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Admn . / Routine/ Financial
notes

Administrative approval may be
obtained

Arrangement may be made
As modified
a Ascertain the position

Case/matter discussed

Circular and then file

Copy enclosed for ready reference

Drall as amended is put up for
approval

Facts of the case may kindly be
furnished

For information and necessary action

For onward transmission

For perusal and return

For such action as may be considered
necessary

For sympathetic consideration

I have no comments to make

Immediate disposal of the case is
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requested

Instructions are awaited

Issue immediate reminder
Issue notice accordingly
Kindly see the enclosed papers
May be forwarded

Necessary action may be taken
Needs no comments

Papers put up for perusal

Please inform all concerned

Please prepare/put up dralt reply
Please put up the case with previous

papers

Please see this case and offer your
Comments

Please treat it as most urgent

Required information may please be
furnished

Sanctioned as suggested
With retrospective effect
Proposal is vetted.
Principles ol natural justice.

A chronological summary of the case
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is placed below.

A resume of the case is given in the
ensuing paragraphs,

Reasonable opportunity ol being
heard may be given

Approved as per remarks in the
margin

Charge sheet may be given to the
accused

Consequent upon the promotion
Discreation of the management

Please put up a self-contained note
(summary)

This supersedes the order issued on
the subject

Action may be taken as early as
possible

Agreed
Approved
Approved as proposed/suggested

Approved subject to observations at
IIAIC

Draft for approsval
Early orders are solicited

Enquiry to be completed and report
submitted



& foIT TETER0T "7 S0 Explanation to be called for
AruaRe 3@1%7{ amaead & Formal approval is necessary
feraor LA BV Give details

Hat=g yriffyear Give top priority

Hg femoft 987 &t & Has no comments to make
dffga ¥@r S Keep pending

ST % 12 G 14 Please check up

DUl Ul ﬁﬁf?ﬁﬁ BV Please ensure compliance
Ho1dl & forg fywrRer @1 Sirdl  Recommended for sanction

=g & f%TQ SRS ] Submitted for consideration
ST Efﬂ'\;a'[?f G 5 | L Suitable action may be taken

RTINS 9169 RS Y g Dralt as amended is put up
AT wisar g Ya@r 8 The relevant file is placed below

T & pRATs b foIw For further action
HMHl UY Sleal hINdlg &Y Please expedite the action

e @Y Sfie @ TS Y W&r Bill has been scrutinized and found in
AT 14T correct

faer &1 HAAT fopam v Bill may be paid

ST @ AN Jar 9rar Verified/Checked and found correct
TorTier &1 TEETE AT Shu Discrepancy may be reconciled
o fwrT & wEafy of o ST Concurrence from finance may be

obtained.



