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«f¥d feaforaT/Quick Notes

Above cited/quoted/given

Above mentioned/said

Acceptance is awaited

Accepted for payment

Action as at 'A" above

Action has already been taken in the matter
Action has not yet been initiated

Action may be taken Accordingly

Action may be taken as proposed
Administrative approval may be obtained

. Advance approval

Advise accordingly

After consultation with

Aid and advice

All concerned should note
Approved as proposed
Approval may be accorded
Approved budget

As an exceptional case

As compared with

. As decided
. As deemed fit
. As directed

As far as possible

. As modified/ revised
. As notified
. As per instruction

As recommended
As regards
As specified

. As the case may be

Attention Is invited to

Authorization

Background of the case

Ban on creation of posts

Best management processes/practice
Bring into notice

Case for disposal

Case under investigation

. Charge hand over
. Checked and found correct
. Copy forward for Information /necessary action

Delay regretted
Delegation of power
Detailed enquiry
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Dispose of

Do the needful

Draft as amended is put up
Draft for approval

Draft is concurred in

Draft reply is put up for Approval
Duly filled in

Due to exigencies of work
Early orders are solicited
Executive committee
Exigencies of administration work
Expedite action
Explanation may be called
Follow up action

For action

For comments

For consideration

For disposal

For further action

For guidance

For onward transmission
For submission

For perusal

For suggestion

Forwarded and recommended
From time-to-time
Governed by the rules
Grant-in-aid

House building advance
If deemed fit

In accordance with

In addition to

In association with

In confirmation of

In connection with

In consequence of

In consideration of

In consultation with

In continuation of

In course of time

In default of

In due course

In duplicate

In exercise of

In lieu of
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In official capacity

In presence of

In public interest

In pursuance of

In support of

In the circumstance of

In the course of

In the light of

In the prescribed manner
Inter alia

Inter se

It is requested

It is suggested

Justification for the proposal
Keep pending

Laid down in

Leave on medical ground
Leave preparatory of retirement
Line of action

Matter is under consideration
May be informed accordingly
May be obtained

May be permitted

May be treated as urgent
May deem necessary
Necessary steps should be taken
No action required

No objection certificate
Notwithstanding

Nota bene (N.B.)

Obtain formal sanction

On grounds of

On receipt of

On temporary basis

Order may be issued
Overtime allowance

Passed for payment
Pertaining to

Please Abide by

Please discuss

Please expedite compliance
Please treat this as strictly Confidential
Relevant papers be put up
Reminder may be sent
Reversion to a lower post
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Sanctioned as proposed
Self-contained note

So as to ensure

So long as

Strict compliance
Submitted for information
Take over charge

Then and there

This is to certify

Through proper channel
Till further order

To incorporate

To the best of ability

To the best of knowledge and belief
To the exclusion of

To the extent of

To the point

Under intimation to this office
Under the auspices of
Undersigned is directed to
Until further order
Verified and found correct
Vide letter no.

With reference to

With regard to

Without fail
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