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ar s
O gframeft aror,

SH GEI & AU HAT U GoTdshA A 39 Tl dolihd wiienar &
T § | GeY, SdIoT Ud UTH UISAhA AN SH HI A TG Joid UISTHA § | 39
UTGAHHA T GRIGTOT G e & URAT I YT 1 el § o @sf gienfiar =
B ST &7 sdar AT & SwIn F 3 U SAfed el e B # meear
Tq FIACT & H Tk |

iftrprer wfAemedt qf & ey va gdior & qreashAr T GfNeTor @ #X IS g,
W Fo TG o T & e Togha & yaer o §, a: gl gieniat &
S0 JIoTshA & ey H Af&cd SEaRT ¢al 3aede ¢ |

U UTel UTSIshA I qrogarad T galer ud gdior 9redshd & AT & 8 fohel &
R Y 75 & | S T A ¥ AW A O wladAw Her swelt | FufEa
gfreTor & gregrge @Y gfenfiat & @9 7 ®d § 3R gcgeT seufa & 3¢ died
Q& &I AT I § U7 3T YRETshT 1 §ol Pl § W] IAIR AEITH
T gfreor geufd (Distance Learning) 9cdel frafor afr & et g1y g1 s9H
WG WRIET 7 H @l g IR dreg @l 7 Reqor fagat R Adet & w9 A
AlSg @ g1 3d: s8 gfReor geufa #F gt & siarc ® 3fUE 9
ST & |

S U UISTshA HI el @3l H IS foham a7 g1 9UH @8 # 6 3UR 9IS gl
1A YRMATeAeh SIaTAT” 2. “3Tadr &l JEr 3. “3arer 4. “Hﬁ%ﬂﬂﬁ? HAFA” 5.
“‘QaT I AHA 6. “FE H ASHN | T G 6 HT G Ao GRAA W
MR § 3R gya 9 el & &9 & gEfaa e av § | 5@ O 9%
HIE 1 Glod HHIA & WY AW HIUA & U [ Ul Ud gRR«ASC & ®9 A
fafdeer FaTerdl, faemet & AYeaw 3nfe QU a1v €| dreTshd @ el & are o
HH YANT & eIy U9 qIRATNS eregraell & a8 § S YR garr dget |
& T H 3UNT H S ST Tohall g |

efadr @s & gl A FRTedd TR U9 gas fafay w9t & afFAfad e
AT g [OTH TR & fAfdy §4T & 9, 386'T, Fold],Affer Fufaar va 3ara
IE & IS § | AT & UAS A Y ureT Freat A e fRevor & gientiay &
T A A0 WA F v @ et @ nfAe G mar g S afaa e,
ShaetT, faamn 3nfg € |




MY @3 A Rouol owe, Reauh & Fawu, yiq@ =RoT 3nfe @ Hefod |l &
MS T | 3H AT & U o o QU arv § | 9 X WS & 3d + rewyT & a8
QAT & geIETOT (Revision) & ® # Unit Test W 9w § ot gfemdt & fow
gqdieT I I & & F 3T v |

T ufrentdar & 39w § & v & ®T H IS 78 Iroqa@re s &7 3T 1@
IETTT A Heldel 3R- T gl HY 3R gl fhU 910 3aR- 99 gunely 59 9ur=T &t
fASEe aifh TAT W 3 Hedihad IR Al Ao o T [Fqq eefadr
STeTeht GTRIGTIT 17N &7 Q[e®r &7 HAS Heh 3N 9 AT A G T Fqoh |

—
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qrs/Lesson- 1
TANT YT Sqa¥dT

Contents
1.1 AT 1.5 aer gReT
1.2 3Ry 1.6 YW qIFg/aed qd
1.3 T 4TS 1.7 915 1 AR
1.4 Terdeh QUsGIdall 1.8 arer g9 o Hfacd 3ca}

1.1 HfAST

3 U6 H HRT TR & WRmafas a7 &1 9R=T &ar = & | 4R & afau=s
& TR HET gormell & qegyia Fafed WaRY &1 20 d JrdeT sgaedr & ol
YHE 319 § - A, sriurfesr AR e |

AT $ qae faurfder &1 wH ol § | §He # U S dlel Siefsl i
] FA & foIw HraTarfern gl & | HAdioler # AN AFAST H Hellg 4
S T YT T & |

FaTaTfoeRT A iUt 7 quT Tadaar 3R fAsgerar @ e & S ¢ |

TRITHIeh eyl & Fa& § § Fleld & TIU HIedl # Hdl &7 e
fFar STar & | U HATGT HT HRIAN Teh HAT I AT F1ar § | HIrerdar J Fraf
dr efSe @ e ST Sd 8 | Ycde faunT &1 yeeiae gH@ |@fd giar g |
Afaal & FEeadd Hr FFACRT AFCEA/AART & 9y U JNaey Fedr @
gl gl
1.2 32T

o HRA WHR FI YATH TGEAT HI IRIAT el |

o UA THATAT ¥ TSI UTRHATNS Asgracll HI AT FT |

1.3 AN YT s¥aedT (o 9 TEXT)

HRA T HUT HYool Slhdiiaeh A0TAT § | AR AU fFaATaEd a ddy
JUTTSlT &1 HhoTedT T § | HY & Haled T Iseufd 8iar §, 39 Tgadr & fov
39S BT & | YR SqaE AT & ol HET 39T ¢ - faenfler, srurfesr 3k
SOTgUTfelenT |
1. AhdiAe TGEAT H TRY Hedl Sddl & gTAT H gar & | F oA H fau=

a3t & AU AUl &1 dUT Fg A @G (A @) & AU @rgel w1 g
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I § | 5T Uihar & T & v fFatae 3mer fir cggear fr a5 § |
e & Al Tcall HT TaTeled HAA: NhTT LT dAuT s TAT 3eTeT
(HRT & 39 Tgfd) HId g | 3eTehl HEIT & folv 3uregsr ud gaafa s gia
el
2. 3 & gerafas JUT AU &1 3e6] & oA & Je d fhar Sar gl
AR & Folt AeTRes foarhr 3mg 18 a¥ & 31w B, ol @ wewdl (|iwa)
HT AT FIC STelhY HI &1 TSI TEAT Gl & AT Pl TBR FT ISeT A
& fau 3R FT §1 Fl-hl UF g HT SgA S A § 99 kS q
ATy TSR AT TS P ¢ | TSCUd TTd FHAT Fr Folig & AFASST Fr
ST I &1 AFAST H &l TR & FHAT gid ¢ - 1. &g &7 2. T #HAT |
3. FrOIfelehT &I quT Fadadl Ud fASUerdr & e §iaury & yare & 75 gl
T # 3TTdH IO dAT Tl H 3TT ATl HT IIEAT & | 3TIdA
YT 3T TGl & SRl B AgiET asgdia wd § | e ThR &
AR SIaT & @ # A AT & | TR TF FH o140 ohg 3R ST gl T4
U A BT g1 $© Todl # AU HUSS & ar ool 3rdd faener qam 3R
faurer aRwe gl § U1 To TAt # dad faue @ § R R g
WEHR HTH HT AT
WEN T A T & AT THT FH HT e fFAT SAr § | g e F
YR W HAT T T 1A §| HAIT Y HaRISATER fqeqmei &7 drer Sirar
gl IS HIATT I HIYAR THAIT: ARAST Ta¥ & HAT & 9T SJar g | T
AT H THh F 3f0& AN @ dFhd g | AIGT A Afadl & FHAedded Dl
SFaeRYy Tefta &3 $rgiar g |
HATST T TAHTT &7 gemdafas FFAeR afda W gidr g1 I8 #Fra a1 faHmer &
JArdTeleh YTl BT g1 sifd Aael Al H Jg HAAT HT TelghR gidl gl FAAST &
HAT B FAE T § AU & v 58 e ehel, gemmel, em@nsit, AR sregsmE
e A SieT ST § | Ther o1 FHRT HYFd AT BT & | FoeT T HRIHR A
1 3YARIT CEel § | MGl T THRY X HiUG I AT HTOGHRT Ifegerer
HRAFRY AT & | IHT F P H G T A TAS F AU g, g Aol
e, 3w Aot s, sleR, e, TR 3nfe gia &1 Fi-sly darer &
Udheh HI 3T TATYAT Fr SATAT &1 So HeT AT “Uhss” HT Fgd &l

TR AfaaT & FRTaaT & O Jae—y & 3ela 3T FRTeT gd g1 S
FTEAT F Fogy Ud UFAET FRATET Fgl AT § | HIgY FRATHT deheirehl
SRR & HAE g Bld o R dehellehl TEe3l W HATGI I Hellg 1 & § |
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ALY PN W FHIGT I Afddl & FRTaId (FIFT F o) Fr SFAeRT
gt § | -l ey FATAT Tacy HATedl o el HH I ¢ df dar Y
FAET & AT | ey Ud ATy FATAT & fAememegsy A glar § | 8
X FAET & Id $& Thcadr et fr o wuer i S g1 S JArer
S HT AT FHET B e  HUR W A § | I RIEAS & § HIGT &
3eleT 1 X § | AT ATl B AR F AT HAT $o efareT o 3T B
soioh 3faRed Fifaffe [, 3uhd a1 37 WP o AT TEATT gidr &1
3ol HEUTHT T JATATAS arar AFAT F Heel gIar g1 Soich ITUMUDRRT HGTTIG 2R,
HETISYH, IgFd e g1 ¢ |
1.4TEIF AsIaell

TTHT SJa¥AT | administrative HIUTT IR executive

set up FATYTToTehT judiciary
CIESIEED democratic faemeT e legislative assembly
oI republic IEBIBED legislator / MLA
afayreT constitution G member of
eI oTTelr federal system gfshar parliament/MP
gafoa TeTeT supreme head faTasr 39T | process
aseafa president aac election commission
3Rrsgufa vice president 3regeT parliament
faenfer legislature 3uregey speaker

vice chairperson

3TddH I T | supreme court gax Aoft fafde | upper division clerk
AT =TT | chief justice 31a¥ Aot fafds | lower division clerk
3Td AT high court Cheh typist
ST alliance TqURTET peon
ARAS cabinet Theh unit
I5g AT minister of state HET/TRISS cell
3TeeeT distribution FATTaTA/ implementation
ICEIEl] department fopdTeageT
ERIGIEED administrative Hecy &ty | attached office
afa secretary IATY HRATET | subordinate office
dlsh FHT house of people REGIED] gge technical aspect
TT FHT house of states FArAcAATHT autonomous
TRMAfs T4T | administrative head | @& body
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HellghIX advisor 3eicleT grant

TRy wing gifafies @ | statutory body
JATT division 39hA undertaking
ATET branch AgIfACesh director general
STeTHTaT section AGTIEYHh general manager
IR Tfa additional secretary | 3ed commissioner
qgad giad joint secretary agad fagerss | joint director
IGEHED director 37 g deputy director
37 g deputy secretary 37eEfIeTR superintendent
3N "fag under secretary ELICIR I head clerk
3T JIfARRT | section officer g ah assistant
1.59r geeT

F.1. gAY TR STaEUT & AET 39T Hled-Hhied F § ?

2. ¢ &7 JAMAAS Tl i glar & ?

3. ATASH FT ITS5T [hahT Tollg & fhar SAAT § 2
4. AFASAH fhdel TR & AT gld ¢ ?
5. AT &1 yrafae SFaery fradr aidr § 2
g.fArafaf@a a=at & I /area and |

. FrAIfeRT & quT TIAAar Ud fsgatdr & AR JfaurT 7 yareT & a1g gl
. g TR ¢ 3R AT & BT H 1 Il ¢ |

. HaeY Ug NIy wrdierdt & fasmeneast afRa gia g

1
2
3. ThY & AR 39 g gar g |
4
5

. 3T ST ST YrETAe o AAterar ¥ fReeT g ar gl

&I e 9T Qe

e Ao
?g:sﬂimw

3T Ud aifviey HAATe

Fora giaarery

dler gHT gRaeT
T g giRared

qgFd Afad
39 gika
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IR "R

IGEAICE] fovaTr facemery

PR faATT fAceme
forcers TgFd fAcers

39 facers

R CIE A

1.699@ Iy |iw
Selected sentences/phrase patterns
(F) TER TF A Telll & AT R HH F e Har Sdr g
3eEs ITER AT TS fhT Sd &
HATT I ITaRIAhclTaN fIHEN 7 dier Sirar &1 [l a0 3y Fhef,
THIEN, AT 3R IrEgeArelt A ier S gl

(@) Fill in the blanks WTell TITT 81X |

1. e HATST T FerHiAd THRY g § |
72 T FT YRS THRY ger § |
< S T T GeAHAeh THRT §iell & |
R IMET T YRR TR BT § |
B e 3T T TRAHTAS FIH glem § |

() Compare the following structure :-

| #RA & G qUEh AN dlc STelehd ilch FHT HEEAT T IeATd Hc ¢ |

|| R & G aITHh ARTRGT SaRT e TR elieh FHT HeEdT HT JoATd
forar ST B

| Trsgufd 3TUAH dUT 39 STl & SRl @ AgEa & g

|| Igafd c@RT 3Tadd duT 3=9 ~AETerdl & ~arareRit i fAgfea $r s
el

| TTIHAT AYAST A Goig & 32T T 9T Jolld 2

|| FUTAAAT GaRT ARAST $r Hollg § A H1 IAHA TAIT ST g

The above pattern explains the formation of active and passive

voice sentence structures.



1.7 916 &1 §R

AR WHR & gedfss a7 & a9 39 § - QuRe, siufas iR
STl | Isgufd &2 & TRfee YUl gid ¢ faenfder # §ae & offde &
TG H U & Flefel TR ST gl TUHAHN GaRT 30 AAASST & HEAEA &
Y FIASRT & TR W AfaAl &1 FAr g FRead fFar Jar § | #aeg ar
fomer fr gemafas Geaey g & gidr § | Fareal & o, &y, weem,
@3 3R oW F dleh FrRT H AU AT S g | 3" st A
ey a1 3Ty FRTe gid §, e [aumemeast e g €1 3 ey s
THPIOT & & H AMAAT Bl ohIeaded I gl

1.8 & gAY & diAcT 3ea}

. 1. fan@er, sfoer 3R Farafeer|
2. Tsggfa
3. THTAHAT
4. T TR - AFFAST TR & A 3R ToT TR & A4
5. gfaa

g 1. @@
2. g
3. el
4. Ireld

5. &l




qrs/Lesson- 2

radt $r grEr
Contents
2.1 G GER 2.5 e g
2.2 BB 2.6 YHW qrrg/aed ard
2.3 AT IS 2.7 915 N AR
2.4 eI AscIdel /ad«T IRadsT 2.8 Y geaT F gfeed Ieax

2.197fAHT

Y U6 H TR HIATedl hl AT SI-Yoel &I aRTg f&ar ar g1 Iy
FATerEl/faaTe # fafay #rdf & HAues g S-BI Uwe gid § [See 1T e
STl &1 $oT8 3T TSR & Ay WErsh, oa Aol fafves, et Aoh faftes
IR Fo TR BT & WHER F @ PRl F 3 ar AHA & v i
A ufshar gt €1 39 uie & S-fAuere @1 ATURed fshar s gHSar a2 Bl

2.2 35T
o AP dF H Afed &7 [RAuera i ufhar r gHsT=TI
o AR HF YUl H INURAA STl & AETH & G amor v
qIRHATNS QrsgIdell &l AT HeATI
o 3G HIWT F TAGTR By 9T T qreFy TEAN T SATeriT $mwr &
faferse ¥awa &1 gAer FASET|

Hel TS
2.3 TS AT ITAT (HA 9TS)

FHATTT AT HIATTT H T T3T I FRATHAT AT & ad) gl AT g1 SHT ITaT
I hH hord USTEL HTHNT & A Il &1 hard TSI H 370 arel Fefl o 3rarcht
fafs grca aar 2

3ac fafdes gred smafdal W dl@aR AlgY ol 3¢ IETHNER BiedT gl
S 3mafdel W qRd, derd, aod A1 MU 3nfE TR glaT &, 3¢ EefUd
IHEN qUT AFARRGT I dcohlel AT fear Sirar g1 oy 3mafadr & faw srerr
THET BT 1 FHIAT AT FRITT H wreg 3mafaal # s/ off sga g1 3maar s
3Th H red FRTAemNT Tel R & g3t &l Fafta Ioeet & gof aar g
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g% S i€ 31 & TAeRoT d gishar g B Bl & TS IFHET AT SR & AU
HAM-3eldT diseh IR fhar St § 3R @afed 3egemr & sl faftes & g
rafaral fFear & s § 1 sl e disie & 3R 3mafadl @ ued #X 355
3T e ar WY emar HfUE B AT AT g Ieqerer HfUERY 3o Aty
a Fafd 3Tg AWER A7 3 WA F 9T “Sh TR W Adcllehed & folT
TEIT R &l &, ST T Fd a7 foxm & IR & maeTS ey, Ay, mewr
G e & Bid 8 | HETRAER SR 3% U & Haw # 9T &
gIfAIT W 3TaeTes Rouftiar for@d § a1 38 9T 39l 3METER T &d ¢ |

AT JmEfdAl H HTHET ISR T G/l & A gy sl
fafte & &ar § S 3¢ 3THET S0 H Agre FEftT WA # 3d & | YAh
g 3 HEfadl & 39 FER—E S H ol addr § 3R @ues & o
IATH FNATS YE AT ¢l TAF qoae & 3d 7 o mafadt . Fras 78 &
qrdl, 3T Arcdiigeh fdaRuT JIR e mEr ISR & 9Td dollehed UG ST &
foT e STar g

AT FeTgeh “Toeblel” AT “GIATHBAT dlell IMafcdl W i HRaS Rl g |
afg frelr 3mach &1 day Rl o AT @ giaT § dF 39 weftd AR | oawga
frar Srar & 3R S AT Al @ @Efla dEdr giar €, 399 v a3 e @rel
W%Iaﬁmmﬁmﬁﬁwﬁﬁmmﬂmﬁﬁaduﬁwgdﬁgé
gidl 8, a9 @S AR (W€ wiged) @iell S § | AeT Affd & e W @s
fAfde & | sere 97 e fAffe # oo i 5 §

fAffe & ar #er gia 8 - feouolr 3R AR | feoqot st A faaRrede
FRTA-TAT A Fges & ey #& fegforar gy § 3R R #mer 7 mafaar 3R
38 TEfOT 99 S¥agrR Y gl @ S € | @ 9 3mafadt o Ty §
“FHTETT- (3Tad)” IR FEET A9 0 TR FRTET Jad W hHAGE-
(fsTary” forar Sirar §1 56 9fshar & Siasfear sed © |
Sihe A & a9 TEIEH H AHS Q FERg @@l AR, @,
fafaadAt &1 garer ¢ fr TRA gSA § | FF IR HAe@scy AR Ir wurdy
foder ATl @ o Hoeer forar Sar & | Car Aifa |« 3ear Agcaqol AF A
fopam ST & | 30 HeH &1 FT GfthAr wEa § | AfOwRaAr Fr giaer & e ded
et o garehd oem & St §
IR T AT T e Ee AR o feoaol for@ar § | 5T 3madr &
fAfed wedra &7 3oord, Usel FRES H AR, FRAS & TR F GG AT 3806 aR A
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ST 3meer e @fFAfaT gl § | fecuol fowey agras fARAe @I 3fegsmer iR
B TEID BT | T NS AR # 3uer feoqolt & @y Ar A
HEIER I STAMOhR/emEr fOeRy/3ey afta & & a1 & | o« AR
3THTET { FIEY A § A 3HH Fared “fAffe deeret Woree # o frar Srar @
| ®$ IR TSR Bee T “$UAT I Y, “FUAT T w7 3G oy feoqiora
forgehy TaséeoT & T oller ¢d § a1 3= If¥emEl & fdv FEaqu ar &
Tose feTquly gEdd el HT IACA od € |

A A did, @gFd @R, 30 afdd, 3R 3R afbg e Tanfasrd 3raei
ARFTIT T TN A §U HGRTF JHeQT IR o ¢ | ol & @1, agi e
3T "I, @cd #amew a1 [(fS #@are 3nfe A ggafa sy urog & Sy &1 3896
foT 3reer & IRAARNT feogol A6 S § | AFST # 3aTd U o o &
d1E 3Tadt Aol Ty AfFd, TEAT IT FRATAT A PN ITHT 3cak HoT ST g1 &
HATHAT # dedlel 3ca &all HHT sl 8Idl, da@l JdRHA 3ccX ¢ f&ar Jrar g1 37 9hR
e &1 AT Al FAC A S §, S @A FRaTS F GG HEd Ho are
d 3P FHRT ek Al el § |

2.49gIF AsSIdalY

FrATerT VT official language JTTHTITAR section wise
3Tadr receipt R urgent

eI ISTEST central registry dcehlel immediate

3adr fefts receipt clerk e secret

GIEIRCEIES date wise Mg confidential

3fhd LT to mark s A part file

CiGﬁW registered EEICIES correspondence
ARTIHENT inter departmental | faaRTeeT under consideration
feoqufy note(l.D.Note) ST gfa office copy

[qar gair service book ifder record

TR giecnr character roll ICIG R regulation

CIcED invoice JfForgsey AR | recorded file

em@r Af¥eIr | branch officer TRl fAeer Af@a | standing guard file
37adlihe & foT | for perusal HITd AT relevant material
faaerer to dispose off AT initials

grfarar fecqolt | margin note fAffe dges file movement
A#r feoqufy routine note e register
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ot #greh | dealing assistant | F&d:qoT self-contained

arcdriger faavor | weekly statement | §gHATT concurrence

gefa Affe | concerned file HARA e interim reply

qCY AR main file AR HRATS appropriate action
afaa required requisite

gga Rade

Note : The Plural formation of ‘€’ or ‘S’ ending feminine nouns :-

Teh ddel agairrr

( Singular) ( Plural)

Jradr smafaar

fecqufy feeaforar

EIG gfaar

afafa At

3mafed qfeaar

Nouns whether masculine or feminine are followed by postpositions as

under:-

gy smafaar (@)
EIG gfadl (W)
3T 3eTHan (#)
LE] CEINED)
e eIt ()
FTHET AHA (W)
IGEE) ot (&)
2.5 aYer ged

1. 3Madr & a7 JfAUT 87

2. 3madr foftes & & Far 82

3. 3rgermer A SRR fAfdeh @rar Y g7

4. AT AFEA ¥ T Iy I FRATS FT IRH T ST Tehdr g7
5. @s ARG Fs el Idr & ?

13



g. Arfaf@a st 7 Rea w&) & g #& |
1. Ferg WS & 3 arer T IF o gred T gl

2. 3@y s gcg 3m@fddl w ali@ar Ay JIma 3o%

........................................... oiedm Bl

3. Y AT T oo, gaftg ggrmsi/fafRel & e et
ST ffeh &l &ar gl

4, TERT TEEDP oo, AT e, arell 3afadl W

2.6 IS FIGATT
Selected sentence/Phrase Patterns
1. FRTET F N T ugel ST IS H 319 § |
3act fafde 3mafdal @ AHFHPER Siedr & |
SRRY e dieeh & feU 1T faaRor & @R afdat S 9red #ar g |
3THIET ISR 3Tk T W INAfIAT T 7dellehad FIAT & |
e Jaicaal H fAgea & v HRarg IF wdr g |

You are advised to construct some more sentences on this pattern for practice.

ok~ wbd

Note : some other sentences used in official language

1. X, e AT MY 3ifehet mafdat s araf@ear & Sl ¢ |

2. Ycdeh THIET I STeh & T ITeler-3709T diofeh TR foham SITelm § |
3. grediges [aaRor eam@r 3R & 99 HST AT § |
4
5

. AT AT ¥ 6T Aadr & fov a8 A8 @el adr gl
. STl 3TST & dgl 3T HITeT $r o ggAfa greg A Iy &

Note : Passive voice structure is prominent in Official Language. In passive
voice structure normally subject is not used; where as in active voice we
have to provide a subject. Compare the following sentence structures:

| Agcaqul ATHell &1 fuere far Srar &
|l 3T HgcaquT ATHST &l AT & |

| eFR & AT QT ST
14



Il 39 g & 3T I |
| @l SR & giaa far arar g
|| gH/3TTRRIY Tl =Rt 1 giad #d &
| T B¢ A7 AHleT YEdd fRar S
Il 39 Teh € H HleT T |
2.7 915 T AR

FATGT AT dATAT & I 99 Fgry FSEET H 3T §1 5 97 FI 3ddr
FEd ol oAk AT FI FART HTHET A Teh Yishdl & dgd U ST gl
goTehT U ReprS @M ST 81 g6t Hafadl ) eoqoh foget wige # 9&dd $H
Selr g1 fecaol oX smaege fAder ar e v S §1 3meRl & 3gER 9T
AT AR fhar STar &1 T & A IeFAe & dG Cfohd HAT I ISR
& gEAIER ¥ 99 IRY v Ia &1 38 YR Ucds adr &1 Auers fmar amar
gl

2.8 & geat & df@cd 3ca¥
F. 1. AAGI/ER™TET H 7T 97|

2. 3Mac W g T A @R 38 IFANER Bica iR FoTeer & cof
HT |

3. ATl T FFeAT &H Yo FIh e SN T T FeT |

4. GETIF T W BSd H ol e |

S.WQEJ%ﬁamqnﬂaﬁgéﬁ?ﬁ%l

g.
1. 3madr fafds 2. FTARIEGR 3. JeIHIET AR
4. dcaptel a1 WTAfAs 5. feoqolr #rer

15



& 96 - 1
B AgAd Bl

CONTENTS
1.1 o 1.4 W™+ UAseraell
1.2 3Ry 1.5 @rer geeT
1.3 o 9o 1.6 waE
1.7 & wee & AT 3o

& Ageld FI

1.1 sifAe
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accounts SEC)) annual CIRED
acknowledgement | 9radr -account gT/@rdr
action PRATS review arf¥e garet
advance 31f3reT, aereft annuity CHRED
adverse BIRET antecedents qaqe
advertisement IEEIRG] anticipated IR
advise golg, gAY expenditure EIEG R R
affidavit qIY IF appendix giRferse
agenda SR applicable CIEIN
agreement FHASIAT, IR applicant 31TdGh/
37gerer application 3T &hdl
allegiance forsar appoint, to 3MTdceT (99)
allocate to diear appointee fAged e
allocation 3TTee appointing g =afFa
allotment-letter 3EcaT-97 authority fagiea arasry
-order -37CeT appointment [CRIET]
allowance Hedr permanent Ty fagfed
city compensatory | sl9R JfdqIsh temporary e A
allowance Hedl appropriate ﬁﬁ/ﬂﬂﬁﬁ
Conveyance argel appropriation ICIGRISE]
allowance &7 account fafaarsre orar
over time FHAGR approval 3feHee
allowance Hedr arrangement JeeT/caaear
ambassador {sled arrears 1T (IT7A)
amendment et assessment fereRoT
amount afar assumption of HIIAR JEOT
charge
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assurance TRATHA board of fAcere #Ase
attached HecY, Heldsl directors
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I@r et branch-officer | m@TfIHRY
audit of@r 9RIETr 39fcaRdlc | broadcast JHROT
objection report EUBEAR brochure IGEREIED]
authority (afFa & o) budget ol
competent grfereRor balanced qdfeld sele
authority (@Er & o) deficit e &7 Jolc
RSt E SIS ED R revised TATEIT ol
autonomous EAT AR sanctioned I Sole
average 3 supplementary | 93 Ssic
black list el I estimate Solc 3eTATT
block s, sdlieh head goic iy
balance Ay bureau T, e, Ao
C C
closing 3d: AV cabinet ARHASS
opening e AW member ARHASS deEg
ban EIGELR KIE secretariat ARFAScaaTeT
bar e secretary ARFAse Ofa
efficiency bar gaTdr e cadre HadT, FIsT
basic AT emergency ICIG
pay A A ex Haqd
bill foer camp fafax, Fa
medical FIfercar foer cancel Eg LT
pay ade faer candidate 3FAIGAR, 37Tl
bill of exchange g??r candidature 3Fieand), sreafdar
birthdate S fafar carried 3R of ST AT
place SeH T forward Ffead AT
cash Uhs, dAhe carry out FTARATTIR

chronological
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book Uehs a8y circulate to gREnferd #ar
memo sTehe, Tt circulation gRArele
casual JTHTEHAR civil fafe, AR
leave I TAS Tl aviation PR fAHATTT
vacancy JieAs Rea civil service fafder dar
category gar, Aofr clarification TISEIOT
cell heT, ol to clarify TISC el
central CTaD ) clerical error fafadrT, oraeT
government g THR et 37erefe,
revenue e Toied 8o, A
secretariat ST giared closing date ifad ar@/
center he R g
certificate AT 97 to comment fecquly &ear
character certificate| IRFT gATOT-IF commission 3TTANIT, HAAT
last pay certificate | 3ifa# ddel 97 emergency ISIGH
medical certificate | Rfercar g&TOT 9T pay adel 3T
fitness certificate | 3R YATOT IF commission
Certified copy gHTONRT Tfd committee afafa
Character roll IR GRETeRT communique RIS
relinquishment of | HFHR TTeT joint press qgard 9
charge report Rare communique faafca
Chief ALY, 979 comparison delell
compassionate :HW Charge-sheet IRT 97
allowance HedT

C
complaint R contrary EIRET
compliance 3feIqrelst contravention 3eoltel
complimentary AT contributory 37eerY
compulsory Jifaart provident ey Higsy
-retirement Hferardr darfagicd | fund GIN)
concerned-file geafaa Afae control fa=or
concerned section | Gt 37THTIT conveyance argel, ARy
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concession R, ge co-operation g
concur ,to HgHAd glelm co-opt ,to HedIToTd el
concurrence ggAfd co-opted member | FEATTT TeTT
condition o, Feufa, aar coordination JHeag
condone ,to HATH T correction guR
confidential M correspond, to THcIdgR el
confirm to Elj%d T, correspondence AR, 3cddg]
confirmation-order | gfSe 3mmeer correspondent Harearar
consent TgATd corrigendum %@W
under IERIRS|G) council gRYG
consideration counter gfd, gca
consolidated AT -affidavit G-y
constitute ,to ST T -charge IR
constitution ST, TiaemeT -signature gfd gEdIaR
consultation SREER) -information el 9ol
contact I cross examination | 9T Gr&T
contingency TR TEHRAT current e
fund fafer customs AT o
contingent Kl car=-ra cut motion Heldr gEd T
-expenditure RS IEIC e context qesy, 9gaT

D
daily ¢l delay [EGEMRSU
diary G ToTehT, Salfeair delegated powers | 9ecd ISR
wage R AVICIE] delegation gfafafer #sd,
date arr@/festien delegation e &1
-stamp dRg #AlgT of powers TSt
day-book ASTATHAT delivery IEGEL
dealing gafera demand Atar
assistant g -supplementary 3T qIP-
dearness AGIS demand AT
death-cum Hcg-He- D.O. letter IY-MHRIT IF
retirement gratuity | @dTfeigica 39erT demote, to qGIaeid el
debar to Ahadl demotion ECCEIG]
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decision ot demurrage [CEEAN]
-pending oo g« a% depart, to JEATA AT
declaration Yo departmental fasmefrr
form Yo 97 -enquiry ST
declare ,to YOI T departmental ICE TR
-on oath AIYqdeh HIYUTT permission Al

AT departmental ICESIEIE)
decontrol fafa=or promotion geleATcd
deduction Heldr departure ric)
de-facto arEca H, aEC: on deputation gfafagied
degradation q¢ gclell deputation gfafagied
dejure EACGLCIRER] allowance e
description faaoT dispatch QYUT, AT,
designation qeITH detail(s) saRT/faavor
dispatch to CIEGEERC) diary to ST AT

D

diary ST disposal IGEEC
directive focer dispute faarg
directorate IGERICE district e
directory IGERET ditto BT
disagree 3GgAT glar division JHTET, AT Aofr
disapproval H@W docketing Slche T,
discharge Jar Ffed document gEdIdel, Tl
discipline 37T draft FaleT
disciplinary action | 3=lemafehears | due T, g
discretion ICEED due date faaa fafy
discretionary ICCEIBETRY duration afe
power(s) duty 58, (hccded
dismiss, to ge=gd e, AR)

TEET T, dispose off GEEGH

Al & geTlm
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earned leave ISt gedr emolument gRefsar
earnest money AT, AVH et employ, to fAgeFd e
economy cgaEar employee FHHTART
effective CIEMCEICH employer IGRICTII
efficiency caTdar enclose, to Holdal e
-bar GaTaT e enclosure 3fefetdeTeh
election for IGEIEC) endorse, to gSSifehel et
electoral roll [GEISCIR:I) endorsement qeiehel
eligible q enquiry Jods
eligibility qradr enrolment ATHTReT
embassy {raigdrard ensuring HETAY, 3o
embezzlement el enter, to gol aT, Jiase
emergency 3mard Feufa AT
E

entry Seeret, UfafSc | exempt, to faeFd ST, Fecar
entry adverse Jiciehel $wa<lsl | exemption oe, Hied
errata NABESE] exhibition geTelr
establishment TATIAT ex-officio gesT
-section 3TTHIIT ex-party ThUET
estate-duty HIET o expedite to YT HRATS AT
estimate budget | SIC 3TTATA expert ICHAE]
evaluation HodTehel expiry AT
evidence ITATET, IHTOT, |18 | explanation TASEIRIOT, SATEAT
examination gieTr, adraTor export CRIG)
excise 3eeh, JTehRT ex-post facto FAfc’
executive HIUTT IR -approval TR 3T H G /FHT
-council FIIIRYE express 5L
executive FdeRr afda | -delivery GIGEECIY)
power extension ErGI1
executive FRIUTl, -of leave Dl Fole
staff FHAIRT g external faeel, s

HUTeld T | extraordinary 3THTYROT
extract 3CEUT

~
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fair RS E3) finalise, to sfeas ®9 T
fair -copy aoo ufd finance faa
fair free Yok, B administration JRITHT
festival advance | @8R 31 financial ICGIE]
file PR certificate JHTOTIT
cover 3TaROT/ HaR obligation aIdicd
final 3fedd powers IfOFR
report Rare sanction Folt
F
foreign service facer dar note fecaoft
forenoon qates letter T
formal EIEBIEED free foreresh, Ao
approval 3feTHIeT freight T
forthcoming 3TRTTHY fresh receipt S 3Madr
forthwith dcahrel, 38 HT & | provident fund wiosa Afer
fortnight gey furnish ,to call, AT
fortnightly SIFEED further action 3 fr FRATS,
forward, to AR/ ™G 37Tl PRATS
forwarding 373yoT further orders 37Tl 31CeT
G
gazette o4, d1elc grant 3HocTeT
extraordinary 3TETROT interim IR 37Ier
notification ISTe JifREe non recurring 37eATadr
general UTol, A, 3TH | special IGEL]
circular CIECE] supplementary e
election eATd granted TdIhd FR
good character FoaRFdr gratuity 34cled
conduct SIS gross Dol
faith He AT income AT
good behavior HeegagR total Sel/ T
government TIHR, TIHRT guarantee IR
affairs HTH guard file facer A@a
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regulation IEIGEE: guidance Hedle, ARTee
securities EIGEGR) grade oY, I3
H
half holiday 3 g hold ,to DRYECTGII
half yearly 3YaIie, SARS holiday el
halt o honorarium AT
halting allowance | fa3m #tcar honorary 33dfeieh,
head Ny, uermeT 31egeT | -secretary dafas afa
-,sub 3Ty honorable AT
-of account or@r ofiy hours of business | & THT
-office T HrRATATT house of people | SIhTHT
-of office ST ETeT house rent HepleT forar
heading HINED housing 3Tar|
headquarter AT (on) humanitarian | #ATAaRT &
hill allowance ggls Hcdl grounds TR 9T
|
ibidem CH| imposition 3ifeRigoT
identification gare impossible 3aHa
identity card Ugdlel 9F impracticable SIS
immediate dcehlel, 3ol imprest 3gcrT
-officer 3rferr -amount afr
-slip gdf improper fad
Immovable property | 3T Tufed improve ,to JUR FIAT
implement, to FrATfead HLAT, | to keep in - grEAfaa I@ar
gkuTelsT =T | abeyance Ak TGaT
import AT inadvertently AT, 3eAol H
license CIER:E] inauguration AN
imported stores marfad At in-charge JHRY
important HAgcaqoT incidental qTE TR
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impose, to AT, ARRIAT | charges IR
AT increment ERCECAR]
|
incumbent LAJIEY] instigate ,to 3R ATAT
indent AT institute e
in detail R ICESIES instruction 31T
indiscipline TR A AT insubordination 3TefiAar
indiscretion 3faas intelligence bureau | 3= ST,
indispensable 3IREE githar s
inefficient 3787 inter departmental | 3ecRIIHENT
ineligible 39 interim HedRA
in force CIEIN interview HI&TcehX
informal AR in toto ERURSRGIE:|
information =T intricate Sfee
initial EIREED introduce ,to IRaT T,
initials K ICRE Y introduction gEAEEAT, 9T
initiative ggol investigation S, 37=ayoT
inquiry FERIE) invoice CIEY
inspection IGRSED inward 3Tas
periodical K CIBED irregular AIfAT
note feooofy irrelevant 3T
Inspector general | #AgIf=RI&Th irresponsible IR SR
installment forea issue e, AT
job CIET| jointly TgFd &7 F
join to FIAR AGUTHIAT judgment Aot
joining date HIIIEoT Aty judicial enquiry Jererdr S
joining period HARH Jafer junior FiIss
joining report HARH RAe joint qgF
committee afafa
K

key TR, Hel knowledge able Qiﬁ?rr STeThY
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kin TaoTeT knock down price | s freaa
kin and kith IGEIAREL knowingly and EIGEEIETY
knowingly EICEEICTY unlawfully 3R 3aUwT @
L
Lapse, to CIGRSIG -preparatory to | aTeigid qa
last pay certificate | 3fed® ATAYHATOT I | -retirement BT
law fafer, -pay DIl A
leave EIE ORI -vacancy 3raerrer Rferd
-casual I EARTEI/ITHT | ledger grdr
-commuted aROTAGCEY 3TaehTer folio GraT Yool
-compensatory afdqRehgedl/3iasher | length of TdTenTel
-converted aRafdagedy/sm@eser | service
-earned ST Peel/3raehrr letter qT
-extraordinary TATUROTGELN/3EHTr | -of acceptance | Tl o
-maternity TG TCEN/3TaehIRT -of authority IR 9
-medical Rfhcarged/raser | -of introduction | aR=r T
-preparation ORr & liability ¢gdr, eiffica
forTgedy/sraerer liaison q9h
-quarantine HIRTES L/ 3TaehIeT license [SIERIE:]
-restricted EIGEIBRILGUES] licensee ASHTERY
S el/3Tahrer lien qeAIE0T
-study eI & fov linked file TooleT TAfAe
TN/ 3TTHIRA list el
-account BT T ol local AT
-not due ol AVTEI/ICT log book HRA-GSl, ellaTgeh
ol lump sum TehARd MR
-on average pay | AHd-dceTgedT
M
mailing list Steh T AR | ministerial EERISCIR]
maintenance 3TeITaToT -, staff TIHh
majority SgHAd, TEHEID ministry HATT
major IITH, 7L minor ot
-head qCg MY -head ator ofy
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man-hours o T minutes SRIged
management EERE misappropriation gﬁﬁ'&’ﬁm
managing gateT giafa misconduct ETACINY
committee Jifager Hrar mismanagement | YT
mandate SNEAIS AT misuse CRERIC]
manipulate qecteht modification A, dIHH
manual argferi™ monetary 3
manuscript gIferar monetary grant | 3 3efare
margin grfrar fecqufr monetary limit e g
margin note fawg, AT monopoly TSR
matter fRdA monthly A A+
maximum 3T -statement fazoT
measure vgfaardr 3urT most immediate | 31fa dcerel
-precautionary fars 33U motion reich
preventive Fafercar -adjournment T JEATE
medical Rafercar -of confidence faeara gEda
medical aid Rifhcar @graar moveable Tl
-examination TITELY qveT -property gol "qfcd
-report RAecar/zeediRdE | movement TTole
meeting o, T ile fAfde dace
memorandum AT muster roll 3URPYd ATATCN
mileage ATl mutation SATHTAROT
mine greT minister L E]]
minimum cgaldd
P
AT ST probation gRdreT
SIEGIRIBEIRS -,on gRdrefrefist

precedent qd 3eTgRoT -period gRdrefreprer

prejudice ECIDH probationer gRdremee

preliminary EIREED procedure

preparatory to ﬁaﬁr proceedings

retirement fgfca qa Progress

Project gRASTAT
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prescribed fafga, RuiRa Promotion Qealid, Telealia

-form ICIRG IR IL:] RECEA]

press o Post e

-conference THhR TEHeI Propaganda EEIcy

-hand out ERSICECD Prospectus fazor gfFenr

-note ggelle Provident fund fosy At

-release 9H YehIraT Provision 3USY, SIIET

prevention faror Provisional 3efad

preventive frars -Inspection 3efad AdeTor

price control Ao fagsor -list IeAfad &

prima facie gcgeTd: Public olieh, HTdolloleh

priority rATASRAT, 3137T -Interest Ahfed

private fasir publication EEINE]

privilege- fawfsR- publicity IRy

committee afafa

P

pamphlet qiectert Pensioner TereT Y9, gereT
panel TR per annum gfa av
subject fawr period 3afer
parliament aac periodical KN CIBED
parliamentary- | TEE- -inspection - fadregor
affairs Cop] -return - fqazof
part s permanency e
file G IR permanent TUTAY
-time 37T permission 3TTHT
particular I, fgavor permit, to 3fTAT ST
passport JR-97,91H9IC permit WAC, A9
pay ddel permitted 3fTAT &1 ST
-advance 373 adaT g, 3fgarcd
-,basic A Aol personal CRIERE
- fixed aa adeT perusal 37delleheT
-,personal dgfFde adad petition TR
-.bill ddat-faer plan GratelT

31




-, day ade fgaa planning STl ST
-roll ade gI& policy Afa
-scale AeTHTT -decision AT g @
-slip ddeT gdr post g
payable T -, permanent TR Ug
payee gl aTell -, pensionable Uit Ug
payer GIeT, $[TceT el -script YA, YUY
payment 8T, st -,selection 0T Ue
penalty ¢s -,substantive TR Ug
pending FT 3, jifaoffia | postage stamp 31 e
pension gereT postal certificate Sleh YHAIUT 99
-,extraordinary | 3TTEIROT UereT posting GGG
pensionable ey A9y,
Q
qualification AT, 3edT question et
-,essential ffaary 3gar -, starred SICUETSRCEC
qualifying 3EH -unstarred ARIfRaTesT
-examination 3¢ greT qguestionnaire geATdell
-service 376 Far quorum A, IO
quasi-permanent | TUrAtad
R
refused leave | 3TEdIhd Bedr reorganization eAaTSeT
region AE] report gfddest, Rdic
regional EID) represent, to gfafafca &
registration goflehoT representation gfafa e, 3reamaee
registered Tofiehd, ISTEET -,identical AT 3ATdCT
fepar gam -, majority TgAd dfafafted
regret, to WS Yhc el -, minority revad gfafaeea
regulations ICIGEE) -, proportional EICCIGED
reimbursement | Sfaqfct representative IR
reinstate, to CHCCTGI requisite gfafafer
reinstatement SgTelr requisition 3aferda
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reiterate, to ARG -slip AT
rejection 3R AT gt
-memo EdIRfd 9 research 3Tt
rejoinder ek -unit 3THYTT Ueheh
relaxation e, Rarad reserve, to 3TRETOT el
relevant eI reservation 3R&TOT
relief ErIdm reserved IRT&T
relieve, to el Soll, HR resign, to AT 9T ol
Hebd hIeT resignation ZICINCE]
relinquishment | FF-HR AT resolution Thed
of charge respectfully dieY
reminder JTEARS respectively ShHART:
remit, to FSTAT, UVUT AT | respondent EIGEIC]
remittance EIRGRCER ] responsibility 3caialided
remit qrel arerr, Sfdr restricted gfaafaa, @ifFa
remitter ASTodTell, IvHh CIGEL)
remuneration qiR=sf@s retire, to (@am) A glar
renewal ST oT retirement (@an) fAgicd
R
railway mail IeT 3Th ar reconsideration RCICEI
service reconstitution qeATATOT
ranks 3Nger, ug record 3o, R
reaction gfafsar -to aol e, 3ifera
realization agel EXGI)
reappointment | goAfeg e -of service ar fderm
recall, to aTIH ellell recruit, to qdT LT
receipt 3Tadr, g recruitment ]
-voucher gifed a3@ - direct refr ot
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revised g0
R
retrenchment YOl -budget TATEI, Sole
return, to a9 T, -estimate QATEIT 3TeTHTeA
Mear revision QATeTOT, gRRTere
return faavoft, amodr roster AT, ATHTT N
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scrutinizer gdraTeh ILA.S (Indian HRAT
scrutiny garet Administrative TR dar
sealed Hgldg Service)
-tender Algtae fAfaar I.F.S (Indian AR facer dar
secret e foreign service)
top secret WA Ied -book {qar goir
secretariat giarera -roll Qa1 ged
section 3TeTHTET, EIRT -sheet GICES
sub section 3UYURT services Hare
section diary ITHIT ST -,essential ifaay dare
sectional AT FAledh -,subordinate IR |aU
notebook set up ST, afdr
security wfasifa, S#mTd shipping ST
&t shortage FHAT
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undesirable 3ATGAg unofficial 37 feIeR,
undue g -letter TR 3RATHHT
unemployment | SR, SRISTIRT q¥
unexpected Kl RG] unparliamentary | 3ETET
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