Acknowledgement is awaited
Acknowledgement receipt
Action may be taken as proposed
Action has not yet been initiated
After adequate Consideration
After consultation with

Agenda is sent herewith
Agreed to

A list is placed below

Approval may be accorded
Approved as proposed

All concern should note

As above

As already pointed out

As amended

As decided

As directed

As modified

As proposed

As recommended

As far as possible

As mentioned above

As per standerd distribution list
As required under the rules

At source

Attention is invited to

Attested true copy

Await reply

Budget provision exists
Bills for signature please

Brief note is placed below
Bring into notice

Brought forward(b/f)

Call for the file



Cases for disposal

Cases under investigation
Case has been closed
Charge handed over
Checked and found correct
Check and give remark
Come into force

Contract may be terminatied

Copy enclosed for ready reference

Copy forwarded for
information/ necessary action

Decision is awaited

Delay is regretted

Delegation of financial powers
Demi-official(D.0.)

Departmental action is in progress

Dispose of

Discrepancy may be reconciled
Do the needful

Draft for approval

Duly filled in

Duly sanctioned

Duly complied

Early orders are solicited
Eligible candidate
Examination of the case
Ex-parte judgement
Extension of leave

Facilities are not available
Fair copy

Follow up action

Follow up action should
be taken soon

For action

For advice

For approval

For comments

For concurrence, please



For consideration
For disposal

For early compliance
For information
For perusal

For ready reference
For record

For remarks

For signature.

For verification
Forwarding letter
Free of charge
Fresh receipt
Fringe benefit
From pre page
Funds not available

Give top priority to this work
Grant of special pay

Half-yearly return
Hard and fast rule

I agree with “A’ above

[ agree

In accordance with

I am directed to state that
I am to say

In abeyance

In accordance with

In acknowledging receipt of...

In camera

In compliance with

In fact

In force

In lieu of

In lump sum

In practice

In principle

In public interest

In partial modification of
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Inspite of

In supersession of
In the light of

In the order of seniority
In this behalf

In time

In view of

I shall be obliged

Is self-explanatory
Issue today

It has been revealed

Justification for the proposal

Keep in abeyance
Keep pending
Keep with the file
Kindly look into it
Kindly reply

Last pay certificate (L.P.C.)
Lay before '
Lay down

Leave not due

Leave of absence

Leave on medical ground
Letter of allotment

Letter of authority

Letter of credit

Letter of guarartee

Letter of intent

Liable of disciplinary action
Lower age limit

Lowest price

Matter has already

been considered

May bggonsidered

May be passed for payment
May please see for information
May be sanctioned
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May please see

Medical certificate of fitness
Medical certificate of sickness
Memorandum of association
Memorandum of understanding
Mentioned above

Monthly arrears statement
Monthly progress report

Necessary correction may be
carried out

Necessary report is still awaited
Needful done

Needs no comments

No action is necessary

No need to send a reply
Noted please

Nominal penalty
Non-availability certificate
Non-cognizable offence
Non-compliance

No objection certificate

On account of

On behalf of

On compassionate grounds
On deputation

On due date

On duty

On hire-purchase basis
On medical ground

On merit

On probation

On special duty

On temporary basis
Order may be issued
Out of date

Out of order

Out of stock

Out of turn

Out of turn allotment
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Outstanding cases

Out today

Outward journey

Overall position

Paid annual leave

Paper for disposal
Parliamentary affairs
Parliamentary committee
Part time employment
Passed for payment
Payable to bearer

Pay self

Pending confirmation
Per bearer

Performance test
Periodical stock taking
Personal hearing

Petty contingent voucher
Permited

Placed at the disposal of
Placed under suspension
Please acknowledge receipt

Please comply before due date

Please discuss

Please discuss with papers
Please sign in Hindi
Please speak

Please put up precedent
Please treat as most urgent
Proposal is in order
Promotion by selection
Promotion by seniority
Pro-rata rate of pension
Put up

Put up for perusal please
Put up for verification

Put up for orders please

Question does not arise



Reference is invited to
Referred to above
Relaxation of rules

Required information is
furnished herewith

Reply should be issued today
Report for duty

Sanction is hereby accorded
Sanctioned, if due
Sanctioned as proposed
Seen and returned

Seen, thanks

Seen and spoken

Self contained note

Self explanatory

Should be given top priority
Sincerely yours

Speak please

Speak on phone

Subject to approval
Submitted for information
Submitted for perusal

Taking over charge

Take no action

This is to certify

This is to inform

This may please be approved

This may please be acknowledged

Till further orders
To comply with
To intiate action
To the point

Uncalled for

Under consideration

Under intimation to this office
Under mentioned

Under suspension

Up-to-date
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Urgently required
Valedictory address
Verification of service
Verified and found correct
Vide letter to...

We are not concerned with
We have no remark to offer
What delays

Whichever is earlier
Widow's pension

With a view to

With compliments from
With concurrence of

With due regard to

With effect from—
Withholding of increment
With immediate effect
Without any further reference
Without assigning any reason
Without delay

Without fail

Without prejudice

With reference to-

With regards

With regard to

With respect to

With retrospective effect
Year ending...

Yearly clearance

Yes man

You are hereby authorised to

You are hereby informed that

You may kindly report for duty on
You may take necessary action
Your reply should reach this office
by - at the latest
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Yours faithfully
Yours sincerely
Your truly

WIET, IS
ATIHT, HIEAT
HAUSI, Jagrm

Abinitio

Ad Alium diem
Ad hoc
Adinterim
Ad Valorem
Bonafides
Contra
Cum

Data

De hors

De facto
De Jure

De novo
Ditto

Errata

Ex-cadre
Ex-gratia(Payment)
Ex-Parte

Ex-India
Ex-factory
Ex-officio

Ex post facto

Ibid (Ibidem)

In timine

In pari materia

In posse

In presenti

In juria sine damno
In signia

Inter alia

Intra vires
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Inse

In toto
Ipso facto
Ipso jure
Jus Adrem

Modus Operandi

Nexux

Nota Bene(N.B.)

Onus
Onus probandi

Per capita
Per diem/day
Per se

Post script
Prima facie
Pro rata

Pro tanto
Proximo
Sine die
Suine Quanon
Status Quo
Sub judice
Suo Moto
Tenure

Ultra Vires
Veto ;
Vis-S-Vis
Viva-voce
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