dh izxfr ds fy, voxr 
djk,¡A 

70) Copy enclosed for ready reference  : rRdky lanHkZ ds fy, izfrfyfi 
layXu gSA  

71) Please find enclosed a copy of….. : bl i= ds lkFk-----dh ,d izfr 
layXu gSA  

72) The…… is pressing hard for a reply : mÙkj ds fy, ------- cgqr vf/kd tksj 
ns jgs gSaA  

73) It may further be added  : ;g Hkh crk;k tkrk gS@lkFk gh] 
;g Hkh crkuk mfpr gksxk 

74) Inconvenience caused to you is  : vkidks gqbZ vlqfo/kk ds fy, [ksn 
regretted   gSA 

75) Please refer to your letter : —Ik;k vius rkjh[k------------- ds i= 
No……… dated……....   la[;k---------------- dks ns[ksa 

76) Please treat this as strictly  : —Ik;k bls loZFkk xksiuh; le>k 
confidential   tk, 

77) Such action as may be deemed  : ,slh dkjZokbZ tks vko';d le>h 
necessary   tk,@;Fkko';d dkjZokbZ 

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

 vkids rkjh[k---------- ds i= la[;k--------- ds mÙkj esa--------- 

79) In continuation of my letter No. …. dated….. 

 vkids fnukad------------ ds i= la[;k--------- ds vuqØe@flyflys esa  

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

 eq>s funs'k gqvk gS fd eSa vkids i= dh ikorh Hkstw¡  

81) I am directed to inform you/request you.  
 eq>s funs'k gqvk gS fd eSa vkidks lwfpr d:¡@vkils fuosnu d:¡A 

82) The favour of an early reply will be highly appreciated. 

 'kh?kz mÙkj Hkst nsa rks cM+h —ik gksxhA 
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83) Assuring you of our best services. 

 ge vkidks viuh loksZÙke lsok iznku djus dk fo'okl fnykrs gSaA 

84) For favour of doing the needful 

 —Ik;k vko';d dkjZokbZ dh tk,] ;Fkko';d dkjZokbZ ds fy, 

85) An early reply is requested in the matter. 

 vuqjks/k gS bl laca/k esa 'kh?kz mÙkj nsus dh —ik djsaA 

86) The undersigned is directed to acknowledge the receipt of your letter 
No…….. dated…… 

 eq>s funs'k gqvk gS fd eSa vkids rkjh[k--------- ds i= la[;k------ dh ikorh Hkstw¡A 

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

vkids@bl foHkkx ds rkjh[k-------ds i= la[;k------ ds lkFk #ds gq, ¼;k lekIr 
gksus okys½ i= O;ogkj dk gokyk nsrs gq,@ds izlax esa  

88) In compliance with the request contained in your letter No…… dated…. 

vkius vius rkjh[k------- ds i= la[;k-------- esa tks vuqjks/k fd;k Fkk mlds 
vuqikyu esa--------- 

89) This is to acknowledge the receipt of your letter No. …….. dated….. 

vkidk rkjh[k--------- dk i= la[;k--------- feyk gSA  

• Åij dqN enksa esa ^the undersigned* ds fy, ^eq>s* 'kCn dk iz;ksx fd;k x;k 
gSA ,d le; Fkk tc blds fy, ^fuEugLrk{kjdrkZ*] *v/kksgLrk{kjh* dk iz;ksx 
gksrk FkkA og vaxzsth dh vfHkO;fDr 'kSyh dk vuqdj.k Fkk rFkk 'kCnkuqokn 
FkkA fganh dh viuh 'kSyh gS] mlds vuq:Ik ^eq>s* 'kCn dk iz;ksx vf/kd 
mi;qDr le>k x;k gS rFkk Hkkjr ljdkj ds dk;kZy;ksa esa vc bldk gh 
izpyu gSA  

• ^Advice* dk Ik;kZ; lkekU;r% ^lykg* gS rFkk ^to advice* dk vFkZ ^ijke'kZ 
nsuk* ;k ^lykg nsuk* gksrk gSA Åij ds dqN okD;ksa esa bldk mi;ksx lwpuk 
nsus ds vFkZ esa gqvk gS] lykg nsus ds vFkZ esa ughaA i=ksa ds izk:Ik dk fganh 
vuqokn djrs le; ,slh ckrksa dk fo'ks"k /;ku j[kuk gksxk rkfd lanHkZ ds 
vuqlkj Ik;kZ; dk p;u djuk gksxkA  

• ;g Hkh lq>ko gS fd bu okD;ka'kksa esa dbZ vuqokn Hkkokuqokn tSls izrhr gksaxs 
ijarq os :<+ iz;ksx gSa rFkk Lohdk;Z gSaA  

vkb,] vc okD;ka'kksa ds vk/kkj ij uhps fn, x, okD;ka'kksa dk fganh esa vuqokn 
dhft, vkSj vuwfnr okD;ka'kksa dks bdkbZ esa fn, x, vuqokn ls feykdj viuh 
izxfr dh tk¡p dhft, %  

1. For favour of necessary action : ……………………………… 

2. For such action as may be necessary : ……………………………….. 
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3. In anticipation of your approval : ……………………………… 

4. In confirmation of  : ……………………………… 

5. In consultation with  : ……………………………… 

fuEufyf[kr okD;ka'kksa dk vaxzsth vuqokn fyf[k, % 

1-  vkidks gqbZ vlqfo/kk ds fy, [ksn gSA : ……………………………… 

2-  ge vkHkkjh gksaxsA : ……………………………… 

3-  'kh?kz mÙkj Hkst ns arks cM+h —ik gksxhA  : ……………………………… 

4-  rRdky lanHkZ ds fy, izfrfyfi layXu gSA : ……………………………… 

5-  lgkuqHkwfriw.kZ fopkj ds fy,A  : ……………………………… 

Ikz'kklfud dk;ksZa esa fopkjksa rFkk lwpuk ds vknku&iznku djus] vuqeksnu vFkok 
eatwjh izkIr djus] fu.kZ;ksa dks lwfpr djus] vkns'k nsus vkfn ds fy, i=kpkj ds 
vusd :Ik gSaA tSls] dk;kZy; Kkiu ¼Office memorandum½] Kkiu ¼memorandum½] 
varj&dk;kZy; Kkiu ¼inter-office memorandum½] v/kZ&ljdkjh i= ¼D.O. 
letter½] vukSipkfjd fVIi.kh ¼un-official note½] i"̀Bkadu ¼endorsement½] 
vf/klwpuk ¼notification½] ladYi ¼resolution½] izsl uksV ¼press note½] izsl foKfIr 
¼press communique½] nzqri= ¼express letter½] dk;kZy; vkns'k ¼office order½] 
vkns'k ¼order½] foKkiu ¼advertisement½] VsaMj lwpuk ¼tender-notice½] lwpuk 
¼notice½] ifji= ¼circular½] vuqLekjd ¼reminder½A fdl le; fdl :Ik ds 
i=kpkj dk iz;ksx gks jgk gS] ;g izk:Ik ¼draft½ ds Åij gh fy[kk jgrk gSA 
vuqokn djrs le; ;FkkLFkku bu 'kCnksa ds fganh Ik;kZ; fy[k nsus gSa] i= ds <k¡ps esa 
dksbZ ifjorZu ugha djuk gS] ;kuh i=kpkj ds fdlh Hkh :Ik dk <k¡pk fganh esa Hkh 
ogh jgsxk tks vaxzsth esa gSA  

vkxs fofHkUu izdkj ds i= vkSj mudk fganh vuqokn izLrqr fd;k tk jgk gSA ijarq 
okD;ka'kksa ds tks uewus fn, x, gSa] mudk iz;ksx uhps fn, tk jgs i=ksa ds dqN 
mnkgj.kksa ls fey ldsxkA i=ksa ds lkFk mudk ekud fganh vuqokn Hkh fn;k tk 
jgk gSA  

Letters and endorsement

No…………………… 
Government of India 
Directorate of………. 
…………….Bhawan, 

New Delhi-110001 
Dated………………  

To,  
 The Civil Surgeon, 

……………… Hospital, 
New Delhi. 
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Subject – Medical examination of Shri………………………………… 

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.) 
 

 
la[;k------------------------------- 

 Hkkjr ljdkj 
----------------------- funs'kky; 

 -------------------------- Hkou] 
 ubZ fnYyh&110001 

        fnukad ------------------------------- 
lsok esa] 
 flfoy ltZu] 
 ------------ vLirky] 
 ubZ fnYyhA 
 

fo"k; % Jh ------------------------------------------------- dh MkWDVjh tk¡p 

egksn;]  

bl dk;kZy; esa Jh d-[k-x- dh fu;qfDr dk;Zikyd lgk;d ds :Ik esa djus ij 
fopkj fd;k tk jgk gSA vuqjks/k gS fd mudh MkWDVjh tk¡p djsa vkSj 'kkjhfjd 
LoLFkrk dk izek.ki= bl dk;kZy; dks Hkst nsaA 

Jh d-[k-x- dks mudh MkWDVjh tk¡p ds fy, vkids le{k fnukad 6 viSzy-------------- 
dks izkr% 10-30 cts mifLFkr gksus dk funs'k fn;k x;k gSA  
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?kks"k.kk i= rFkk MkWDVjh izek.ki= ds fjDr izi=ksa dh vko';d izfr;k¡ layXu gSaA 
Jh d- [k- x- ds gLrk{kj —Ik;k vki vius lkeus djok,¡A 

 
        Hkonh;]  
        gLrk-@&  
         ¼p- N- t-½ 
       lgk;d funs'kd ¼iz'kklu½ 

izfrfyfi Jh d- [k- x- dks izsf"krA og viuh MkWDVjh ijh{kk ds fy, flfoy ltZu]-
--------------------] ubZ fnYyh ds le{k fnuad 6 vizSy]----------- dks izkr% 10-30 cts mifLFkr 
gksaA 

         gLrk-@& 
       lgk;d funs'kd ¼iz'kklu½ 
¼  % ;gk¡ eq[; i= dh lekfIr ds ckn tks Hkkx ^izfrfyfi Jh d-[k-x- dks -----
-------* ls vkjaHk gqvk gS] og ^i"̀Bkadu* gSA½ 

Office-Memorandum  

No. …………… 
Government of India 

Department of………… 
New Delhi 

Dated : …………….. 
 

Office Memorandum 

Subject:  

 The undersigned is directed to refer to this Department’s/the 
Department of ……...............O.M. No. …………..dated………….. and to 
say that……………………………… 
            Sd/- 
           (A.B.C.) 

     Under Secretary to the Govt. of India 
 
To,  
 The Department of…………… 
 (……………Vibhag) 
 New Delhi-110011 

la[;k--------------------------- 
Hkkjr ljdkj 

-------------------------foHkkx 
ubZ fnYyh 

rkjh[k------------------- 
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fo"k; %  

bl foHkkx ds@-------------------------foHkkx ds rkjh[k--------------------------- ds dk;kZy; Kkiu 
la[;k-------------- ds izlax esa eq>s ;g dgus dk funs'k gqvk gS fd ------------------------------------ 

        gLrk-@& 
        d- [k- x- 
       voj lfpo] Hkkjr ljdkj 
 
lsok esa] 
 -------------------------foHkkx 

ubZ fnYyh&110011 

Memorandum

 
No………………… 
Government of India 

Ministry of Information & Broadcasting 
New Delhi, the…………………… 

Memorandum 

Subject: 

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

 i)  

 ii) 

 iii) 

2.   If Shri…………… 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  
 Shri…………………………… 
 ………………………………. 
 

la[;k------------------------------ 
Hkkjr ljdkj 

Lkwpuk rFkk izlkj.k ea=ky; 
ubZ fnYyh] rkjh[k ¼vFkok fnukad½--------------19 
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fo"k; %  

 Jh--------------------------dks muds rk----------------------- ds vkosnu i= ds lanHkZ esa bl 
ea=ky; esa lkW¶Vos;j bathfu;j ds vLFkk;h in dk izLrko uhps fy[kh 'krkZsa ij 
fn;k tkrk gS %  

i½ 

ii½ 

iii½ 

2½ ;fn Jh--------------------- bls Lohdkj djrs gSa rks esjs ikl dk;Z&Hkkj xzg.k djus ds 
fy, rk- -------------- rd vo'; igq¡p tk,¡A 

          
      gLrk-@& 

      ¼d-[k-x-½ 
     voj lfpo] Hkkjr ljdkj 
lsok esa  
 Jh------------------------------ 
 ------------------------------------  

 % Kkiu esa la[;k rFkk foHkkxkfn dk uke] fnukad lfgr dkxt ds Åij 
e/; esa fn;k tkrk gSA blds QkWesZV dk Hkh /;ku j[kk tkuk pkfg,A  

Demi-official letter

ABC    D.O. No…………………….. 
Director (Admn.)  Government of India 
    Ministry of………………….. 

    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) 
 

Shri ………………………… 
……………………………… 
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d- [k- x-    v- l- la-------------------------------- 
funs'kd ¼iz'kklu½   Hkkjr ljdkj 
     x`g ea=ky; 
       ubZ fnYyh] rkjh[k----------------- 
 
fiz; Jh@fiz;oj 

 —Ik;k--------------- ds ckjs esa viuk rk--------------- dk v/kZ&ljdkjh i= la[;k---------- 
nsf[k,A 

 eSa------------------------------------ ls lacaf/kr fu;ekoyh ds elkSn dh ,d izfr Hkst jgk 
gw¡A ;fn vki bls i<+dj blds ckjs esa vius fopkj ftruh 'kh?kz gks lds] eq>s fy[k 
Hkstsa] rks cM+h —ik gksxhA bu fu;eksa dks vafre :Ik nsus ds fy, vxys eghus ds 
vkjaHk esa ,d varfoZHkkxh; cSBd cqykus dk fopkj gSA  

lknj 
         vkidk] 
         gLrk-@& 
        ¼d- [k- x-½ 
Jh--------------------------------------- 
------------------------------------------- 

 %  

v/kZ&ljdkjh i=ksa esa ^My dear* mu vf/kdkfj;ksa dks fy[kk tkrk gS ftuls 
?kfu"Vrk gS] vU;k ^Dear Sir* dk iz;ksx lkekU; gSA i= esa lacks/ku Hkh 
vkSipkfjd&vukSipkfjd fefJr 'kSyh esa gksrk gSA  

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…………………………. 

i) ………………………………………………………………… 
ii) ……………………………………………………………….... 

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. ……………….. 
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Deptt. of Legal Affairs 

Deptt. of ……………... U.O. No……………… dated………………… 

   Hkkjr ljdkj 

   --------------------------------- foHkkx@ea=ky; 

fo"k; %----------------------------------- 

 ----------------------------------ls lacaf/kr orZeku fu;eksa esa nwljh ckrksa ds lkFk&lkFk 

;g Hkh fn;k x;k gS fd ------------------------------ 

2-  vc ;g iz'u mBk gS fd D;k---------------------------------------- 

i½ ------------------------------------------------------------------- 

ii½ ------------------------------------------------------------------- 

3- ;g foHkkx fof/k&dk;Z foHkkx ls vuqjks/k djrk gS mi;qZDr iSjk 4 esa mBk, x, 
iz'u ij lykg nsaA 

 
gLrk@&  
{k- =- K- 
mi&lfpo 
VsyhQksu la---------------------------- 

----------------------------------- foHkkx v- fV- la[;k----------------------- rkjh[k---------------------- 

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 …….., is 
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. 
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¼Hkkjr ds jkti= ds Hkkx 1] [kaM 2 esa izdk'ku ds fy,½ 
 

Hkkjr ljdkj 
-------------------foHkkx 

      ubZ fnYyh] rkjh[k----------- 

la[;k--------------- Jh---------------- {k = K------------------------------------------] voj lfpo--------------------------- 
foHkkx] dks mlh foHkkx esa LFkkukiUUk mi&lfpo fu;qDr fd;k x;k gSA ;g fu;qfDr 
Jh---------------------------ds----------------------------- foHkkx esa cnyh gksus ds dkj.k [kkyh gq, LFkku 
ij dh xbZ gSA  

        gLrk@&-  

         d- [k- x- 

      la;qDr lfpo] Hkkjr ljdkj 

lsok esa  

 izca/kd] 

Hkkjr ljdkj izsl] Qjhnkckn 

Resolution

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

     No……………. 
     Govt. of India 
     Ministry of …………………… 

     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……………   New Delhi, The……………. 
 

ORDER : Ordered that a copy of the Resolution be communicated 
to………… Ordered also that the Resolution be published in the Gazette of 
India for general information.  
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        Sd./- 
               (A.B.C.) 

      Secretary of the Govt. of India 

¼Hkkjr ds jkit= ds Hkkx 1 [kaM 1 esa izdk'ku ds fy,½ 
Lka ----------------- 
Hkkjr ljdkj 
----------ea=ky; 

      ubZ fnYyh] rkjh[k----------------------------- 

     

---------------------------ls lacaf/kr foHkkxksa vkSj lsokvksa dh dk;Zdq'kyrk dks vkSj vf/kd 
lq/kkjus dk iz'u Hkkjr ljdkj ds fopkjk/khu jgk gS vkSj bl fn'kk esa igyk dne 
;g mBk;k x;k gS fd jk"Vªifr us Hkkjr ds lafo/kku ds vuqPNsN 309 ds }kjk nh 
xbZ 'kfDr dk mi;ksx djrs gq, fu'p; fd;k gS fd rkjh[k---------------- ls ^Hkkjrh;-------
-------- lsok* uke ls Js.kh&1 dh ,d dsanzh; lsok dh LFkkiuk dj nh tk,A  

gLrk@& 
           ¼d-[k-x-½ 
       lfpo] Hkkjr ljdkj 
       ubZ fnYYkh] rkjh[k---------- 
la[;k----------------- 

vkns'k % vkns'k fn;k tkrk gS fd bl ladYi dh izfrfyfi---------------- dks Hksth tk,A 

;g Hkh vkns'k fn;k tkrk gS fd ;g ladYi Hkkjr ds jkti= esa lkekU; lwpuk ds 
fy, izdkf'kr fd;k tk,A 

        gLrk@&  
              ¼d-[k-x-½ 
       lfpo Hkkjr ljdkj 

¼  % ;gk¡ bl ckr ij /;ku nsa fd fdlh foHkkx dks NksVh bdkbZ ^Section* 
dk Ik;kZ; ^vuqHkkx* gksrk gSA ijarq jkti= ¼xtV½ ds fdlh Hkkx ds ^Section* dk 
Ik;kZ; ^vuqHkkx* u gksdj ^[kaM* gSA½ 

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……….. to ……….. with permission to 
prefix……………………, a public holiday, to the leave. 

2.  It is certified that on the expiry of this leave, Shri………….. is likely 
to return to duty at the station from which he is proceeding on leave. 
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          Sd./-  
         (A.B.C.) 
     Under Secretary to the Govt. of India 
 
Copy to: 
(1) Office Order file 
(2) Cashier 
(3) Section concerned 
(4) Shri……………….. 
 

la[;k----------- 
Hkkjr ljdkj 
-------------- foHkkx 

       UkbZ fnYyh] rkjh[k --------- 

bl foHkkx ds LFkk;h izksxzkej Jh-------------------------- dh ------------- ls -------------- rd ------------- 
fnu dh vftZr NqV~Vh eatwj dh tkrh gS vkSj mUgsa viuh NqV~Vh ds igys---------------- 
ds iM+us okyh --------------- dh lkoZtfud NqV~Vh tksM+us dh vuqefr Hkh nsrh gSA  

2-  ;g izekf.kr fd;k tkrk gS fd NqV~Vh dh lekfIr ij Jh----------------------------------- dh 
mlh LFkku ij ykSVus dh laHkkouk gS tgk¡ ls os NqV~Vh ij tk jgs gSaA 

    gLrk@&  
         ¼d- [k- x-½ 

        voj lfpo] Hkkjr ljdkj 
 
izfrfyfi izsf"kr %  
1- dk;kZy; vkns'k Qkby 
2- jksdfM+;k 
3- lacaf/kr vuqHkkx 
4- Jh----------------------------------- 

¼  % bl dk;kZy; vkns'k ds iSjk 1 ds ml va'k dks fo'ks"k :Ik ls ns[ksa tks 
^with permission to* ls vkjaHk gksrk gSA bldk feyku blds fganh vuqokn ls 
dhft,A½ 

Order½ 

    No. ……………… 
    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. 
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(1) ……………… 
(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. 
 

la[;k ----------------- 
    Hkkjr ljdkj 
    ------------------- foHkkx 
       ubZ fnYyh] rkjh[k------------ 

     

jk"Vªifr] foÙkh; 'kfDr;ksa ds izR;k;kstu fu;ekoyh ds fu;e 10 ds v/khu] 
#- 2]000-00 ¼nks frkj #i, dsoy½ dh ykolwy gkfu dh jkf'k dks] tks bl foHkkx 
dh fuEufyf[kr oLrqvksa dh dher gS] cV~Vs [kkrs esa Mkyus dh eatwjh nsrs gSa % 

¼1½ --------------------------  
¼2½ ------------------------- 
 

gLrk@&  
            ¼d- [k- x-½ 

       voj lfpo] Hkkjr ljdkj 
 

izfrfyfi fuEufyf[kr dks izsf"kr %  

¼1½ Hkqxrku ,oa ys[kk vf/kdkjh----------- foHkkx] ubZ fnYyh 
¼2½ vkarfjd foÙkh; vuqHkkx 
¼3½ jksdM+ vuqHkkx 
¼4½ lkekU; vuqHkkx 

Circular½ 

No. 14012/8/76-OL(C) 
Government of India 

Ministry of Home Affairs 
Department of Official Language 

New Delhi – 110001, 23rd March, 1976 

 

 



 

 

-I 

191 

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. 
 

 
la- 14012@8@76&jk-Hkk- ¼x½ 

Hkkjr ljdkj 
Xk`g ea=ky; 

jktHkk"kk foHkkx 
ubZ fnYyh 110001] fnukad 23 ekpZ] 1976 

Hkkjr ljdkj ds izf'k{k.k dsanzksa esa fganh ds oSdfYid ek/;e ls izf'k{k.k 
nsus dh O;oLFkkA

la?k ds iz'kklu esa f}Hkkf"kd fLFkfr vkjaHk gksus vkSj mlds QyLo:Ik lHkh 
dsanzh; ljdkjh deZpkfj;ksa dks ljdkjh dkedkt ds fy, vaxzsth ;k fganh Hkk"kk dk 
iz;ksx djus dh NwV gksus ds dkj.k foHkkxh; ijh{kkvksa rFkk v/khuLFk inksa dh HkrhZ 
dh ijh{kkvksa esa fganh ek/;e dk fodYi nsus ds ckn vc ;g eglwl fd;k tk jgk 
gS fd Hkkjr ljdkj ds fofHkUu izf'k{k.k dsanzksa esa Hkh ,slk fodYi iznku fd;k tk,A 
foÙk ea=ky; vkfn ls vuqjk/k gS fd bl leL;k ds O;kogkfjd igyqvksa ij xkSj 
djus ds fy, os bl foHkkx dks lwfpr djsa fd muds v/khu fdrus izf'k{k.k dsanz 
py jgs gSa] muesa ls fdrus dsanzksa esa izf'k{k.k dk;Z ds fy, fganh ek/;e dk fodYi 
fn;k x;k vkSj D;k ,slk fodYi ijh{kkfFkZ;ksa dks ijh{kk ds le; Hkh miyC/k gSA  

                gLrk@& 
                    ¼gfjckcw daly½ 

      mi&lfpo] Hkkjr ljdkj 
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lsok esa  
 Hkkjr ljdkj ds LkHkh ea=ky;@foHkkx vkfn 

Reminder

   No. …………………… 
   Government of India 
   Department of ……….. 

       New Delhi, The………. 
To  
 ………………………………… 
 ………………………………… 

Sir,  

 Please refer to this Deptt. letter No. …………… dt. ……… 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 
 

   la[;k ----------------------------- 
   Hkkjr ljdkj 
   --------------------- foHkkx 

       ubZ fnYyh] fnukad ------- 
lsok esa]  
 ------------------------------------------------------------- 
 -------------------------------------------------------------- 

fo"k; % -------------------------------------------------------------- 

egksn;]  

 —Ik;k mi;qZDr fo"k; ij bl foHkkx ds fnukad ------------------- ds i= la- ---------- 
dk voyksdu djsaA bl ekeys dks bl eghus ds var ls igys gh la?k yksd lsok 
vk;ksx ds ikl lgefr ds fy, Hkstuk gS] blfy, —Ik;k mÙkj nsus esa 'kh?kzrk djsaA 

        Hkonh;]  
         gLrk@& 
        ¼d- [k- x-½ 

       voj lfpo] Hkkjr ljdkj 

*vuqLekjd*] *Kkiu*] *dk;kZy; Kkiu* vFkok *v/kZ&ljdkjh i=* ds :Ik esa Hkh Hksts 
tkrs gSaA tgk¡ rd vuqokn dk iz'u gS] mlesa blls dksbZ varj ugha iM+rk fd 
i=kpkj dk :Ik D;k gSA vuqokn esa egRo gS & vFkZ dks Bhd izdkj le>us dk] 
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lVhd Ik;kZ; pquus dk vkSj mls lgh izdkj ls iz;ksx djus dkA ;fn fdlh ekeys 
esa vkosnu ;k VsaMj e¡xok, x, gSa vkSj mlds fy, vaxzsth ds i= esa ^Tenders are 
invited* ;k ^Application are invited* fy[kk x;k gS rks fganh vuqokn esa ^are 
invited* ds fy, ^fueaf=r fd, tkrs gSa* fy[kuk Bhd u gksxkA *Tender* ds fy, 
^fufonk* ;k VsaMj nksuksa esa ls fdlh Hkh 'kCn dk iz;ksx leku :Ik ls Bhd gSA 
^Invite* fd;k tk, rc ^fuea=.k* 'kCn mi;qDr gksxkA bl mnkgj.k dks /;ku esa 
j[kdj vkxs fn, tk jgs dqN iz'kklfud i=ksa ds fganh ,oa vaxzsth :ikarjksa dk 
v/;;u fd;k tk, vkSj mlds vk/kkj ij vuqokn dk vH;kl fd;k tk,A  

1½ 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. 

……………………………………………………………………………
……………………………………………………………………………
…………………………………………………………………………… 

  ¼vkidks daiuh ds fofu;eksa ds vuqlkj] ftudk ikyu gj gkyr esa t:jh gS] 
viuh ukSdjh ds nkSjku daiuh dh Hkfo"; fuf/k esa va'knku djuk gksxkA½  

2½ 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.  

……………………………………………………………………………
……………………………………………………………………………
……………………………………………………………………………
…………………………………………………………………………… 

  ¼ekStwnk NqV~Vh ;k=k fj;k;r fu;eksa esa vkaf'kd ifjorZu djrs gq, ;g fu.kZ; 
fy;k x;k gS fd rRdky izHkko ls ik= deZpkjh dks vius fy, vkSj vius 
ifjokj ds lnL;ksa ds fy, fofgr QkeZ esa izek.k= ds vk/kkj ij viuh ;k=k 
dh gdnkj Js.kh ds vuqlkj NqV~Vh fj;k;r O;; dh izfriwfrZ dk nkok djus 
dh vuqefr gSA½  

3½ 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.  

……………………………………………………………………………
……………………………………………………………………………
…………………………………………………………………………… 

¼vkids }kjk vius fo"k; esa nh xbZ fdlh Hkh izdkj dh tkudkjh vFkok ?kks"k.kk 
dks >wBk ik, tkus ij ;k vkids }kjk tku&cw>dj fdlh rF; dks fNikus ij] 
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fcuk fdlh iwoZ lwpuk ds vkSj fcuk dksbZ dkj.k crk, vkidks ukSdjh ls gVk;k 
tk ldrk gSA  

vkb,] vc ge fganh ls vaxzsth eas vuqokn dk vH;kl djsaA  

1-  vkidks ckjg eghus dk izf'k{k.k ikB~;Øe iwjk djuk gksxk] ftls ;fn t:jh 
gqvk rks c<+k;k tk ldrk gSA ;g izf'k{k.k laxBu ds vanj vk;ksftr fd;k 
tkuk gS vkSj ;fn t:jh gqvk rks dkiksZjs'ku }kjk pqus x, ckgj ds laLFkkuksa 
vkSj LFkkiukvksa esa Hkh vk;ksftr fd;k tk ldrk gSA izf'k{k.k larks"ktud :Ik 
ls iwjk djus vkSj ,slh foHkkxh; ijh{kkvksa dks ikl djus ij] tks fu/kkZfjr dh 
tk,¡] vkidks ,sls in ij vkSj inuke ls tks eSusteasV }kjk mi;qDr le>k 
tk,] ---------------------------- #i, ds osrueku esa j[kk tk,xkA Åij crk, x, 
osrueku esa fu;qfDr fd, tkus ij] vkidks dkiksZjs'ku esa de&ls&de rhu o"kZ 
djuk gksxk ftlesa ifjoh{kk vof/k Hkh 'kkfey gksxhA ;fn mi;qZDr 'krksZa ij 
vkidks izLrko Lohdk;Z gks rks vki rkjh[k------------------------ dks izf'k{k.k ikB~;Øe 
ds fy, fjiksVZ djsaA  

…………………………………………………………………………… 
…………………………………………………………………………… 
…………………………………………………………………………… 
…………………………………………………………………………… 
…………………………………………………………………………… 

 ¼You 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 
…………..½ 

bl bdkbZ esa vkidks iz'kklfud i=ksa ds fofHkUu izdkj rFkk muds dysoj dk 
ifjp; izkIr gqvkA lkFk gh muls tqM+h 'kCnkoyh@okD;ka'kksa dk ifjp; Hkh vkidks 
fey x;k gSA iz'kklfud i=ksa esa ftu ikfjHkkf"kd 'kCnksa dk rFkk okD;ka'kksa dk cgq/kk 
iz;ksx gksrk gS] os Ik;kZIr ek=k esa bl bdkbZ ds fofHkUu Hkkxksa esa ns fn, x, gSaA 
mudk vki vPNh izdkj ls v/;;u dj ysaA i=ksa ds fofHkUu mnkgj.k ds v/;;u 
vkSj dbZ rjg ds vH;kl ls vkidh vuqokn {kerk esa dkQh of̀) gqbZ gSA vk'kk gS] 
vki esa ;g Hkh fo'okl tkxzr gqvk gksxk fd vko';drk iM+us ij vki Lo;a vusd 
i=ksa ds izk:Ik ewy :Ik esa Hkh fganh ;k vaxzsth esa rS;kj dj ldrs gSaA /;ku j[ksa fd 
bu i=ksa ds vyx&vyx uke blfy, gSa D;ksafd mudh fo"k;&oLrq buds iz;kstu 
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ds vuq:Ik gksrh gSA blhfy, budh Hkk"kk&'kSyh] izk:Ik rFkk 'kCnkoyh Hkh fof'k"V 
gSA blesa vf/kd ifjorZu ,oa vuko';d NsM+NkM+ dh xqatkb'k ugha gSA 'kCnkoyh ds 
fy, rduhdh ,oa iz'kklfud 'kCnkoyh Hkh miyC/k gSA  

1-  iz'kklfud i=ksa ds fdUgha ik¡p :iksa dk la{ksi esa o.kZu dhft,A  

2-  iz'kklfud i=kpkj esa fdu 'kCnksa ;k okD;ka'kksa dk cgq/kk iz;ksx gksrk gS\ ,sls 
'kCn@okD;ka'k ik¡p fganh esa rFkk ik¡p vaxzsth esa fyf[k,A 

3-  ,sls dqN 'kCn@okD;ka'k fyf[k, ftuds iz;ksx esa bl le; ,d:irk dk 
vHkko gSA ,d:irk j[kus ds fy, vkids D;k lq>ko gSa\ 

4-  fdlh Hkh fo"k; ij viuh vksj ls ,d dk;kZy; Kkiu dk izk:Ik fganh esa rS;kj 
dhft, vkSj mldk vaxzsth esa vuqokn dhft,A  

5-  fdlh Hkh fo"k; ij ,d dk;kZy; vkns'k dk izk:Ik vaxzsth esa rS;kj dhft, 
vkSj mldk fganh vuqokn dhft,A  




