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jktHkk"kk vf/kfu;e 1963 dh /kkjk 3¼3½ ds vUrxZr fuEufyf[kr nLrkostksa dks 

dsoy f}Hkk"kh ¼fgUnh ,oa vaxzsth½ esa tkjh fd;k tkuk vfuok;Z gS %&

1- ladYi (Resolution)

2- lkekU; vkns'k (General Order)

3- fu;e (Rules)

4- vf/klwpuk,a (Notifications)

5- iz'kklfud ,oa vU; izfrosnu (Administrative and other report)

6- ljdkjh dkxtkr (Official papers)

7- izsl foKfIr;kaW (Press Communiques)

8- lafonk,aW (Contracts)

9- djkj (Agreement)

10- vuqKfIr;kaW (Licences)

11- vuqKk i= (Permits) 

12- fufonk lwpuk,a (Tender Notices)

13- fufonk QkeZ (Tender Forms)

14- laln ds lnu ;k lnuksa ds lEeq[k izLrqr iz'kklfud ,oa vU; 

izfrosnu (Administrative and other reports laid before a 

house or the houses of parliament)

blds ifjikyu dh iw.kZ ftEesnkjh foHkkxh; iz'kklfud izeq[k 

(Departmental Admn. Chief) vFkok gLrk{kjdrkZ vf/kdkjh (Signing 

Authority) dh gksrh gSA

01

izLrkouk

la;a= dh jktHkk"kk dk;kZUo;u lfefr ds ekuuh; lnL;ksa  

}kjk izkIr lq>koksa ds vuq:i dk;kZy;hu dkedkt esa vfr 

mi;ksxh izpfyr f}Hkk"kh okD;ka'kksa ,oa rduhdh 'kCnkofy;ksa dks 

,d u;s dysoj esa ijkslk tk jgk gSA ftlds ek/;e ls vki 

uksV'khV ij Rofjr fganh ds okD;ka'k fy[k ldrs gSaA

vLrq! vkidks ^^jktHkk"kk 'kCn lkxj** dk ;g ladyu vfr 

mi;ksxh ,oa iz;ksxijd izrhr gksxkA vk'kk gS] vki blds 

lg;ksx ls fganh iz;ksx o`f) dks lqfuf’pr djus dk gj lEHko 

iz;kl djsaxsA 

fganh iz;ksx o`f) gsrq fujarj iz;kljr]

                                                        

                               jktHkk"kk foHkkx

                           fHkykbZ bLikr la;a=

jktHkk"kk vf/kfu;e 1963&/kkjk 3(3)
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*d* {ks= esa fLFkr laLFkkuksa@dsUnzh; dk;kZy;ksa@
izfr"Bkuksa ds fy;s fu/kkZfjr tkaWp fcUnq

tkaWp fcUnq

1- /kkjk 3¼3½ dk vuqikyu vFkkZr 

lkekU; vkns'k vFkok vU; dkxtkrksa 

dks vfuok;Z :i ls f}Hkk"kh :i esa 

tkjh djukA

2- jktHkk"kk fu;e ds fu;e Øekad 5 ds 

rgr fganh esa izkIr i=ksa ds mRrj fganh 

esa gh nsukA

3- dk;kZy;hu dkedkt jktHkk"kk fganh 

esa djus ds fy;s vf/kdkfj;ksa@ 

deZpkfj;ksa dks fu;e 8¼4½ ds rgr 

fofuZfn"V djukA 

4- fu;e 11 ds rgr QkeksZa] dksMksa] 

eSuqvyksa vkSj xtV dh lkexzh dk 

f}Hkk"kh izdk'kuA

5- *d*rFkk *[k* {ks=ksa dks Hksts tkus okys 

i= vkfn fganh esa ;k f}Hkk"kh tkjh 

djukA

6- *d*rFkk *[k* {ks=ksa esa Hksts tkus okys 

fyQkQksa ij fganh esa irs fy[kukA

7- eksgjsa]ukeiV~V]lkbucksMksZa]vkea=.k i= 

vkfn f}Hkk"kh :i esa cukukA

8- lsok iqfLrdkvksa esa izfof"V;kaW

9- fu;e&12 ds rgr jktHkk"kk uhfr ds 

vuqikyu dk mRrjnkf;Ro ,oa 

tokcnsgh A

mRrjnkf;Ro

gLrk{kjdÙkkZZ vf/kdkjh izxfr izfrosnu 

ij gLrk{kj djus okys foHkkx

@laLFkku izeq[k

Ik= izkIrdÙkkZZ@tkjhdÙkkZ vf/kdkjh

laLFkku izeq[k@jktHkk"kk dk;kZUo;u 

lfefr

izdk'ku ds fy;s vuqeksnudÙkkZZ 

vf/kdkjh

gLrk{kjdÙkkZZ vuqeksnudÙkkZZ 

vf/kdkjh@laLFkku izeq[k@jktHkk"kk 

dk;kZUo;u lfefr

Ik= gLrk{kjdÙkkZZ vf/kdkjh

 

lacaf/kr izHkkjh vf/kdkjh

izeq[k dkfeZd foHkkx@dkfeZd vf/kdkjh

laLFkku@dk;kZy;@iz'kklfud izeq[k

fHkykbZ bLikr la;a= esa iz;qDr inuke
1. Chief Executive Officer 

eq[; dk;Zikyd vf/kdkjh
2. Executive Director

dk;Zikyd funs'kd
3. General Manager

egkizca/kd
4. Deputy General Manager

mi egkizca/kd 
5. Assistant General Manager

lgk- egkizca/kd
6. Senior Manager

ofj- izca/kd
7. Manager

izca/kd
8. Deputy Manager

mi izca/kd
9. Assistant Manager

lgk-izca/kd
10. Junior Manager

dfu- izca/kd
11. Junior Officer

dfu- vf/kdkjh
12. Safety Officer

lqj{kk vf/kdkjh 
13. Chief Fire Officer 

eq[; vfXu'keu vf/kdkjh
14. Fire Officer

vfXu'keu vf/kdkjh
15. Asst. Fire Officer

lgk- vfXu'keu vf/kdkjh

16. Management Trainee 

(Tech./Admin.)

izca/k izf'k{kq ¼rdfudh@iz'kklu½
17. Master Technician

ekLVj rduhf'k;u
18. Senior Technician

ofj-rduhf'k;u
19. Operator Cum Technician

izpkyd lg&rduhf'k;u
20. Master Operator

ekLVj izpkyd 
21. Senior Operator 

ofj-izpkyd 
22. Sr. Operator cum Master 

Technician

 ofj-izpkyd lgekLVj rduhf'k;u 
23. Sr. Operative (Operation)

ofj- izpkyd ¼izpkyu½
24. Attendant Cum Technician

vVsaMsaV&lg&rduhf'k;u
25. Planning Assistant

 ;kstuk lgk;d 
26. Law Officer

fof/k vf/kdkjh
27. Director

 funs'kd 
28. Joint Director

 la;qDr funs'kd 
29. Senior Deputy Director

ofj"B mi funs'kd 
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30. Asstt. Director/Consultant

lgk-funs'kd@ijke'kZnkrk 
31. Divisional Medical Officer

eaMy fpfdRlk vf/kdkjh 
32. Medical Officer

fpfdRlk vf/kdkjh
33. Nursing Superintendent

uflZax v/kh{kd
34. Nursing Sister

uflZax flLVj 
35. Technician (Pathology)

rduhf'k;u ¼iSFkksykWth½
36. Technician (Radiology)

rduhf'k;u ¼jsfM;ksykWth½
37. Section Officer

vuqHkkx vf/kdkjh
38. Sr. Staff Asstt.

ofj- LVkWQ lgk;d
39. Jr. Staff Asstt.

dfu-LVkWQ lgk;d
40. Attdt. cum Jr. Staff Asstt.

vVs-de dfu-LVkWQ lgk-
41. Staff Attdt.

 LVkWQ vVsUMsaV 
42. Private Secretary

futh lfpo 
43. Addl. Chief Vigilance Off.

vfrfjDr eq[; lrdZrk vf/kdkjh
44. Vigilance Inspector

lrdZrk fujh{kd
45. Plant Attdt.

IykaV vVsUMsaV

46. Principal 

izkpk;Z
47. Sr. Vice Principal

 ofj- mi izkpk;Z 
48. Vice Principal

mi izkpk;Z
49. Sr. Lecturer

 ofj- O;k[;krk
50. Addl. Sr. Lecturer

vfr-ofj-O;k[;krk
51. Lecturer

O;k[;krk
52. Sports Co-ordinator

ØhM+k leUo;d
53. Laboratory Asstt.

 iz;ksx'kkyk lgk;d
54. Master Instructor 

ek-vuqns'kd
55. Sr. Instructor

 ofj-vuqns'kd 
56. Sr. Asstt. Librarian

 ofj-lgk;d xzaFkiky
57. Asstt. Librarian

lgk- xzaFkiky
58. Programme Co-ordinator

dk;ZØe leUo;d 
59. Translator cum 

Co-ordinator 

vuqoknd lg&leUo;d 
60. Hindi Officer

jktHkk"kk vf/kdkjh

dk;kZy; esa iz;qDr mi;ksxh fVIif.k;kWa

nAcceded to.

Lohdkj fd;k x;kA
nAcknowledgement is awaited.

ikorh dh izrh{kk gSA
nAction may be taken as 

proposed.

;Fkk izLrkfor dkjZokbZ dh tk,A
nAgenda is sent herewith.

dk;Zlwph lkFk Hksth tk jgh gSA
nAgreed to

lgefr gSA
nApproval may be accorded.

vuqeksnu iznku dj fn;k tk,A
nApproved as proposed.

;FkkizLrko vuqeksfnrA
nAll concerned should note.

lHkh lacaf/kr uksV djsaA
nAs above.

tSlk Åij fn;k gSA
nAs already pointed out.

tSlk fd igys crk;k tk pqdk gSA
nAs amended.

;Fkk la'kksf/krA
nAs decided.

;Fkk fuf.kZr] fu.kZ;kuqlkjA
nAs modified.

;Fkk la'kksf/krA
nAs decided.

;Fkk izLrkforA
nAs far as possible.

? tgkaW rd laHko gksA ;FkklaHkoA

nAs per standard  distribution  

list.

? ekud forj.k lwph ds vuqlkjA
nAs required under the rules.

? fu;eksa ds varxZr ;Fkkisf{krA
nAt source.

? L=ksr ijA
nAttention is invited to.

? dh vksj /;ku vkdf"kZr fd;k tkrk gSA

nAwait reply.

? mRrj dh izrh{kk djsaA

nBring into notice.

     /;ku esa ykukA 
nBudget provision exists.

ctV esa izko/kku gSA
nBills for signature, please.

fcy gLrk{kjkFkZ izLrqr] d`i;k fcyksa ij 

gLrk{kj djsaA
nBrief note is placed below.

laf{kIr uksV uhps fn;k gSA
nBring into notice.

/;ku esa ykukA
nBrought forward (b/f)

vxzsf"krA

nCall for an explanation.

    tokc&ryc fd;k tk,A
nCarry out.

ikyu djukA

A

B

C
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nCarry over.

vxzxeu] vkxs ys tkukA
nCases for disposal.

fuiVku ds fy, ekeysA
nCases under investigation.

ekeys dh tkWap iM+rky dh tk jgh gSA
nCase has been closed.

ekeyk lekIr dj fn;k x;k gSA
nChange handed over.

dk;ZHkkj lkSai fn;kA
nChecked and found correct.

tkWap dh vkSj lgh ik;kA
nCome into force.

ykxw gksuk] izHkkoh gksukA

nDate of issue.

    fuxZe frfFk A
nDecision is awaited.

fu.kZ; dh izrh{kk gSA
nDelay is regretted.

nsjh@foyac ds fy, [ksn gSA
nDelegation of Financial power.

foRrh; 'kfDr;ksa dk izR;k;kstuA
nDemi-official (D.O.)Letter.

v/kZ&'kkldh; Ik=] v/kZ&ljdkjh 

¼v-l-½i=A
nDepartmental action is in 

progress.

foHkkxh; dkjZokbZ dh tk jgh gSA 
nDispose off.

fuiVkuk] [kRe djukA
nDiscrepancy may be reconciled.

folaxfr dk lek/kku fd;k tk,A

nDo the needful.

vko';d dkjZokbZ djsaA
nDraft for approval please.

d`i;k izk:i vuqeksnukFkZ izLrqrA
nDuly filled in.

fof/kor~ Hkjk gqvkA
nDuly sanctioned.

fof/kor~ eatwj fd;k gqvkA
nDuly compiled.

fof/kor~ ikyu fd;k x;kA

nEarly action in the matter is 

requested.

    vuqjks/k gS fd bl ekeys esa 'kh?kz 

dkjZokbZ djsaA 
nEarly orders are solicited.

'kh?kz vkns'k nsus dh d`ik djsaA
nEligible candidate.

ik= mEehn~okjA
nExamination of the case.

ekeys dh tkaWp A
nEx-parte judgement.

,di{kh; fu.kZ; A
nExtension of leave.

NqV~Vh c<+kukA

nFacts of the case.

  ekeys ds rF; A
nFacilities are not available.

lqfo/kk,Wa miyC/k ugha gSA
nFare copy.

LoPN izfrA

nFollow up action.

vuqorhZ dkjZokbZA
nFor action.

dkjZokbZ ds fy,A
nFor advice.

ijke'kZ ds fy,A
nFor approval.

vuqeksnukFkZ] vuqeksnu ds fy,A
nFor comments.

fVIi.kh ds fy,A
nFor concurrence plase.

lgefr ds fy,A
nFor consideration.

fopkjkFkZA
nFor disposal

fuiVku ds fy,A
nFor early compliance.

'kh?kz vuqikyu ds fy,A
nFor information/necessary 

action.

d`i;k lwpuk@vko';d dkjZokbZ 

gsrqA
nFor information.

lwpukFkZ] lwpuk ds fy,A
nFor perusal.

voyksdukFkZA
nFor ready reference.

rRdky lanHkZ ds fy,A
nFor record.

fjdkMZ ds fy,A
nFor remarks.

vH;qfDr ds fy,A
nFor signature.

gLrk{kjkFkZ] gLrk{kj ds fy,A

nFor verification.

lR;kiu ds fy,A
nForwarding letter.

vxzs"k.k i=A
nFree of charge.

fu%'kqYdA
nFress receipt.

ubZ ikorhA
nFringe benefit.

vuq"kaxh fgrykHk] osrusrj fgrykHkA
nFrom prepage.

fiNys i`"B lsA
nFunds not available.

dks"k miyC/k ugha gSA

nGive effect to.

    dk;kZfUor djsA 
nGrant of special pay. 

    fo'ks"k osru dh Lohd`frA 
nGuardian as litem.  

    oknkFkZ vfHkHkkodA 
nGive top priority to this work.

bl dk;Z dks vxz izkFkfedrk nh tk,A
nGrant of special pay.

fo'ks"k osru dh Lohd`frA

nHas been dealt with suitably.

leqqfpr dkjZokbZ dh xbZ gSA
nHereinbefore. 

blesa blds igysA 
nHis request is in order. 

mudk vuqjks/k fu;ekuqlkj gSA

D

E

F

G

H
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nHalf yearly return.

v/kZokf"kZd fooj.khA
nHard and fast rules.

iDds fu;eA

nI am to add.

    eq>s ;g Hkh fy[kuk gSA
nI agree with 'A'above.

eSa Åij *d* ls lger gwWaA
nI agree.

eSa lger gwWaA
nIn accordance with.

ds vuqlkjA
nI am directed to state that.

eq>s ;g lwfpr djus dk funs'k gqvk gS 

fd
nI am to say

eq>s ;g dguk gS fd
nIn abeyance.

izkLFkfxrA
nIn compliance with.

ds vuqikyu esa A
nIn fact.

okLro esa] oLrqr% A
nIn lum-sum.

,deq'r] ,d ckj esaA
nIn principle.

fl)karr%] lS)kafrd :i easA
nIn the light of.

dks /;ku esa j[krs gq,A
nIn view of.

dks /;ku esa j[krs gq,A

nIs self explanatory.

Lor% Li"V gSA
nit has been revealed.

;g irk pyk gS fd

nJust below.

     Bhd uhpsA 
nJust now.

     vHkh rqjarA 
nJustification for the 

proposal.

izLrko dk vkSfpR;A

K

nKeeping in view.

     dks /;ku esa j[krs gq,A
nKeep pending .

     yafcr j[kk tk,A 
nKeep in aveyance.

LFkfxr j[kk tk,A
nKindly look into it.

d`i;k bls ns[k yasA
nKindly reply  

d`i;k mRrj nsaA

nLaid down in.

     esa fu/kkZfjr A
nLay before.

le{k j[kuk] lkeus j[kukA
nLiable of disciplinary action.

vuq'kklfud dkjZokbZ dh tk ldrh 

gSA

nLower age limit.

fuEu vk;q&lhekA
nLowest price.

fuEure ewY;A

nMatter of fact.

    rF;r% A
nMay be consider.

fopkj fd;k tk,A
nMay be consider.

d`i;k ns[ksaA
nMemorandum of 

Understanding.

le>kSrk Kkiu] lgefr KkiuA
nMonthly progress report.

ekfld izxfr fjiksVZA

nNo objection certificate.

    vukifRr izek.k i= A
nNecessary provision exist.

    vko';d izko/kku ekStwn gSA
nNeeds no comments.

fVIi.kh dh vko';drk ugha gSA
nNoted please.

uksV dj fy;kA
nNominal penalty.

ukeek= 'kkfLr] n.MA

nObservance of rule.

    fu;eksa dk ikyuA

nOn account of.

ds dkj.kA
nOn behalf of.

dh vksj ls A
nOn deputation.

izfrfu;qfDr ijA
nOn Duty.

M~;wVh ij] dke ijA
nOn probation.

ifjoh{kk/khuA
nOrder may be issued.

vkns'k tkjh dj fn;k tk,A
nOut of turn.

fcuk ckjhA
nOutstanding cases.

fiNys ekeys] cdk;k ekeysA
nOut today.

vkt gh Hksft,A
nOutward journey.

cfg;kZ=k A

nPaper under consideration.

     fopkjk/khu dkxtA
nParttime employment.

va'kdkfyd jkstxkjA
nPassed for payment.

Hkqxrku ds fy, ikl fd;kA
nPetty contingent Voucher.

[kqnjk vkdfLed O;; okmpjA
nPermited.

vuqefr nh xbZA
nPlaced under suspension.

fuyacu ds rgrA

I J

L
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nPlease speak.

d`i;k ckr dhft,A
nPlease treat as most urgent.

d`i;k vR;ko';d le>saA
nPut-up.

izLrqr djsa] izLrqr dhft,A
nPut-up for perusal please.

d`i;k voyksdukFkZ izLrqrA

nQuoted below.

     uhps mn~?k`rA
nQuick disposal of claim. 

     nkos dk 'kh?kz fuiVkuA 
nQuestion does not arise.

iz'u gh ugha mBrkA

nReinstated in service.

    ukSdjh cgky dh xbZA
nRecovery effected. 

    dh xbZ olwyh] izHkkoh olwyhA 
nRelexation of rules.

fu;eksa esa NwV @<hy A
nReply should be issued today.

mRrj vkt Hkst fn;k tkuk pkfg,A
nReport for duty.

dke ij gkftj gksA dk;Z ij mifLFkr 

gksA

nSide by side.

    lkFk&lkFk A

nSanction is hereby accorded.

,rn~ }kjk eatwjh nh tkrh gSA
nSanction as proposed.

izLrko ds vuqlkj eatwjA
nSelf contained note.

Lor% iw.kZ fVIi.khA
nSpeak on phone.

d`i;k VsyhQksu ij ckr djsaA
nSubject to approval.

c'krsZ fd vuqeksnu izkIr gksA
nSubmited for perusal.

voyksdukFkZ izLrqrA

nThen and there.

     rRdky oghaA 
nTaking overcharge.

dk;ZHkkj xzg.k djukA
nThis is to certify.

izekf.kr fd;k tkrk gSA
nThis is to inform.

lwpuk nh tkrh gSA lwfpr fd;k tkrk 

gSA
nThis may please be approved.

d`i;k bls vuqeksfnr fd;k tk,A
nTill further orders.

vxys vkns'k rdA

nUntil further order.

     vxys vkns'k gksus rdA
nUnder dispute. 

     fooknxzLrA

nUnder consideration.

fopkjk/khu A
nUnder mentioned.

fuEufyf[krA
nUp to date.

v|ru] vkt rd dk A

nVetting of draft.

    izk:i dk iqujh{k.kA
nVerified and found correct. 

    tkaWp dh vkSj Bhd ik;kA 
nVerification of particulars.  

    fooj.k lR;kiuA 
nValedictory address.

lekiu Hkk"k.k] fonkbZ Hkk"k.k A
nVerification of service.

lsok dk lR;kiu A

nWant to.

    dk vHkko A
nWhichever is earlier.

tks Hkh igys gks] tks Hkh igys ?kfVr gks
nWith a view to.

dh n`f"V esaA
nWith concurrence of.

dh lgefr ls A

nWith effect from.

ls] ls izHkkoh A

nWithout assigning any reason.

fcuk dksbZ dkj.k crk, A

nWithout fail.

vo';] fcuk pwd A

nWithout prejudice.

izfrdwy izHkko Mkys fcuk A

nWith regard to.

ds ckjs esa] ds laca/k easa A

nWith retrospective effect.

iwoZO;kih izHkko lfgr] Hkwry{kh izHkko 

lsA

nYours faithfully.

     Hkonh;A 

nYou are here by authorised to.

vkidks ,rn~ }kjk ;g izkf/kdkj fn;k 

tkrk gS fd 

nYou may take necessary 

action.

vki rn~uqlkj vko';d dkjZokbZ djsA

nZone of consideration. 

     fopkj&ifjf/kA 

cqf)eku foosd ls] lk/kkj.k euq"; vuqHko ls rFkk vKkuh vko';drk 
ls lh[krs gSa & flljks 

Q
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Ad-hoc      - rnFkZ

Bonafides                    - okLrfod @ vlyh

De facto                      - oLrqr% @okLrfod

Ex-gratia (payment)   - vuqxzgiwoZd ¼vnk;xh½

Ex-officio                    - insu

Ex-post facto              - dk;kZsRrj

Into to                          - laiw.kZr% @ iwjh rjg ls 

Mani festo                  - ?kks"k.kk i=

Nota Bene(N.B.)         - fo'ks"k /;ku nhft,

Per attum                    - izfro"kZ @ okf"kZd

Per capita                    - izfr O;fDr

Quantum marit           - ftruk dke mruk nke

Status quo                   - ;FkkiwoZ fLFkfr

tenure                          - vof/k @ dk;Zdky

Ultra vires                   - 'kfDr ckg~;

Veto                            - ohVks@fo'ks"kkf/kdkj

Vis-s-vis                      - ds lkeus @ dh rqyuk esa A

Viva-voce                    - ekSf[kd 

dk;kZy; esa iz;qDr fons'kt 'kCnkofy;kWa

n

feJ /kkrq
nAlloy Steel

feJ /kkrq bLikr] feJ bLikr @,ykW; 

LVhy 
nArc furnace

vkdZ HkV~Vh @vkdZ QusZl
nAutomatic furnace

Lopkfyr HkV~Vh
nAutomatic welding

Lopkfyr osfYMax

nBasic arc furnace

{kkjdh; vkdZ HkV~Vh@csfld vkdZ 

QusZl 
nBasic refractory

{kkjdh; mPprki lg inkFkZ@ csfld 

fjÝsDVjh 
nBasic slag

{kkjdh; /kkrqey@ csfld Lysx 
nBelt Conveyor

iV~Vk okfg= @ csYV dUos;j
nBassemer converter

cSlsej ifjofrZ=@dUoVZj
nBillet

? fcysV

nBillet furnace

fcysV HkV~Vh

Alloy

n

fcVwesu foysiu
nBlacksmith's furnace

yksgkjh HkV~Vh
nBlast furnace

/keu HkV~Vh
nBlasting

LQksVu @CykWfLVax 
nBloom

Cywe 

nCaptive mine

futh [knku @dsfIVo ekbUl
nCast Iron

<yoka yksgk] dkLV vk;ju
nCeramic coating

fljsfed foysiu
nCharcoal Iron

pkjdksy yksgk
nCoal

dks;yk
nCoal blending

dks;yk lafeJ.k
nCoke oven

dksd vksou
nCold rolling

vrIr csYyu @dksYM jksfyax
nCompressed air

laihfM+r ok;q@dEizsLM ,;j

Bitumen coating

bLikr ls lacaf/kr rduhdh 'kCnkoyh
Steel related Technical Glossary

¼uksV&rduhdh 'kCnksa dks nsoukxjh fyfi esa T;ksa dk R;ksa fy[k ldrs gSaA½

A

B

C

& egkRek xka/kh



1615

n

lrr~ fcysV fey

nConverter

ifjofrZr] dUoVZj

nConveyor Belt

okfg= iV~Vk @dUos;j csYV 

nCopper brazing

rkez ifjofrZr

nCoupling (Compler)

;qXeu] dfIyax

nCrude steel

vifj"d`r bLikr @ ØwM LVhy 

?

nDesulphurization

foxa/kdu

nElectric arc furnace

fo|qr vkdZ HkV~Vh

nElectro galvanizing

oS|qr ;'knysiu@bysDVªks Xysoykbts'ku

nErosion

vijnu @ {kj.k 

nExtrusion billet

mRlkj.k fcysV

nExtrusion metal

mRlkj.k /kkrq

nFeeder

izHkj.k @QhMj

Continuous billet mill

D

E

F

n

ykSg feJ/kkrq izkax.k] ykSg feJ/kkrq ;kMZ

nFerro chromium

ykSg Øksfe;e

nFerro silicon

ykSg flfydkWu

nGalvanized sheet

tLrsnkj pknj] ;'kn ysfir pknj

nGypsum

ftIle

nHammering

?ku rkM+u] gsefjax 

nHearth furnace

gFkZ HkV~Vh @QusZl 

nHigh carbon steel

vf/kdkcZu bLikr

nHot rolled

rIr csfYyr

nHot rolled Coil

rIr csfYyr daqMy@gkWV jksy Dok;y

nIndirect arc furnace

vizR;{k vkdZ HkV~Vh

nInduction tempering

baMD'ku VsEifjax

nIndustrial ore

vkS|ksfxd v;Ld

Ferro-alloy yard

G

H

I

n

fiaM@buxkWV
nIron arc process

ykSg vkdZ izØe
nIron ore 

ykSg v;Ld

nLadle

ySaMy
nLime Stone

pwuk iRFkj
nLow carbon ferrochrome

yks dkcZu QssjksØkse 
nLow Carbon Steel

nMetal

/kkrq
nMetal arc welding

vkdZ /kkrq osfYMax
nMetallargical

/kkrqdehZZ;

nNatural steel

izkd`frd bLikr
nNichrome

ukbØkse
nNickel steel

fudsy bLikr

Ingot

M

N

nOpen annealing

foo`Rr vuhyu
nOpen-cast mining (Min.)

vksiu dkLV ekbfuax
nOpen hearth furnace

vksiu gFkZ QusZl
nOverheating

vf/krkiu @vksoj ghfVax

nPitting erosion

xrZ vijnu@ fifVax bjkstu
nPlain carbon steel (Carbon 

steel)

? dkcZu bLikr
Process control

? izØe fu;a=.k @izkslsl dUVªksy

nQuench annealing

'keu vuhyu @Dosap vuhfyax

nRail and structural mill

jsy ,.M LVªDpjy fey
nRapid Steel

f{kiz bLikr] jsihM LVhy
nRare-earth alloy

nqyZHk&e`nk feJ/kkrq
nRaw material

dPpk eky] jkW esVsfj;Yl

O

P

Q

R

L

D

E

F

G

H

I

M

N

O

R

Q

P
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n

? jDr rIr@jsM gkWV 
nRefinery

ifj"dj.k'kkyk] fjQkbujh
nRefining stag

ifj"dj.k /kkrqey
nRefractory brick

mPprki lg bZaV] mPprki lg bf"Vdk
nReheating furnace

iquZrki HkV~Vh @fjghfVax QusZl
nReroling mill

iquZosYyu fey @fj&jksfyax fey
nResistance welding

izfrjks/k osfYMax
nRoll

osYyk @ jksy
nRusting

tax yxuk 

nSaleable steel

fcØh;ksX; bLikr
nSand stone

cyqvk iRFkj
nScrap

LØSi] mfPN"V
nSeamless steel tube

lhokghu bLikr uyh@lheysl LVhy 

V~;wc 
nSemifinished steel

va'kifjlfTtr bLikr@ lseh fQfu'M 

LVhy

Red hot

S

n

pknjh bLikr @'khV LVhy 
nShort ingot

'kkVZ buxkWV
nSinter

flaVj
nSintering furnace

flaVj.k HkV~Vh
nStag Pot

/kkrqey ckYVh
nSort Coke

e`nq dksd 
nSpring Steel

fLizax bLikr 

nTap cinder

Vsi flaMj
nTap hole arch

fudkl fNnz rksj.k 
nTapping

fudklu] Fkiduk
nTechnical specification

rduhdh fofunsZ'k
nTatanic iron ore

VkbVsuh ykSg v;Ld

nUltrahigh vacuum

ijkmPp fu;kZr] vYVªk gkbZ oSD;we 
nUltraviolet

ijkcSaxuh

Sheet steel

T

U

n

vifjgk;Z ÅtkZ 
nUnbalanced shot hole

vlarqfyr LiksV fNnz

nVanadium steel

oSusfM;e bLikr
nVanstoning

oSuLVksuu
nVapour blasting

ok"i {ksi.k
nVroonen process

czwusu izØe

nWagon loading

osxu Hkkj.k] oSxu yksfMax
nWalerisation

? okYVju
nWaste flue gas

vof'k"V Q~yw xSl
nWater circulation

ty ifjlapj.k

nXantal alloy

tSUVy feJ/kkrq

Unavoidable energy

V

W

X

n

ckãrkih
nXylol

tkbyksy

nYield

ijkHko] yfC/k
nYielding arch

ijkHkoh rksj.k
nYield point

ijkHko fcanq
nYield stress

ijkHko izfrcy

nZero deflection

'kwU; fo{ksi
nZero strength

'kwU; lkeF;Z
nZig-zag

Vs<+k&es<+k
nZinc blende

ftad CySM
nZinc bloom

ftad Cywe
nZone control

vapy fu;a=.k

Xenothermal

Y

Z
T

U

S

V

W

X

Y

Z

le; dks chrs o"kksZa ls ugha] vfirq vius fd, x, dk;ksZa vglklksa ,oa miyfC/k;ksa ls 
ekik tk ldrk gS & ia- usg:
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,d   bDdhl  bdrkyhl bdlB   bD;klh

nks ckbZl c;kyhl cklB c;klh

rhu rsbZl rSarkyhl frjlB frjklh

pkj pkSchl pkSokyhl pkSlB pkSjklh

ikaWp iPphl iSarkyhl iSalB ipklh

Ng NCchl fN;kyhl fN;klB fN;klh

lkr lÙkkbl lSarkyhl lM+lB lrklh

vkB vBkbl vM+rkyhl vM+lB vBklh

ukS murhl mupkl mugRrj uoklh

nl rhl ipkl lÙkj uCcs

X;kjg bDrhl bD;kou bdgRrj bD;kuos

ckjg cÙkhl ckou cgRrj ckuos

rsjg rSarhl frjiu frgRrj frjkuos

pkSng pkSarhl pkSou pkSgRrj pkSjkuos

iaæg iSarhl ipiu ipgRrj iapkuos

lksyg NÙkhl NIiu fNgRrj fN;kuos

l=g lSarhl lrkou lrgRrj larkuos

vBkjg vM+rhl vBkou vBgRrj vaBkuos

mUuhl murkyhl mulB mU;klh fuU;kuos 

chl pkyhl lkB vLlh lkS

fganh ds la[;kokpd 'kCnksa dh orZuh 
dk ekud :i

• vki tkurs gSa fd daI;wVj ij vc rd jktHkk"kk esa vf/kdka'k dk;Z —".kk ¼Krishna½ 

vFkok —frnso ¼krutidev½ ;k vU; Qk¡V esa laikfnr gks jgs gSa fdUrq daI;wVj Økafr 

ds rgr ;wuhdksM ds vkxeu ls bu lcdks ihNs NksM+ fn;k gS A

• bruk gh ugha vR;k/kqfud i)fr ;wuhdksM esa dk;Z ds fy;s iwoZ esa tks lkexzh —".kk 

vFkok —frnso Qk¡V esa miyC/k gS mls Hkh ge eaxy Qk¡V esa ifjorZd  

¼Convertor½ i)fr }kjk ifjofrZr dj ldrs gSa A

• blds fy;s fuEufyf[kr çfØ;k vko';d gS A

• loZçFke daI;wVj ds ftl oMZ@,Dly@ikoj IokbaV Qkby esa —".kk vFkok —frnso 

Qk¡V esa lkexzh Vkbi dh xbZ gS mls [kksydj copy dj ysa]

• rRi'pkr baVjusV esa www.google.com lkbM dks [kksy ysa  

• rRi'pkr Google India esa convertor Unicode to krutidev Vkbi dj 

p;fur Select djsa 

• Select djus ds ckn LØhu ij dbZ fodYi vk,axs A 

• muesa ls gesa Unicode<¾¾> KrutiDev Unicode Convertor tks chdkusj 

dk gS mls select djuk gS 

• Select djus ij vkids lkeus nks fMCck feysxk ftlesa Krutidev&010 font 

text-box fy[kk gksxk A 

• blh ckDl esa vkids }kjk copy dh xbZ lkexzh dks paste djuh gS A 

• fQj uhps fy[ks gS Convert to Unicode ij fDyd dj nsa A rRi'pkr vki 

ns[ksaxs fd uhps ds ckDl esa Unicode esa lkexzh Convert gks xbZ gS A

• bl lkexzh dks fQj copy dj ysa vkSj viuh Qkby ij paste dj save dj ysa A

    bl çdkj ls vki viuh lHkh iqjkuh Qkbyksa dks Unicode esa ifjofrZr dj ldrs 

gSa A

 ifjorZd  Convertor

¼lkekU; fganh Qk¡V dks ;wuhdksM esa ifjofrZr djus dh fof/k½
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gSaA ;wfudksM dk vkfo"dkj gksus ls igys] ,sls uacj nsus ds fy, lSadMksa fofHkUu ladsr fyfi 

ç.kkfy;ka FkhaA fdlh ,d ladsr fyfi esa i;kZIr v{kj ugha gks ldrs gSa & mnkgj.k ds fy,] 

;wjksih; la?k dks vdsys gh] viuh lHkh Hkk"kkvksa dks doj djus ds fy, vusd fofHkUu 

ladsr fyfi;ksa dh vko';drk gksrh gSA vaxzsth tSlh Hkk"kk ds fy, Hkh] lHkh v{kjksa] fojke 

fpUgksa vkSj lkekU; ç;ksx ds rduhdh çrhdksa gsrq ,d gh ladsr fyfi i;kZIr ugha FkhA;s 

ladsr fyfi ç.kkfy;ka ijLij fojks/kh Hkh gSaA blhfy,] nks ladsr fyfi;ka nks fofHkUu v{kjksa 

ds fy,] ,d gh uacj ç;ksx dj ldrh gSa] vFkok leku v{kj ds fy, fofHkUu uEcjksa dk 

ç;ksx dj ldrh gSaA fdlh Hkh dEI;wVj ¼fo'ks"k :i ls loZj½ dks fofHkUu ladsr fyfi;ka 

laHkkyuh iM+rh gS] fQj Hkh tc nks fofHkUu ladsr fyfi;ksa vFkok IysVQ‚eksaZ ds chp MkVk 

Hkstk tkrk gS rks ml MkVk ds [kjkc gksus dk ges'kk tksf[ke jgrk gSA

,sls esa ;wfudksM ¼Unicode½] çR;sd v{kj ds fy, ,d fo'ks"k la[;k çnku djrk gS] 

pkgs dksbZ Hkh dEI;wVj IysVQ‚eZ] çksxzke vFkok dksbZ Hkh Hkk"kk gksA fgUnh dh nsoukxjh fyfi 

ds fy, ;wuhdksM esa eaxy Q‚UV dh O;oLFkk gSA bl eaxy Q‚UV dk foLr`r laLdj.k Hkh 

rS;kj fd;k x;k gS] mldks blesa lfEefyr fd;k x;k gSA ;wuhdksM ekud esa oSfnd 

laL—r dks çfrfuf/kRo nsus ds fy, 56 o.kksaZ dks Hkh lfEefyr djus dh laLrqfr nh xbZ gSA 

;wfudksM ekud esa lafo/kku esa mfYyf[kr Hkk"kkvksa dks çfrfuf/kRo fn;k x;k gS ftudk 

ç;ksx nsoukxjh fyfi esa gks ldrk gSA 

nwljk egRoiw.kZ dne gS fganh ds fy, buiqV esFkM ,MhVj &Input Method 

Editor ¼IME½ dk fodkl gSA dEI;wVj ,oa vU; fMftVy ;qfä;ksa ds lUnHkZ esa buiqV 

fof/k og çksxzke gS tks çpkyu ra= ¼Operating System½ dk ,d Hkkx gksrk gS rFkk 

mu o.kksaZ ,oa ladsrksa dks Hkh fy[kus esa enn djrk gS tks dEI;wVj ds dqathiVy ij miyC/k 

ugha gksrhaA nwljs 'kCnksa esa IME ,d l‚¶Vosj gS tks ÞKey strokesß dks fdlh fufer 

Hkk"kk ds v{kjksa ds :i esa n'kkZrk gS vkSj lkFk gh lkFk Key board ds ys vkmV dks lsV 

djus dk ,d lqxe ek/;e gS A 

bl fn'kk esa rhljk egRoiw.kZ dne gS fganh ds fy, ,d lqxe 

TRANSLITERATION  l‚¶Vosj dk fodkl A  fdlh ,d Hkk"kk ds v{kjksa dk mi;ksx 

djds Vkbi fd;s x, 'kCnksa dks nwljs Hkk"kk ds 'kCnksa esa ifjofrZr djuk fyI;karj.k 

¼TRANSLITERATION½ dgykrk gS A ;g ewyr% nsoukxjh esa fyI;karj.k djus dh 

21

Hkkjrh; lafo/kku esa fganh dks jktHkk"kk dk ntkZ fn;k x;k gSA bl fygkt ls gesa viuk 

leLr dk;kZy;hu dkedkt fganh esa gh lEikfnr djuk gS fdUrq vkt Hkh gesa blds 

fy, fofo/k vk;kstuksa ds ek/;e ls lcdks ;kn fnykuk iM+rk gS A vkb;s ge mu 

ifjfLFkfr;ksa ij fopkj djsa ftlds pyrs fganh vkt Hkh nks;e ntsZ dh Hkk"kk ekuh tk jgh 

gS A

blh lUnHkZ esa fganh dks dk;Zy; dh Hkk"kk ds :i esa LFkkfir gksus esa v/kksfyf[kr fcanq 

fopkj.kh; gSa A

loZçFke] esjs fopkj esa] ge Hkh fganh dks nwljs ntsZ dh Hkk"kk ekurs gS tks dh 'kk;n geesa 

jk"Vª çse ds vHkko dks gh ifjyf{kr djrh gS A ;gh dkj.k gS fd blds mi;ksx djus esa 

ge esa ghu Hkkouk mRiUu gksrh gSa A

nwljh ckr ] vkt ds dk;kZy;hu ifjos'k esa dEI;wVj dh gj {ks= esa iSB gS] ijUrq 

daI;wVj ij fganh dk mi;ksx dqN dfBu yxrk gS A bldk eq[; dkj.k ekud fganh 

dh&cksMZ dh xSj ekStwnxh gS A

rhljk ck/kd] daI;wVj ds {ks= esa fganh Hkk"kk dk dksbZ ekud ugha gksuk A bl dkj.k 

fganh ds mi;ksx djus ds fy, dkQh lkjs l‚¶Vos;j gksrs gq, Hkh ge ,d daI;wVj ij 

fdlh l‚¶Vos;j ls cukbZ gqbZ Qkby dks nwljs daI;wVj ij ç;qä nwljs l‚¶Vos;j }kjk 

ugha [kksy ikrs gSa A

fdUrq fiNys dqN o"kksaZ esa bu eqf'dyksa dks nwj djus dh lkFkZd dksf'k'ksa dbZ Lrjksa ij 

dh x;h gSa] ftlds QyLo#i vc fganh esa dk;Z djuk mruk nq"dj ugha gS ftruk ge 

le>rs gSa A blds ihNs eq[; :i ls rhu fcanqvksa ij fd;s x;s fofHkUu 'kks/k dk;Z ,oa 

fodkl dk fo'ks"k ;ksxnku gS A

igyk] fganh ds fy, ekud dk fodkl tks fd ;wuhdksM fganh ds :i esa vkxs vk;k A 

vkb;s ge tkus fd ;wuhdksM D;k gS vkSj mldh ifjHkk"kk D;k gS\

dEI;wVj] ewy :i ls] uacjksa ls lEca/k j[krs gSaA vkarfjd rkSj ij daI;wVj dsoy 

f}vk/kkjh ¼ckbujh½ dwV vadksa ¼0 vkSj 1½ dks gh le>rk gSA blfy, ge tks Hkh o.kZ 

¼letter½ Vkbi djrs gSa og varr% 0 vkSj 1 esa gh ifjofrZr fd, tkrs gSa] rHkh daI;wVj mUgs 

le> ikrk gSA çR;sd v{kj ds fy, ,d uacj fu/kkZfjr djds v{kj laxzfgr fd;k tkrk 

daI;wVj ij ;wuhdksM LFkkiu dh çfØ;k
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n

nvuqHko] Kku ,oa vk;q euq"; ds fopkjksa dks cny nsrs gSa & gfjvkS/k
nmBks] tkxks vkSj y{; izkfIr rd pyrs jgks & foosdkuan
n;'kiw.kZ thou dk ,d O;Lr ?kaVk vi;'k ds ;qxksa ls csgrj gS & okYVj LdkV
nlR; ds [kkst dh izFke lh<+h ftKklk gS & egkRek xka/kh
nln~pfj= dk fuekZ.k ln~fopkjksa ls gksrk gS & f'kokuan 
nnq%[k dk ewy dkj.k r`".kk gS & egkRek xkaW/kh
nln~xq.k cPps ls lh[k yks fdarq nqxZq.k Qfj'rs ls Hkh er yks &  vkpk;Z Jh jke 'kekZ
nln~xzUFk jfgr ?kj vkRekjfgr nsg ds leku gS & flljks
nv/;;u] mYykl ,oa ;ksX;rk dk dkjd gS & csdu
nfujk'kk ls thou ds cgqewY; rRo u"V gks tkrs gSa& LosV ekVwuZ
nlksp fopkj dj dk;Z djus okyk lQyrk izkIr djrk gS & egkHkkjr
ngj oLrq dk fuekZ.k nks ckj gksrk gs] igys fnekx esa fQj dk;Z esaa A
nnq%[k ls cpus dk ekxZ gS &'ke] ne] larks"k vkSj lRdeZ & ;ksx of'k"B
nKku efLr"d dh laink gS vkSj foosd vkRek dh& Lokeh J)kuan
nvlQyrk gh lQyrk dh izFke lh<+h gS & ;ksxkuan
n;fn vki uezrk ls ifjiw.kZ gSa rks vki egkurk ds fudV gSa & johUnzukFk VSxksj
nnwljksa esa vki tks ifjorZu ns[kuk pkgrs gSa igys Lo;a mldk m)j.k 

cusa& egkRek xkaW/kh
negku yhMj vius dkfeZdksa ds vkRelEeku c<+kus ds fy, ,d dne vkxs tkdj iz;kl djrk 

gS& lSe okYVu
nyhMj'khi dk ewY;oku ,oa lEekfur xq.k gS &fu"Bk &czk;uMslh
nusr`Ro dk lkj gS fd vkids ikl ,d liuk gks & fFkMksj gsaLoxZ
ntks O;fDr Lo;a lc dqN [kqn djuk pkgrk gSa og dHkh Js"B yhMj ugha gks ldrk & ,UMªz;w 

dkjusxh
nesjs [;ky ls ,d le; ,slk Fkk tc usr`Ro dk vFkZ rkdr Fkk fdarq vkt yksxksa ls feydj 

pyuk gS & egkRek xkaW/kh

fopkj dk fpjkx cq> tkus ls vkpj.k va/kk gks tkrk gS & fouksck Hkkos
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lqfo/kk gSA ;fn vki jkseu fyfi esa Vkbi djrs gSa rks og nsoukxjh fyfi esa vk tkrk gSA 

mnkgj.k ds fy, jkseu esa Þbhashaß Vkbi djds nsoukxjh fyfi esa ÞHkk"kkß vk tkrk gS A

orZeku esa vf/kdka'k dk;kZy;ksa esa mi;ksx esa vkus okys dEI;qVj Windows &7 

Operating System }kjk lapkfyr gksrs gSa tks fd fMQ‚YV eksM esa fganh ;wfudksM dk 

ç;ksx lqfuf'pr djrk gS A

fganh esa Vkbi djus dh lqfo/kk ds fy, xwxy }kjk GOOGLE  IME miyC/k djk;k 

x;k gS A ftldk MkmuyksM fyad http://www-google-co-in/input tools/ 

windows/ index. html

xwxy }kjk fganh ds vfrfjä dbZ vU; Hkkjrh; Hkk"kkvks¡ ds fy, Hkh GOOGLE IME 

blh osclkbV miyC/k gS A bldk mik;ksx vR;ar gh ljy gS A mijksä fyad ls okafNr 

Hkk"kk dh lsVvi Qkby MkmuyksM gksrh gS ftls pyus ls iwjk l‚¶Vos;j MkmuyksM gks 

dj baLVky gks tkrk gS A

blds }kjk fdlh Hkh l‚¶Vos;j esa fganh Vkbfiax dh tk ldrh gS ftlds fy, 

Language Bar esa fganh dks p;fur djuk iM+rk gS A ,d vU; fodYi ds rkSj ij 

dh&cksMZ ij ck,a rjQ ds nks keys – “Alt” + “Shift” dks ,d lkFk nck dj Hkk"kk 

ifjofrZr dh tk ldrh gS A

lqquhfr okD;
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d`i;k lHkh lacaf/kr O;fDr;ksa dks lwfpr djsa Please inform all concerned

d`i;k mRrj dk elkSnk rS;kj @ izLrqr djsa Please prepare/put up draft reply

d`i;k ekeys dks fiNys dkxtksa ds lkFk Please put up the case with previous 

izLrqr djsa papers

d`i;k bl ekeys dks ns[ks vkSj viuh Please see this case and offer your 

fVIi.kh nsa Comments

d`i;k bls vR;ar vko’;d le>s Please treat it as most urgent

visf{kr tkudkjh izLrqr dh tk, Required information may please be 

furnished

lq>ko ds vuqlkj eatwj Sanctioned as suggested

iwoZ O;kfIr lfgr With retrospective effect

izLrko dh fo/kh{kk dh tkrh gS Proposal is vetted.

U;k; ds izkd`frd fl)kar Principles of natural justice.

bl ekeys dk rkjh[kokj lkjka’k A chronological summary of the

 case 

 uhps j[kk gS is placed below.

vuqorhZ iSjkxkQksa esa ekeys dk lkjka’k A resume of the case is given in the

 ensuing paragraphs

lquokbZ dk ;qfDr&;qfDr volj iznku fd;k Reasonable opportunity of being

tk;s  heard may be given

gkf’k;s dh vfH;qfDr ds vuqlkj vuqeksfnr Approved as per remarks in the 

margin

vkjksih dks vfHk;ksx Ik= fn;k x;k Charge sheet may be given to the 

accused

inksUufr ds ifj.kkeLo:i Consequent upon the promotion

izca/ku ds foosdk/khu Discreation of the management

d`i;k Lor% iw.kZ fVIi.kh ¼lkjka’k½ izLrqr Please put up a self-contained note

djsa (summary)

;g bl fo”k; ij tkjh vkns’k dk This supersedes the order issued on

vf/kdze.k djrk gS the subject

;FkklaHko TkYnh dkjZokbZ dh tk, Action may be taken as early as 

possible

25

iz’kklfud@useh@foRrh; fVIif.k;k¡

iz’kklfud vuqeksnu izkIr fd;k A Administrative approval may be 

obtained

O;oLFkk dh tk, Arrangement may be made

;Fkk la’kksf/kr ;Fkk ifjofrZr As modified

fLFkfr dk irk yxk, a Ascertain the position

ekeys fo”k; ij fopkj&foe’kZ fd;k x;k Case/matter discussed

ifjpkfyr djds Qkby dj nhft, Circular and then file

rRdky funsZ’k ds fy, izfrfyfi layXu gS Copy enclosed for ready reference

;Fkk la’kksf/kr elkSnk Lohd`fr vuqeksnu Draft as amended is put up for 

ds fy, izLrqr approval

d`i;k ekeys ds rF; izLrqr djsa Facts of the case may kindly be 

furnished

lwpuk rFkk vko’;d dkjZokbZ ds fy, For information and necessary 

action

vkxs Hkstus ds fy, For onward transmission

voyksdu djds ykSVk nsus ds fy, For perusal and return

tSlk vko’;d izfrr gks] oSlh dkjZokbZ For such action as may be 

ds fy, considered necessary

lgkuqHkwfriw.kZ fopkj ds fy, For sympathetic consideration

eq>s dqN ugha dguk gS I have no comments to make

ekeys dks rRdky fuiVkus dk Immediate disposal of the case is

vuqjks/k gS requested

vuqns’k dh izfr{kk gS Instructions are awaited

rRdky vuqLekjd Hksft, Issue immediate reminder

rnuqlkj uksfVl tkjh djsa Issue notice accordingly

d`i;k layXu dkxt & Ik= ns[k ysa Kindly see the enclosed papers

vxszf”kr fd;k tk, May be forwarded

vko’;d dkjZokbZ dh tk, Necessary action may be taken

fVIi.kh dh vko’;drk ugha Needs no comments

dkxt&i= voyksdu ds fy, izLrqr Papers put up for perusal

Admn. / Routine/ Financial notes
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lger gw¡ Agreed

vuqeksfnr Approved

izLrko@lq>ko vuqeksfnr Approved as proposed/suggested

^d* esa mfYyf[kr ckrksa ds vuq:i vuqeksfnr Approved subject to observations at

vuqeksnukFkZ izk:i Draft for approval

vuqjks/k gS fd vkns’k TkYnh fn, tk,a Early orders are solicited

tkap iwjh djds izfrosnu izLrqr fd;k tk, Enquiry to be completed and report 

submitted

ds fy, Li”Vhdj.k ekaxk tk, Explanation to be called for

vkSipkfjd vuqeksnu vko’;d gS Formal approval is necessary

fooj.k izLrqr djsa Give details

loksZPp izkFkfedrk ns Give top priority

dksbZ fVIi.kh ugha djuh gS Has no comments to make

yfEcr j[kk tk, Keep pending

d`i;k tkap djsa Please check up

d`i;k vuqikyu lqfuf’pr djsa Please ensure compliance

eatwjh ds fy, flQkfj’k dh tkrh gS Recommended for sanction

fopkj ds fy, izLrqr Submitted for consideration

mfpr dkjZokbZ dh tk, Suitable action may be taken

;Fkk la’kksf/kr izk:i izLrqr gS Draft as amended is put up

lacaf/kr Qkby uhps j[kh gS The relevant file is placed below

vkxs dh dkjZokbZ ds fy, For further action

ekeys ij TkYnh dkjZokbZ djsa Please expedite the action

fcy dh tkap dh xbZ vkSj lgh ik;k Bill has been scrutinized and found

x;k  in correct

fcy dk Hkqxrku fd;k tk, Bill may be paid

tkap dh vkSj lgh ik;k x;k Verified/Checked and found correct

folaxfr dk lek/kku fd;k tk, Discrepancy may be reconciled

foRr foHkkx ls lgefr ys yh tk, Concurrence from finance may be 

obtained.

NOTES
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