Acceptance is awaited.
Accepted on trial basis.
Accepted and passed for
payment.

Accepted provisionally.

Accord approval/sanction to.

Acknowledgment is awaited.

Action as at “A” above.

Action is under way.
Action may be taken as
proposed.

Address all concerned.
Advise accordingly.

Advise further development.

Advise the action taken.

Agenda is sent herewith.
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Agenda will follow.

All concerned to note.
Appear for interview.
Application rejected.

Approval may be accorded.
Approved.

Approved as per remarks in
the margin.

Approved as proposed.

As directed.

As modified

Await arrival.

Await further advanced
report.

Await reply.

Background of the case
Benefit of doubt

Bill is outstanding.

Bills for signature please.
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Bills have been drawn
Bills passed.

Brief note is placed below.
Budget provision exists.
Calculation and rates
checked

Call for explanation.

Call for the file.

Case has been closed
Case has been badly
delayed.

Case is put up for orders.

Case is under consideration.

Certified copy

Checked and found correct.
Check and give remarks
Circulate and then file.

Claim is time barred.
Concurrence of Finance
Branch may be obtained.
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Connect relevant papers and
put up.

Consolidated report may be
called for.

Contract may be terminated.

Convey the decision to all
concerned.

Copy has been forwarded
for information / necessary
action.

Copy is enclosed for ready
reference

Dear Sir / Madam

Decision is awaited.

Delay is regretted

Delay in returning the file is
regretted.

Delay should be avoided.
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Delete the following lines.

Demand has been noted.
Discrepency may be
reconciled.

Discuss with papers.

Do the needful.

Draft as amended is put up.

Draft is put up for approval.

Draft is concurred in.
Draft may now be issued.

Draft reply is put up for
approval.

Early action please.
Early reply is solicited.
Earned leave sanctioned.
Eligibility is certified.
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Endorsement put up for
signatures.

Enquire into this case and
report early.

Enquiry has been ordered.

Ensure that reply is not
delayed.
Error is regretted.

Estimated cost
Expedite action.

Expedite submission of
report.
Expenditure is debitable to

Explanation from----has
been obtained and is placed
below.
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Ex-post facto sanction is
accorded as proposed.
Facilities are not available.
File in question is placed
below.

File not readily traceable.

File these papers.
Fix a date for the meeting.

Follow up action should be
taken soon.

Further advice may be
awaited.

Further communication will
follow.

Further orders will follow
Further report is awaited.
Give effect to.

Give necessary facilities.
Give top priority to this work.
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Grant in aid
Hand over charge
Henceforth

How can this be done? can
you suggest a way out?

| agree.

| do not agree with the above
views.

| disagree.

In conformity with

In lieu of

Indents for signature please.

| fully agree with the office
note.

Inform accordingly.

Inform all concerned.

Instructions have been
issued.
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Interim reply may be given.
It is defective.
Issue as amended.

Issue today.

Issue warning to-------

| would like to see -------
Keep in abeyance.

Keep pending.

keep this in view.

Keeping in view.

Keep with the file.

Kindly accord concurrence.

Kindly acknowledge receipt.

Kindly check.

Kindly confirm/consider.
Kindly countersign.
Kindly expedite disposal.
Kindly expedite reply.
Kindly instruct further.
Kindly look into it.
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Kindly review the case.
Latest by

Kindly reply.

Leave asked for may be
sanctioned.

Leave on ground of sickness

may be granted.

Let the status quo be
maintained.

Locate the irregularities/
discrepencies.

Look into the matter.
Lowest quotations may be
accepted.

Make interim arrangements.

Make over charge to-----
make use of ------

Matter has already been
considered.

Matter has been examined.

Matter is receiving attention.
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Matter is under consideration. AT en fdariE= & /7Ma w

Matter is under investigation.

Matter may be referred to------

Matter should be considered
as most urgent.

May an interim reply be
given?

(The) Matter needs thorough
investigation.

May a reference be made
to----?

May the proposal be
accepted?

May be approved.

------ May be asked to offer
remarks?

May be cancelled.

may be concurred in.

May be considered.
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May be debited to------

May be deferred.

May be destroyed.

May be excused.

May be filed.

May be forwarded to-----
May be informed accordingly.
May be obtained.

May be passed for payment.

May be permitted.

May be perused.

May be prescribed.

May be regretted.

May be requested to clarify.

May be returned when done
with.

May be sanctioned.

May be sent direct to.....
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May be taken into account.

May be treated as closed.
May be treated as urgent.
may kindly accord sanction.
May kindly peruse.

----- may like to see.

May please furnish the
requisite information.

May please see after issue of
the reply.

May please see before issue.

May please see for
information.
May the matter pend ?

May the papers be filed
please?
May this be forwarded ?
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(The) meeting has been fixed do® A FET @A BI

for the next month.
Most immediate
Must be rigidly adhered to.

Name has been entered in
the list.
Necessary action awaited.

Necessary action may be
taken.

Necessary correction be
carried out.

Necessary provision exists.

Necessary report is still
awaited.

Necessary steps should be
taken.

Needs amendment.

Needs close supervision.
Needs no comments.
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(The) next hearing has been
fixed for -----

(His) next increment is due
on—

No action is necessary.

No change is considered
necessary.

No funds are available

No further action is called for

No maxima or minima have
been laid down.

No need to send a reply.

No progress has been made
in the matter.

No such representation has
been received.

Noted and returned.
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Noted for future guidance.
Noted please.

Notes at pages-------

may please be seen.

(The) objection is not valid.

(The) objection is withdrawn.

Offer of appointment has
been sent to him.

(The) officiating arrange-
ments proposed are in the
order of seniority.

Office may note carefully.

Open part file.

Orders of the competent
authority are required.
Orders were communicated

to the employees concerned.

Orders communicated.
Order was cancelled.
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Papers please.

Passed for payment.
Permitted.

Please acknowledge receipt.
Please advise.

Please appear in person
before..........

Please cause enquiries to be

Please check up.

Please comply before due
date.

Please confirm.

Please discuss.

Please expedite compliance.
Please expedite your reply.
Please fix the date and time.
for the meeting

Please give a copy.

Please distribute.
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Please inform ---------
accordingly.

Please instruct us.

Please investigate and
report.

Please issue challan or work
order

Please keep your offer open

Please note in the register.
Please obtain the explana-
tion of the staff concerned.
Please put up precedent.

Please persue pages ---- in
this connection.
Please put up draft reply.

Please put up papers early.
Please reconcile the
discrepency in the entries.
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Please reply by return post
and oblige.

Please report as how the
matter now stands.

Please resubmit------ duly
corrected at an early date.
Please say if you agree with
the findings of the enquiry.

Please see me.

Please see on the reverse.
Please see overleaf.

Please see portion side
lined “A” above for remarks.
Please see preceding notes.

Please speak.

Please submit papers without
further delay.

Pleas submit your explanation
on or before-------
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Please treat as most urgent.

Please treat this a very
urgent.

Please treat this as strictly
confidential.

Please turn over.

Position is being reviewed.

Post is temporary.
Postpone for the present.
Prevision papers please.
Previous papers put up as
desired.

Priority please.

Procedure should be strictly
adhered to.

Progress is too slow.

Proof is lacking.

Proposal accepted.
Proposal can not be agreed
to.
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Relief can not be arranged.

Remind after a week.
Reminder is being issued.
Reminder may be sent.

Reply is awaited from-----
Reply is under issue today.
Reply is over due.

Reply should be issued today.

Reply today.

Reply was sent to the party
accordingly.

Reply will be sent on the
above lines.

Report compliance
immediately.

Report for duty.

Report is awaited.
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Request can not be met with.

Request is question cannot
be acceded to.
Required information is

¥ furnished herewith.

...... P IR B UcHen B Required papers are placed
SR 3T Wl o ¥ R below.

SR A 95 <9 B E T Required to be ratified.
SR A 9 e S Required to be rectified.

AT
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Requires modification.
Rules and Regulations.
Refer to

& e Retrospective effect

R ford sigaR SR fRar Requisite information has
SITQ | already been given.
U BB JI Gfad Resubmitted as desired.
P | Return of the file is awaited.
FMH R R &I

RaId &t uchten 71 Sanctioned.

Sanctioned as a special case.
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Sanctioned as proposed.
Sanctioned if due.

Sanction has been accorded

Seen and returned.

Seen and spoken.

Seen, file,

Seen in------ Section, seen in
the Ministry/Deptt. of---------

Seen, thanks.

See with papers.

Should be given top priority.
Should be taken in hand at
once.
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Signed, sealed and
delivered.
Speak please.

Speak on phone.
Speak with papers today.

Status quo

Submitted for approval.
Submitted for information.
Submitted for orders.

Submitted for perusal.
Submitted for your
consideration.

Submitted with reference to—
------ ”s orders on prepage.
Sufficient notice has not
been given.

Sufficient proof is not
forthcoming.
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Suggestion has been
rejected.

Suggestion may be accepted. gsma w4 feran wmg |
Suitable action may be taken. 3 HRaE @t wQ|
Suitable reply may be given. wgfa SR 9w feam @l
Summary of the case is sent ATl & AR AIA WS
herewith. e B

Take no action. PIF HRATS 7 HI |

The proposal is quite in order. I8 @ fdega d& B
These papers may be shown $d SR W3l 3 ..... G|

g1 ¥ge HR A & R

to------ feamn sy

This is not admissible under I® =l & i\ R
the rules. el Bl

This is as per your verbal qB IS WD
instructions. ISR T

This is for our information and I8 &Nl SIF@Rt & fog &,
hence may be filed. 3 $¥ BIsd PR faan @)
This is in accordance with the I8 a9 fAFdl & IgaR
existing rules. g

This is inadmissible. I e ®1

This is receiving attention. 39 R IR fFa o = R
This is within his competence. @1 dodl &1 ST

to sanction.

This is within you power to
sanction.

This may please be
acknowledged.

This may please be
approved.

This may be suitably
amended.

This office letter will be
treated as cancelled.

This para may be dropped.

This requires administrative
approval.

This requires your personal
attention.

Time out

Tour programme

Trace out the previous
papers and put up.

Ultimately it has do be done.
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Upward limit.

Urgent attention may please
be given to it.

Urgently required

Vacant post

Verify accounts

Verified and found correct.

We agree as a very special
case.
We are awaiting a report

We are not concerned with
this.

We have no further
comments.

we have no remarks to offer.

We may now obtain the

We need not pursue the
matter further.
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What delays ?

What is the position ?
With regards
Working days

Yours faithfully

Yours truly/sincerely
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