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1.Accountant   � � � 
�*�� �� 

2. Acknowledgement    
���+����( 

3. Action     ������� 
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4. Administration    
/����� 

5. Advance       
���	� 

6. All concerned to note    �")�������. ��,����� 

7. Agreement     �">? ��� 

8. Allocation     �"
����"  

9. Allotment     ��<�

10. Allowance     �2 ��

11. Amount     ��"@������

12. Annual     ��
����

13. Applicant     
/�A��

14. Application    
/��A���
2 ��

15. Appointing authority    ��8 �� ��� �.�����

16. Appointment    ��8 �� ��

17. Approval     
/���	��

18. Approximate    
	�	�

19. Arrears     ������ ��

20. As desired     ��2B��� ����� 

21. As early as possible    �������
(���,��� ��

22. Assessment    "�2
����.��-�

23. Assistant     ������  

24. As the case may be   ���,��������
 ��,���

25. Attached here with   ��
���2A��

26. Attendance    �������

27. Attention is invited   �.� ����(����� ���%(�����

28. Attested copy     �(������
�
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29. At your earliest convenience   �� ����
(���,��� � 

30. Audit     
�*��
: �
�

31. Authorities    � �.�������	�

32. Balance     ������ ��

33. Based on facts     2A�� �.��� �

34. Basic pay     ")
��� ���

35. Bill     ��2
�

36. Book-post     �2�� �
,���

37. Both day inclusive   (,�%��(�%��"� �

38. Branch     ���*��

39. Bring to notice    �.� ����(
�C �- ��

40. Brought forward    �
B
���,:�� 2	���
� �C �- ��

41. Calculation     ������

42. Capital     
)���@��"���� ��

43. Carbon copy    ��������
��

44. Cash book     �,�:@����

45. Cashier     *����+��

46. Cash memo    ��(�
2 ��

47. Casual leave    ��2���B �2���

48. Catalogue     �)+��
2 ��

49. Checked and found correct  
: �
��� �� ��3�������
�� ��

50. Cheque     +�2��

51. Circular     	�� ���+ 23��

52. Claim     (�� ���

53. Clerical staff    �
��@� "
��



�

�

��

�

54. Come into force    
�	)��,-��

55. Category      ��	�

56. Come into operation   +�
)��,-��

57. Compensation    "�� ������

58. Compensatory leave   �������B �2���

59. Competent authority   �"�2A�� �.�����

60. Compliance    
�
-��

61. Compulsory retirement   
���"����������� ��

62. Concurrence    ��" ��

63. Conduct     � �+�-�������

64. Confidential    	�
 �

65. Contingency    � +������

66. Conveyance allowance   �������2 ��

67. Copy     ��
�C � ����

68. Copy enclose for ready reference   ��� �C �! ��
���� �
����
���2A��

69. Cost price     
�	 �" �2
�

70. Counterfoil    
/� 
���

71. Counter signature    
/� ��� �*��

72. Daily wages    �(��:��

73. Damage     �������

74. Dated     �" ��

75. Day book     �,����"+��

76. Dealing assistant    ����������������

77. Dear Mr.      �
� ����D/���

78. Dearness allowance   "���	�����2 ��
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79. Delay regretted    (����
����*"��

80. Demy-official (D. O.) letter   � �.��������
2 ��

81. Departmental action   ����	��� �������

82. Deputation allowance   
/� ���8 �� ���2 ��

83. Dispatch clerk    �<�
�+��
���

84. Discrepancies may be reconciled  5���( )��� � ����� ��

85. Document     (� ������

86. Documentary proof   (� ���������) ��

87. Draft for approval    
����	��
���*�:��

88. Early action will be appreciated  B� ��� ���������
�' �8,	��,��	��

89. Early orders are solicited   � ��	� ��
������' ����� �����

90. Earned leave    �"����B �2���

91 Efficiency bar ‘   ��
��� ��
�����,��

92. Eligible     
� �@�8,	�

93. Embezzlement    	�����

94. Employee     ��"+����

95. Enclosure     �2A��
2 ��

96. Endorsement    �
23�� ��-�

97. Entry     (�*�
��

98. Essential qualification   
���"��8,	 ��%�

99. Estimate     � ��"����

100. Evaluation    "�
%�-�

101.Exercise of Powers   � � �.� ����� ,# 

102. Ex-Officio    
(���� ��-  

103. Facts And Figures    2A��  ��� %�:� 
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104. File     �"�
@5���
 

105. Financial Year     �� 2 ����
 

106. For comments    ��2
-��
���  

107. For disposal    ��
�����
���� 

108. For information     �)+���
��  

109. Formal approval    ��"��
/���	��

110. For Strict Compliance   ����������
�
-��
���

111. Gazetted holiday    	����<�B�2���

112. Grant-in-aid    "�
������� ��

113. Have no comments to make  �������2
-��(��
,:����#�

114. Head Clerk    
/.����
���

115. Head of account     
�*��(��" 2(�

116. Held in abeyance    �,����*� �����

117. Herewith enclosed   ��
��2A�����

118. Honorarium    "�����#��

119. I am directed    ��
���(��� ��,������

120. Implement    
�	)����� 

121. In accordance with    (��� �������

122. In addition to    ���� ,#���
����

123. In advance    � 	� �� 

124. Increment    �
���� �2� ��

125. Initial pay    � ������ �*���

126. Inland letter    � � �(�����
2 ��

127. In order of merit    8,	 ��� ������

128. In respect of     (����������+�
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129. Interim reply    � � ��"����� 

130. Intimation    �� 
���

131. In the light of    ���(���,�������+�

132. Irregularity    ����8"�@��� ���(	��

133. Joining date    ������� 
����" �@��"�����)�����(���)+���

134. Joining Report    ������� 
����

135. Joining time     �������"%@� ����	/��-�� �
�

136. Kindly acknowledge receipt  ���
��
���+��������� ���

137. Leave not due    ����-(��B �2�� �

138. Leave with pay     �*������ �B�2���

139. Leave Preparatory to retirement  ���������� ��
)���B�2���

140. Length of Service   ������ �
�

141. Maintenance allowance    ��������2 ��

142. May be filed    5���
�����( 2 ����� ��

143. Medical Certificate Fitness  <������� �,	 ��
/"�-�

144. Memorandum    8 �(�
2 ��

145. Minimum    ' 2�,�' 2��

146. Ministerial Staff    (5� ��� "
��

147. Misappropriation    �*�� �
� �

148. Miscellaneous    5�2����

149. Modification     �"�"��

150. Necessary Action   ���)���� �������

151. Non Official    	�����������

152. Noted     �,���� ��

153. Notification    � �.�)+���
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154. Noting and Drafting   ��2
-�� ��
�*��

155. Office Order     (5� ������"�

156. Official Correspondence   �������
2 ��������

157. Officiating allowance   ����"�" �� ���2 ��

158. Out today     � 2��������,�

159. Paper under Consideration  ��+���� .���
2 ��

160. Pay bill      �� ����
�

161. Pay scale     �� �"���

162. Pending decision    5��
���,-� 2��

163. Personal file    ��2����"�
�

164. Please discuss    ��+�����%(���
���� �E �

165. Please expedite    B� ����
����� ����� ��

166. Please speak    	2
���,�

167. Prescribed form    ��8 �5��"�

168. Probation     � �"������

169. Procedure    �������.��

170. Promotion     �2� ��

171. Recurring    � ��� ���

172. Refund     .�����
����

173. Reinstatement    ���
���

174. Reminder     �+ �����
2 ��

175. Registration    � � �	�
2 ��

176. Retrenchment    B%���

177. Returns      ����-��

178. Rough Copy    � 2+����
�
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179. Rules & Regulations   ��8"� ������8"�

180. Sanction     
/���	��

181. Service Book    �����
2 ����%��� ���

182. Stock taking    "�
�(��
: �
�

183. Submitted for information  �)+���
���
�������

184. Subordinate Staff   � .���� "
��

185. Suspension    "�� 2 
��

186. Temporary appointment   � �������8 �� ����

187. Through Proper Channel   8,	�
/-�
��( �� ����

188. Time barred    �"� �(�
��	� ��

189. Top priority    
��
�� 	� �

190. Top secret    � � �	�
 �

191 True Copy   ‘   � �
��� �
���

192. Urgent       ��� ����)����

193. Voucher     ��C )+��

194. Waiting List    C �<����)+���

195. With Effect from    �" �� ��

196. With reference    (�����
����
��

197. With retrospective effect   �
2B �� ,#�
�	)�

198. Yours faithfully     ��������
� ��

199. Yours Sincerely     ��2 )��

200. Clerical Error    �
*������2
�

���)������(��������)������(��������)������(��������)������(���������

������������ � ������(�� ������(�� ������(�� ������(� ��+,#�(,�
/����
�2B ����-	�9�
��
��
/�����
���� ��+�
2	�� ���� %�( ������6��+��6��+��4
�(/������  ��
������� �� �� ��+��-(���A�����
����. �
�2�B� ����� �	�9� �������
����� �;%�
�2�B� ��
��� ���������(� ��A������(���������*�
��)
���+�
	�	�$0�4&������(%�( ����+�( ���� �9��������
�
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%�-��%��� �����
���
�
�2�B� �������(������,��
���� ��+�
2	�����
�( �� " �2
���)�
/	����(���,��9� � �(�)���B )����
�
���
�
�2�B� ����� �	�9��������
���������(���,��	�9��������
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/����
�2B ����-	�9�
��
��
/�����
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2	�����%	�� ��%�( ������6��+��6�
�+��4�(/����� �  �� 
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��
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�2�B� �� ��� �	�9� ���� ���
�
���
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��)
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	�	�$0�4&������(%�(��
��+��� �9� �������
�0������(���,��	�9�( )�������
��
������+�
2	�� ���%	�� %�(���" 2��� �6����6�

� �4�+2 �-6����� ��" �2
%�-��%�� ��������
�
�2�B� �������(������,��
������+�
2	�����%	�� %�( ��
" �2
���)�� 
/	����(���,��9�� �(�)���B )����
����
�� 
�2�B� ����� �	�9��������
���������(���,��	�9�

1�� (5� ���� ��������  �� ��2��� �+ 23�4
2 ����
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2 �� �( 2 ����-	�9� ���(� ��A���)�� �����
����C � ���
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