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1. Medlcally examined and declared fit for Govt. service by the Assistant Civil Surgeon, ........... . Hospital, vide
fetter No. ....ccoceiivnnnnn, dated ........cccvoeeen. _ .

L £z SO EOE £ R %mmw v, O FUERA R TAR TR
T &1 ¥ fag we Hf fwn m | s

2. Character and antecedents verified from the Deputy Commissioner/Distt. MagistraielCollector of ....... vide his

letter No. ........... , ‘
' 3

............ FI- mmmmm@mm evereerseees B I, b STTHR T 3R Yo 1 |
Bk <t T

3. Senicefrom ... [ S verified from relevant pay bills/pay bill register.
TG .o T, T ! Gal F1 I FEfd 9a- ﬁ?ﬁﬁ/ﬂﬂqﬁarﬁmﬁmwm

4. Probationary period termlnated wef . ..{F. No .............. )
s 2 U @qﬁaﬁmm(mm)mmw(mm ........... )

5 Appointed as ..o wef in the scale of pay of Rs. ............ vide O. O. No. ............ dated
154 AR % HAE YN FE ..oooone ¥ IUR I £ AR % A o
.................... F 75 T Frae fovan )

6 Pay fixed in the post of ................ inthe scale of Rs. .............. permonthw.ef. ......... vide .......... s Order No 2
................. dated ..............

................ A ..o F AW FEAT ..o 6 STFAR ARG oo, B, FTRWE
...................... FAFEAAT. .............. A Fraa forar ’

7 Granted earned leave for ............... days from ............... to i with permission to prefix.............. and suffix
............... resumed dutyon ...............
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8.  Travelling concession av.ail'ed for the journey to home and baék for self and family during the block year
...................... vide BI|| NO. covveveve. dated i
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o g & ... Lo iz S <E |

9 Granted two advance increments with effect from ................ raising the paytoRs. ............. p.m.from.....c........ )

J
TG ....cocovmcnn ﬁamwmmﬁwmmmm ................ L K yiomR
& T

10.  As a measure of penaity, the next increment is withheld for a period of one year without having the effect of .
‘postponing his future increment, vide Order No. ........o..oocee...o. dated ........ e
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21.

Allowed to cross the Efficiency Bar at the stage of Rs. ... in the scale of postof .....viz. Rs. .......... raising the
pay inthe postto Rs. .......... pm. we.f. ......... vide Order No. ............ dated ..............
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Resigned frorﬁ servicew.elf. ...

TG oo 3 - 2 fen

Ordered that Shri ........ shall not be entitled to pay and allowances for ........ {(his absence being treated as
unauthorised) and his absence will cause break in service vide Order No. ..... dated ......
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Break in service on .... of Shri .... has been conconed w.e.f. .... vide Order No. .... dated ..
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Provisions contained in the Official Language
| Policy of Government of India
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Section 3(3) of OL Act, 1963 (as

-amended in 1967)

All the Circulars and Office Orders are required
to be issued invariably in bilingual form.

‘Further to the above under the same Section.

()  -Rules

. (i) Notifications

(iii} Administrative and other reports
(iv) Advertisements
(V) | Coﬁtracts & Agreements
(vi) Licences
(vii) Permits
(viii) Notices & Forms of tender
are also required to be issued in bilingual form,

Rule 2 of OL Rules, 1976

The whole country divided into 3 Regions as
detailed below :
‘A’ Region

Uttar Pradesh, Madhya Pradesh, Bihar, Haryana,
Himachal Pradesh, Rajasthan, Delhi, Andaman,
Uttaranchal, Chattisgarh and Jharkhand.

‘B’ Region

Gujarat, Maharashtra, Punjab and Chandigarh.
‘C’ Region

Andhra Pradesh, Tamilnadu, Kerala, Kamataka,
Tripura, Arunachal, Sikkim, Assam, Orissa, West Bengal,
Manipur, Mijoram, Meghalaya, Goa, Daman Deev,

Dadar & Nagar Haweli, Lakshdweep, Pondicherry,
Jammu & Kashmir, Nagaland.

Rule 5 of OL Rules, 1976

Hindi.

| Rt E yrw ¥ TR 9 5 93hy e a1 — FERETH] T

Letters received in Hindi must be replied to in

A
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Rule 6 of OL Rules, 1976

ftis the responsibility of the officer signing on the
documents mentioned in Section 3(3) of OL Act, 1963
as amended in 1967 to ensure that such documents
are issued invariably in bilingual form.

Rule 8(1) of OL. Rules, 1976

Any employee may record a note or minutes on
a file in Hindi without being himself required to furnish a
transalation into English.

Rule 8(4) of OL. Rules, 1976

The employees in an notified organisation who
possess proficiency in Hindi must do 100% of their work
in Hindi. Doing 100% of work in Hindi means :

- Using 100% of Hindi in Noting and Drafting.

- Using 100% of Hindi in correspo-ndence with
outside agencies.

- Making minutes of High level meeting in Hindi
also.

- Using 100% of Hindi in all the documents
mentioned in Section 3(3) of OL Act, 1963.

Rule 9 of OL Rules, 1976

An employée shall be deemed to possess
proficiency in Hindi if

(@)  he has passed the Matriculation or any equivalent
or higher examination with Hindi as the medium
of examination or

(b)  he has taken Hindi as an elective subject in the

" degree examination or any other examination

equivalent to or higher than the degree
examination or

(c) he declares himself to possess proﬁciency in
Hindi.
Rule 10 of OL Rules, 1976

An employee shall be deemed to have acquired
working knowledge of Hindi if he has passed

(a) the Matriculation or an equivalent or higher
examination with Hindi as one of the subject or

(b) the Pragya éxamination conducted under the
Hindi Teaching Scheme of Central Government

or

foreh gt T 1.
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{(¢)  any other examination specified in that behalf by
the Central Government or

(d) if he declares himself to have acquired such
working knowledge.

Rule 10(4) of OL Rules, 1976

The name of any organisation should be notified

~ in Official Gazette of Gowt. of India if 80% or more of

their employees acquire working knowledge in Hindi.
Rule 11 of OL Rules, 1976

All Manuals, Codes and other procedural
literature shall be printed or cyclostyled as the case may
be and published both in Hindi and English in diglot form.

Further all the forms and headings of Registers,
Name Plates, Sign Boards, Letter heads and inscriptions
on envelopes and other items of stationery written,
printed or inscribed shall be in Hindi and English.

Rule 12 of OL Rules, 1976

The Administrative Head i.e. CMD in the case of
VSP is responsible

{a) toensure that the provisions of the Act, these rules
and directions are properly complied with; and

{b) to devise suitable and effective check points for
this purpose.
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FHAAT AW e B g e =T srfvusatean st g =t

Above-quoted/cited

Above said _
A brief note is placed below
Absence -without permission
Absentee Statement -
Action may be taken as proposed
Accord sanction, to
Acquittance Roll
Adrministrative approval

Ad hoc Committee

After adequate consideration
Agreed

Approved as proposed

As above

As directed

Account -

Advance Copy

Advance Payment
Application rejected

Await further report .
Authority Letter
Balance Sheet

Bipartite Committee
Budget Estimate

Balance

Cadre Scheme

Carried Forward

Carried Over

Cash and Carry

Cash Boo'k

Casual Leave

Certificate of Fitness
Certified Copy

Charge Sheet

Checked and found correct
Classification of Posts
Closing Balance
Competent Authorjty
Concurrence

Confidential Letter

Contingency Fund
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fere femft f=ifera &
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oo gfafa
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I wfd

-7

S #t 3R d
T} o aite

Ham i

RLEERE!
TR ffy

Contributory Provident Fund

~ Co-ordination Committee

Cost of Production
Counter Signature
Creation of Posts
Credit

Circulate and then file
Day to day work
Deduction

Delay is regretted
Delegation of Powers
Delete the following
Demi-official (D.0.) Letter
Demurrage Charge
Despatch Register
Detailed Report
Details .

Diet Allowance
Disciplinary Action
Discussed with
Dismissal from service

Draft please

‘Draft for approvat

Duplicate Copy

Debit

Eamed Leave

Economy measures
Efficiency bar (E.B.)

Eligibility Criteria

Entitled to

Entry

Essential qualification
Establishment Section

Even Number

Ex-cadre Post

Exceptional Case

Ex-parte

Expedite action

Enquire into the case and report
Explanation may be called for
Financial concurrence

Follow up action
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HTTEH GTed TheiT
For consideration

Forwarded and recommended
For signature

For approval

For further action

For information

For perusal

Forwarding Letter

Fund

Financial year

General Provident Fund
Hours of business
Hoéuse Building Advance
| agree

| am directed to inform you

Imprest I_Vloney
income Tax Clearance Certificate
increment

Initial Pay

Issue reminder

In respect of
Inspection report
Interim Redief

Issue as modified
Joining Report
Joint Committee
Keep in abeyance
Keep with the file
Labour welfare
Labour Union

Land Acquisition

Land Compensation

A
Leave not due

Lowest guotations may be accepted

Local Purchase
Maintenance

Maijor Repairs

May be considered
May be filed

May bé perrﬁitted
May be regretted -

May be informed accordingly
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TR 12 Rt i
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May be obtained

May be treated as urgent
May please see

Métter is under consideration
Minutes of meeting
Necessary action may be taken
Needful has been done
Noted, thanks

Needs no comments
Non-Gazetted

Non-Technical Post

No Objection Certificate
Order may be issued

Cut {oday '

Papers please

Passed for payment

Please discuss

Please inform accordingly

Please acknowledge receipt
Please see me

Piease speak

Please report soon

Please take action

Please circutate

Piease put-up draft-reply

Postpone for the present

Points raised in

Remind after a week

Reference p]ease

Sanctioned as proposed
Suitable reply may be given
Submitted for orders
Suggestions may be accepted
Under consideration

Verified and found correct
Vis-a-Vis

We are not concerned with this

You are suspended from duty _

Yours faithfully

Yours sincerely/Truly
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Ad hoc

Ad infinitum {without
limit, for ever)

" Ad interim

Adinto

Ad valorem (Excise)
Aide-de-camp
Amicus Curiae
Bonafide

Bona-fides

Charged Affa-irs
- (Ad interim)
- {enpied)

" Cum

Data

De facto

De jure

Dencve

Ditto

Errata

Ex-Cadre
Ex-factory

Ex-gratia {Payment)
Ex-India

- Ex-Madras

Ex-officio

" Ex-post facto

Ibid (Ibidem)
In facto

In lieu of
Insignia
Inter alia
Inter se

Ipso facto
Ipso jure
Liaison

Locus standing
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Malafide(s)
Manifesto
Memorandum
Modus Operandi

Momentum

Note Bene (N. B.)

. Onus

Par excellence
Per annum
Per capita
Per contra
Per mense
Per se
Portfolio
Postscript
Premium
Prima facie
Proviso
Proximo
Proxy '
Quantum
Quid pro quo
Quorum
Resume
Since gua non
Sine die
Status quo
Suo meto

Tenure

Ultimo -
Ultra Vires
Veto

Vice

Visa
Vis-a-vis
Viva Voce
Writ
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