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1. 9 HAER- TF qR=d

T7 SEAER H ATAIHAT FHAT &t & 7 A7 aRar &1 IR w9
3T B W I AR A U TTURT HT IEE-USH AT gal g 379 TS
IBAT MR IR P& TATT ST F| ST AN WA T E, TR 3w R A1 v A
2, 379 U Fagr {6uT Sar 2

ST & (I F qTI-TY 97 IR Bl JOTierar W gaqt i &f g
2 16 smeie (It 9o & o= &7 o) 319+ 37T # T W IRY Hell o
T R T FA S IaEr |, 1fUq SAraeTiie SRSt qUT AhRY S #
aF T & T AT B ITIaH GGl dF dg I &, S AT Ht Bl # 9o
Zd |

AT H FAAAT & AT O AT 2 (1) AT HT 37T 7, o 379
AT B SIh-SI U=T F Webe FTRAT ST Fh, 3T (2) 3eier= & fafaer wai
3T 3% N | fafare frast &1 ae i

T WIET U 31T ATUHR & FT Ae@ Tga MU 2, M et &t
AT TgT AT a6 I, Fied 3R IRATSTd 9y ) e &, e ot @2
foog sroA-ama & gar fasga @ 6 s@er aofa gus g # € g gt 21w
W ATUFHER U XA F [0 IFe Al et H1 T HIAT tad g |

T WF H EH UA-IMIH ATASH & Had I [IrH" ThRI R 346
TR & e O & Wi W, e SueT e SR |, S|t § ar
TIERT et § &dr 2|

gfaem & @7 27 naeT # (1) TS TR (2) 394, T & WAl | 9
Ad E| URRNE AW & ITid 39 UBR & TI-Hag® &t forar @y g, o
et Tie areT =97 Taamet ugd 3T Iear & UT 96T &1 39 U & u9-
IR BT Ak & 99 o Sia= & 31fires Twery 8; 3T g0d 3Iog ot &9
2| IFq S H PR Bl | TIE & aic [aTAT 9P’ & oF-oragri
BT Jui THAT ST |

YRHF IMMAS & =0T T RId ThR & O3 37 2

(1) OTRaTm® o=

(2) 3MmdeA

() USTUHMAT ¥ UF-TIER
(4) HTIHIF I

(5) WHESH & ATH I
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(6) TH=OT-IT

0o~ T AR & R % PHROT IS A T WIET 9 TR
TJAdT 2| THY 3N 99 & g9 &1 & WY T 3 BT JIRE TR ATHH o

T R

BRI 97 & Tarae g ==

(1) 3R

(2) WIHRI U

() FEET-FTIT

4 ¥

(5) 3T TEEHT U
(6) ITIIETS ST
(7)  HEI-3TR
(8) URUT

(9 ATHRD

(10) g3rB

(11) dHhca

(12)  STrergerT

(13) O fusfea = d-Aie
(14 da”

(15) gd-u=

(16) THaeTg-u=

(17) =

feRera &:-

(Drafting)

(Official Letter)
(Office Memorandum)
(Memorandum)

(Semi Official Letter)
(Unofficial References)
(Office Order)
(Circular)

(Reminder)
(Endorsement)
(Resolution)
(Notification)

(Press Communique/Press Note)
(Telegram)

(Express Letter)
(Savingram)

(Notice)
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2. IIRATE 9
(Personal Letters)

qiaTiRe o3 #, S T 3T &7 ST 399 g | TeT:
(1) U3 &% FULT 1T & 9T 99F HT 9dT [oTe1 ST |

(2) Y% F Ud F A T Wor it Tty el e

(3) Tty & 3Tt dfe & oMY &1 U IS FERIG f@wr S|

@) &=t ® X [Tod g wEEd & a5 S itwaed W e
M| Tg JITHATET FHIEA T WAL URh | ATST-TT WATH BIEHT ToTeim Srar 2 |

(5) SHF TS I BT HGT FoidI @ 2| TH JU H T q A1 {oq T SAar
g, = o 9= Ol B Facer I g T 2|

(6) FAIT F TG WG AT ITIAT I HIAT BT 2| 37 Wiaer |
UF U A F AT IUAT W ghad e Smar 21 S eraeer U g A

‘TN e T gAE | % WG 99 H WA 9¥ A" S0 g O for
ST 2 |

(7) TSN & P A TI-UWH b FATEN T&d 2| qaras 99 | F I

U9E HT gal 6T, HACT T,
feeeit-7

foais : 7 FaRR, 2004

T : S o Gﬁ,

ATNERA ST gorrH!

FHAaT : 3TIHT HUTIA HAT, FATER A1 &7 ...

LRIEERY : 3T U 9

gERR LIESIGE

[ERL SR CNE

UF-UNF IR I U AT F IRERE TR F IR G, AaE
3T WS § URad= & ST g |

v & o, fuar % gyt ot gl & fav weeE ‘gor-st e
sfvaes ‘geT gumE @ ‘|eT 9EE BT 3Ee WY A WiNer 3Tgeet
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firm- 7 2| R =l # URERe TRe-gEd g 99 wden It fore
ST |

U T, by 98 W & WS TG JAT ARMAdr B MG
g S I ‘"G M ST gTe WEeE 2| aiiare & faw ‘T
THW HT JIRT B0 | WGt & AT IIaet WEte . ot Sea |

H-Frri=rEt a1 aRfal & forg w1 g7 S7i] “smeefia @7 & g
g, "gear SR steedfiar @T 7T

I FHATs A, erow @ sic Tt iR aRfadt & fau wwteE
‘T W, ‘T g wEE o1 ‘U gnaR’ @ srthaee ® fane Tee”
feTept STTQT | wieer & fow “qrenT @ f/wg’ o s |

U qF-IEE H 9T faed g wEew B ogw wmoan B I,
ATHATET ‘o= @ AT W IR 3R Wi T Wer A @l

-G & AR 3% THHST I TRt Y aRiadt & 97 forerd
TC grEgd B T, ‘T adr ganfs, ifvaree v smeftais’ am o
T, M WHEY TR TS T |

OaT Wl OF BT AETE I 2| E=r H ogar i WS WO dsia

foTeT ST 2| 9o el URh | O UTHate B AT, U URe | AHE-HE,
TEl, HEeAl TS, drRl URe H I, 9T 3R STFEY &7 AT forr St 2 |
atfeaw ofts § [Stet 3T T59 1 IooieT Tear & | wan forem @ faf oz @

off THTET TR

243, BHAAT TR
Taeett- 110007
7
St TR,
TTH-FET,
STPE-HETT
TAT-TeT=9TET (ST w=)

I & ATH & A THh ABI S A7 ST EdT &1 T59 & A8 A
BIgH & AT =TT |
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I AT AART & ITUR ARE T B DIRET TR i
(ATAT/RIAT TUT I FHHT TR & forT)
oS T/ ==/ /T ST,

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

(GTUR W T2 WIS 3T 3% AHBT TRadl & e10)
3TN/ AT WIS S,

................................................................................................................
(BED) e
AUH TR
................................................................................................................
(BFTER) oo,
(ST qA-GEIET qAT Ik FHEST TR F fe17)
e TR/ smsfrate!
................................................................................................................
(BHATET) oo,
(TR | B gA-IHE & afifaat & fem)
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T B/ Imettarg!

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

(FETET) e

IR 9=-1

(T T AGT B T)
230 1, faa=n,
oot |
fa=ies 5 wIadl, 2004
gT ATAT S,
e gorrH!

3T 30 FE BT FUTIT YT FI1T| UGHT TSt UH=ar gg| Ut smaftarg
¥ H TR G AR H E MR S A ug W gl fUsd 9w g dietst |
It W ATTNTAT g8 o7 | SHH [ 2Tt &1 Ta 7T Gl g9 & $ROT TH
WA BT FT AT A (Hem &1 ST 9 M, aF IH T BT MM 37 87RT
oteT # % S 7EH 1@ T E, WA e H a9 aReH Y W@ gl

foar St & ST 500 TUT WS &, T FAT & TC F| T T FUL THAH &
T Bust @t smasgssar 21 foar St & wEhe 500 $UT ST THSTa &t HUT HY |

AT B AU MW ¥ WR| I P2 6 ST & Bl U AT al I9F [T
ITEST-3TEdT GRS AT | HA TigHe 1T ot £

R T T 94T, S fAwE 3T o 9T
+ SR ferer S Y AEA
AT ITBUTRET
55, &SI,
TS (3T T3

qTRETR® 93- 2
(WTE FT SISt aET T =)
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12, ¥4 {1,
SR |

fqI 1 3T9gaR, 2004

o St @,
TUH A

TET WY RN B UF T AT T A1 22 qH G TE AR at
g F?

TET  qIFEIR Bl A AAIET Bl WG S a9 & & | I IJqH W q§ A
ot 78t suferd @, @t srer 21 A% ot qR @&l ¥ U st g g g ¥ A
S FE AR TR I F AT oF o fomr gt E| 3§ IR Siedl & e 3T @
™ gaehT Xk O TS| # 25 Rt & geet o T g | H W I R Ta
o AT |

TR ST AT 3T 319+ FHTER {5 | a=at &t 7 3 ¥ W FEAT |
AT St g ameftarg § @ |

TR TE g
IAFHAR
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3. STEeEA

(Applications)

AT H OF FT AT TIRATNG 0T & F& 0 gar g $A8 aT-99F H
UdqT I B U FUX & B H AEN A S, g o gt W a6 g
¥ A T ST B O & 9 # 9 B o Far |7, 30T IWR 37Tl ute
# FB W BieH dfvat (W 73 AT S @7 2) #7198 37 qar forem s 2|
FHEIEE & [0 ‘HEled’ %8 HT YENT BiaT & | 3del | hyares gidr & A8l
e, ‘Traew 27 ar ‘afaay TaeT 27§ 9 %1 Solad TR B ST 21 Siee
qAT ELATAT THT TN B AT SEE W O % A gl o Ted 2| fedie
ISt # FUT 7 (T O & A 9t 3T e S 2

TETTURTRET & 9T/ 9 W St 3TTae @ Wil & fosd s 21
3MmaEA-1

(STTHRHF 3TTHIYA F )

ar |

3R graa (=),

131817 H=1eT,

5 fooett |
AT,

e 2 f5 A3 a7 U@ & SR & T 2| I 9 3 5 9% swiew |
JuRYA g H I\wd €| FuAr & TG (15 TAT 16 3[H) FT AHRAS JAH TS

HT Fard e |
aTe ded,
T
SIS
%37
14 54, 2004 TR YTt TATrs
aed-2
(ST ITTHIA HITH & TeT0)
qr |
31T T,
T8 HATT,
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I3 Taer |
RO

%%%ﬁ@ﬁ@wﬁﬁvwwﬁ%lﬁﬁrwam%
TETT O F AT oot & e W 9near €1 3 Iy € i g U A

(15 TR & 14 31@2e 2004 TF) HT AT TTHT TSH H Fard HL | qT &
T W W AET A B AT 37 BN AL FAT | FTHIT F AT | A 9@l

Frfeaieaa =
ST,
QA T,
RGN (ITTA)
IS FiEA,

10 3mTET, 2004

3ae- 3
@ 9= * fa)
S e
TREPFAR TA.T

1/71 IR, feeett- 110007

qr |
& e #Eey,
TATAT & P,
TTH |

AT,

edlglY

AF 10 AE, 2004 F I ‘TegmE H g famdE F saR A O#

HAATH F AR (ATATIF) 5 F [T AT HATE Tqd Heam g | #ALT Fiwrar

qAT T THTaRad 2:

1. TH. U. UM UH A7, MR fergfeenes

2. TA.U. $taerd Tgdig siof, ST oyt
3. TSI FT AT I AT, 3T Hletst arad # |

Correspondance and Secretarial Drafting in Hindi
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T AT TG IHT F AR Y TSR Tiarary # wgd st 1 A
BT BT W1 RIS § M FF UGF Ul T THT & | A 3 30 T 9 a9
| 3T & 3T A U FTotst § HaAT FIA BT A TG BT FaAr Bt |
THTOT-TSN bt Fedt widfaitdl g mde-9 & {1 Heh 2|

Tt IS
14 915, 2004 SRS
TREFPAR TA.T
Heiq
3 wfeterroat

- 4
(TTeTF Bt Gt F [0 gumETETdE F TH)
Tar
TTATEATI,
I EE T,
Tt |

o weiey,

faga 8 7% #0097 9oR™, St Ius faaas § A4t HeT &l g,
TIOT 2 (T TRET IMATH B F HRUT) 3TN di7 &7 a® (14, 15 3T 16 BLad
2005) foemem # SuRyd &+ # WY 2| Fudr 39 foued § SraEeT UeH
HIT |

T

(SIS

13 ®Tadt, 2005

25/6 TTaS AR,

feeett- 110006

TEIIHERAT § IF-TTER
[Lettersto Officials]
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(T AT F ATH 9)
gar o
TS AT,

T S =Y,
oot |

e,

frdes 2 7 § w79 & oo fooett & amew o w21 €| guian suy ¥
76 A3 ST TF A dF MGRgd 9d 98 W7 &7 ST &Y
TR
qThd, WG
104, I TS

ST STET (USTT)
FE F T g=arg!

IS
IR
AT
12 3WT, 2004
121 |, FHAT T,
feett- 110007
Page 14
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TIATF I

[Business Letters)

SIS T § U960 Ol FUL T al 897 &7 &, 1UEr Sl 307

s ST 21 39 e foqie fasm Srar 21 T staeAt & wild ‘gar ®
foTerey Ut (99 O A1) 1 9SSR qaT oS Sar g1 U STet smesd H
FHEIEE HEled gaT g, d981 SATa’igs o # g & [@e b Age
foTer STTaT 81 T(-IGeT T 8318 31T U= &t Witd I/t 37 9 & A 2id 2 |
wWiey & fau ‘wasi’ o ‘stowr’ gt & o S "eed 2

TIATTIE T B HUALHT
EECC e | S 20 gHTY IR, A
TeAi® : 103, 2004
Tar #
CERCICICICICA | ST TAATIE,
AH-UAT : LS HQlet UUs Hal,
BIFRT e, T |
LS IE : T waley,
FATR : aes & 7 gt iaiiad et &f maeashal
2l FUAT g% T Mg LA TE ERT FW
ol od X WS | st LG I & gEr
STt |
TAF FHT AH AGTE
SIESICINIETC] EAICEE
JATST & T | ERE)
gedl SR T
wWhrder 3T
TARE-HIT 9T qaT F fere 2 |
Page 15
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4. SHTIATTAH T BT FTHAT

MEAATA TUE FIHL
(=t sTuiat & aHEr faskan)
1475, TR graett, foeat

14 STERT, 2004
Tar H
U [Uh Halad,
ol HITST BrHET
G|
i ey,

AMIHT ATGH BHEAT Bl TAMNT JT IR Sl WH Z| AU TS
MR UT STAAT HT 9 STHAT 7 @ 2| 3 IATT &+ [0 gHHT qu1g WihR
T |

AT 9 2 76 39 39 91 &1 9gd oF WA &Nl 16 396 T8l &
AT BT FTIR BIA 2 3N 3P TSI-aS! BHTAT 7T & Hodl qaeiadt
Hrt | afg o9 gH EaeR &, @ BW MUl Tl W ISl gwwmfaut wHrad
AT 9T A T |

MM B, 3T BH Hoal URAT BT ST (IM2RM) IHT TAT HT ITTHT S |
B IMYH! T &aTd & 6 89N a8’ & STt J8T <1 T80T |

AT W T | T g1 & foTw graa w1 |

edlgY

5. GHEF & ATH I
[Lettersto the Editor]

Y o W AW T3 B Er Wit [ S 21 afdt & T, aerees-

(T BT AT TAT e HT AW [T ar &1 g B wgiey’ qur @|hey
‘waerg’ o ‘et TEaT 2
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JWTEF & A7 97

7/47T, FOTR,
faeett
10 \g, 2004
T H
HHTEE,
3t ‘e,
EERESSIl
i #ateT,

AMIH TG STAF I SRT | SITURIRAT BT O FOTNR H T30
F AR FEAT FAEA £l TAM FOTR B TR-TEH BHT 9T g 370
AMFR H & TH 8, U] MM dF T&I B B Hig TaAT T& & T 2|
TeTat T Ut STET-dal JehT I &l FedT L&l 2, e #=eT 9T B 2 v °
IT=ANTEAT TR & PROT T9d &1 37 & 76 3T TR-TH & JABRT T 30T
&I S 3R FOTR A WEAT H TIT H FS IR 200 |

agg
TR
Iag AR

6. TrH=IoT-u=

[Invitations]

TeoT-oat @t SO o Ut § faepe fae gt 21 unr 89 gu e
2, B ot AR & AT B SR W 8IS A B A 99E BT 9T T
fois o7 § it o T smar @1 wwEres iR sifwares S & R
| Wi & T ‘gefertaemdt’ fem S € SR 39% Y uw A U 9
T SATEAT & A B9 B & H=0-= # Had qial B A & |er §
foTr ST 21 SATehist & @9 # WY F8 AW & A 34 T T 2|
=T - 1

ATIH! TE BT JH=AT BN 16 7Y YT Faissid THASATA HT A [IaT8
FART AT T ¥ WAAR 15 FER, 2004 Ht AT 07 g3 2| 300 AWIE
IO B 6 3T 39 W IO 0¥ YURGN SURYA &b &6 Pard &1 |

SRS
THAATET

Page 17
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1 3R, 2004
1055, T el

AlgT i, faeeit-110006

IR Tg FAAHT gY 2R 6 0T 9amd a0T | 949 gAN AT Wa— &1 T&-
TAT-TARIE IO 25 TSR, 2004 H WAHE 10 Tof T gl 3o
U 2 T 3T H W AT W FURAR TIRFT TR AR Bl (&0 |

FTATTIATS
5 3TBEY, 2004 LECEIRC)
55 §Y, TaTT o, TTERTIATT
sl Huet, facett T
R - 3
AT 3T 2 I T
YA I IR 3ITHEF A1ET
3T
FHRT SITAT AT
(I A T TG S FEde A1)
% UTTURIEY TR H FATAd
g & T e ST i |
[T ;7S W, 24 I, 2004
W : WAT W, FHATIR, Toeeil-7
5T, BHAATTR, [Seeil-7 AT
AT 23954280 PEISTRICE]
{IHC\{)“'II{ dlad
Page 18

Correspondance and Secretarial Drafting in Hindi



School of Distance Education

7. AT
[Drafting]

T T ATAVTT IS AR U 3T T, g,
TR 3T AT & UTod (AHR) 997 & ¥ 8, 96! TRt gl 3T
HTEHTH TR # 3T &7 THa vt Tt 8 | AEAIIE GRART & gaA
STIATRIE WA BT I WSt ST 8, IT FHSA 3T 3% 6T A 2| 37 Fah
7T yreT fopdt 7 Rt @t 99 AT 9=t 2| 8T TR R wrEiedt J o
IF THR F U, AR, TRUA, JTUGEATE IS Wit ST & | ABT W]
MAITHATINR fATUF H AHY IeaqH AUFRT qF [FHT B A IR FAT 9
TqHAT &; TATAT FATAATAT H BTH B Aol FHATRIT BT AT & ATT P (T
BTH T YT BT 2 |

[aNEaN

AT IFRU-ITWT T/ IR FIA & (AT AT arar ox a9 e
ST ALY

(1) T (Subject) — YT HT Taug Wit Wild T foram sw, w39
o= o i AT 7 1§ S|

(2) TEaT (Reference) — o UId # Wqa [T ST @ faw & @y &g
fse IT-2AER HT SAer SISl g0 &, af U | Hed # IuHT A 391 &Y
37 3 g, TP B! T[HH B TS & TG YOI B TAGAT TA &
St |

(3) F W - U&F WHT B Hi X W 9 WO & dic =7 aTay |
UEd 9N H WS & fI9T (Subject) T FHUF T&dT &, 3T IE 3T TR H UEA
Pl TF-TAEN & TH1 &, al SqBT A 397 w0 F[ar 2, o de arem
o6 F A & 3T UF F T M G B AT AT I W H AT B WA
AT EH H TF | 305 A1, T AW § 39 [q9T & I97d9 § Jrear awqq
T T 2, T9h IR H 98 W9 J9R HAT S T@T 7 ST I YA # qie &
T 7% 9 [T S & | e 3fiX 31f+dd W | 39 IRBAt & 3MUR IR Tspe
fepTeT T 3ot RISt TR T & St 2 |

(4) ST W HHAT AT — FATAAIT TN H FAT-AT TSl
(TRT) 9 FHAEEAT (Serial No.) STAAT MALTF A&l BT, T S THR & T
H FHAUEHT T F GHT &; ITH HAGEAT Sl AT AT | ST 96T 9gd aw
g, S 6 FF IR THRT IRUT & & Jd &, af S99 7 Had WS T HA
T SAAT AT, MU 39 A wE & (A9 F IAN ITH TH Be-A
IUMYSH (Sub-heading) 3 =T Wt 3Maq BiaT 2| 39 Ta9T # Hig Ugwr =g &l

Page 19
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AT ST ThaT, fh] I |ST T2 EAT A {6 gred F 9w 3% ued & W
& ST 3R Ue+ & 918 [hdT YR &7 I<E 99 7 2|

(5) 3IT|IN T TTAT AT THT T8 WS I Plg AT q&l STl AT,
3T TR ITWT W 2 3 (W FHAM 3, 4 Mg WA Sl ot g et
ST H FA-FHT 1,2, 3%F W W &, T, T, TANG A [ 1 6 2,
ST & T, &, T, AT 39F W W 37, T, T BT GINT 3rad T8t gh |

(6) WTNT — 3T | TH 1 BT [OU0T &0 TET JAET A1ET 6 TST I
3T WESTHITad AT 7 & JT fpar Se | sifasriie stefq and @t agd 9e-
TITHYT HEA T ATATH AR 34 F I9A7 A1ev | Iqfg Ay 91 o) JX 24T
IV &, af 39k AT H ghe URAT BRI g SAF SNA-ATHl Bl TSI Hh
TE TAcT AET {6 I B B HIAT THE g IT 78 |

(7) TILAT — Hiaar H AT AR AR Tl &, [ AT | Hiaar &t
ToTTeyT foepet T&T 21 THH dF A q BT YT R WE oo, U A
HT T FIF 3N ITF T7-Tq9¢7 H JMAIHATAR AT TIA Bl ST =TET |
ST, AW, ARG M Feih (AT IFMad &I & FR IHT AT a0
FEAT) AT & S & B ST Thd 2| TeT Bl U BT Ig a1 TS 3
T TO ¥ T & JH AET 6 Ued S [\qeH arer arear 9T 2 |

(8) TR=Td 3t — WIWT & T ® Yg &= AT Irad BRI 6 Wy
T3, fopeq uRefSta &t 91T | 3EH TaTe TSt T YINT BT T &7 9y |
TR O 99 @t Iee 2 2, U TR O 8 g4 el gl
3T aret HT A THT W Y HRTd g7 ey 76 3 9 39 TS 9 F
ATIR® AT 3 7 5t &6 | &, Alg Tt e oX a9 $t I AT &
aefiee &, at I gest 2|

(9) FEIOT - FlG FHB HAT OH I7 ITUAY ARBRT & QI B IGd
HIAT JAMAITF &, A TUFAT I T2 A7 QA F [ A Bl & IHd HLAT
7T |

(10) wfatafrat — g ¢ gar & 76 avsrl ox-oraer § U & o
AT WHT dt fRET UE @i & U gar 2, T Sue gt ot
JTrBTRET Bt A FsTt ST 21 FMTIaar 7 T Al rodl oY 98 Sooiel AT
e T it fF-fea aim &t vt 18 &1 =g Al Fal AT Iihd
at Ui BT W7 Big A feam o1 gepar 2|

Page 20

Correspondance and Secretarial Drafting in Hindi



School of Distance Education

(11) e U — afg 9T & WY FB I U 9T W A A &, A
ITHT Il UF F A BT ST ST AR, R WS Wid T Bd THY
STEiRE ZTRIT H TF ¢ TR STTdt 3T I I MG HY 3N Fehd FX 2 |
UTET & 3T H TeAH! & gt 1 T AMey |
TIEHERT FHA /TS

UIHT HY AR FEIT ST — S Brarg @ fEem U o # W @,
TEl AT FECE (AT FTAN) FET TT6T T&IT B ;AT IAX HT AT
et WeTH ATUHRT FT IAT B ST HT Fhad FIA $ A1 & dIR 6T QI |
YT IMMHRT IT I ITAAR AMUFHRT @ ql @ A I HT UHT TR b
I A FA F TTT A THAT 2, TT JTAGA F [T 70 F ITIAX IMIPRY &
A URqd X TRAT 2| I W AAG! A YT RS FRT AR R
ST |

TIFENRT RN T GATURIOT (Authentication) - S 31T AT 310
ITUPT-TF TEATT F A1 IR T ST @ &, 37 U [BET UF IBRT & 2% q1gR
g TeT, 9 JTTem & aRT 77 F TIEE 2% IFTd T GRT 36 THR
& MM FHT FATIHHT FA F fqq It fopw o fami g arfus foam awn
Z S TR FA GRT ame, rugEATy anfy S #RA BT AR Hid
THR HI WO AT TAT &, I QA 3R FGAARN B Fsi s BN & A
T 2 e S |

T QA — JH9 W1 U9 55 JUF ¥ dAR R ST iR A
TITHAT BRM, AT W ITTHA-IT I IR 6T STQIT 37T BE & FHT 30
TSI 3MT ST TohaT ST | I O 37TT ETRTAT BIgT ST | ukeat & Ot &

SAFT SHTE TEAT dET {36 SMaeTshar g1 X 39% o # Hig 965 AT it STt
ST 9 |

UTET Y UF 9T @mEr Antey, e R e uew” e gt | oatg
TH & WA H UF & 3MUF W9 Ueqa 63 S T &, af 39 U AT
area-1" ‘ST wed-2” gt @ atest @ |re |

AT Ft TEAT- TH BIgA | W TT G YTOUT T 3T BIgA Bl TS
SA! T TMMET | TS TF & Bied § TH & [y | T &f Uil & 9% 06 o
TS o, ATEGEATE MG JIRT & & a9 99 7 &, @y Hou d §e &
WY HATE M I AT, ALY, A T dE Enm- 8/5 (1)/85 F&T “8/5 (2)/85
AT geTe |

Page 21

Correspondance and Secretarial Drafting in Hindi



School of Distance Education

STEl fopdl ATAE § o WIBRT I7 F=A1adT $oaTie § qerAST fopam ST T&r
&, TBf AT 39T F (AU Sig [t Mg s & s onfze)

o o ol W B SRR & g% g1 g6, 98 396 YT W
IAARA & [T 31U EER HOM| UK X 37 IMIHRT HT I8 70T e
ST TET, eSS INe! B B51eR & [0 Wes Uid 39 TSR & U

WA H FHloATS T & |

9 R F UF IS IR-IR A I &, IT67 TP a¥ THT g 6T
T ST A1y 3T 3= SUATRT AT TBFARCISA Bl T o1 d1eu| was
ufd & A AR & o Fwaiea JUeR & A T 96T Jqd 6T ST aehd
2l

ST 9T AT HT 3{hA- ST g ‘3mr3” a7 “rfaersr ©9 | SR &4 &,
3% gEdt 9¥emr ar ‘rfaerar Sifed T ST anfew| W @ s U
TIHRT FRT EAT ATMEY, FTHHT IS AN UHRT & A &7 7 & |

UT-HAER Ht FTHT HUHT

AT | I I1d HST & TG AT {6 96T q=-319 7 g0 & 3
3% TR F [0 TR 31 gt &t MaeTwdr 7 &l ¥E 91d o e
W= &+ 2 6 S faww & an d ug-wraEr AT S @ 2, 3HHT Hehd ured |
IO F feIT S| FE aF TG &, USH 9 Bf ST 0T fatr & o

IS HBIAT AMET; S, 9T & g J & [T o1 Whar 23U 9T H-
feai-% IAX # graa Fan Sar 2.1 @ FE 9F-ormer # o & e

frea o & fww § T fSamer sndte &, 98t 39 g @ "5 o fedis @
27 3 Bl 3W S0 H qrR-TAT 39 WSRO BRI ;3@ FAET & U ST
34 7ld. 5/04 T&AT® 25-7-74 % AHA § FIH Jraa A7 Jar & A0S |

TH UBN & UF-HIEN ® AR d¥ W g T 2471 6 ‘gan fusd udI-
STIER & AHA H AT TE 6 T TR H WS T IS 9T F I A SO

2, TP T ATIHT IF I It ATk Bl TST FYITAT BN | ITH [T T8 &
Tt Hig & ST ff T 39 69 oF & a8 § 39T ot e g |

o H TAfiaa aTd sraed & o et forer &t S e
1 99 ¥ T ST S S|
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2. 3IUF A UF-UNE & BEET B S BT TET IR FAET H
AT i (Letter head) U ©UT & WehaT 2| ©UT I 7 &, a 3 31997 forg
ST ST =iey |

3. 3% 9g UNh B A1 W g e s
4, 39% a1 WYt @1 A9, U 3R ar T S|
5. [T U9 &1 = 30T TS ot S|

6. TUF WA UD F GId H [T P IS [HAT JAT @MY | HAT
H UF Il # W ®Y § I8 Iq@l (991 A7 A0y 6 geqa oF o9 v §
AT AT T 8, T oF F7 997 @@ & [0 9F I aret B J_gfarerm 7 & |

7. TUF 91 TERE 99 Y W 6w ST OmEvl g8 e
‘g, ‘e, ‘B wetew, sruar ‘Wi W ¥ IaW F MU $% A
g W 2|

8. TWMUA ¥ I8 97 YR Fd g7 [USd IF-FTAER P It (bl
ST =MET | g8 fUsd OI-oidEr #7 3o, o g8d Taeer a@m ‘wed’ @E
T &, GEARTd R e g1 A1eT |

9. U & 3T H WS qUT IWH A FLA1eR 34T UhR B, 9 3
THR & A A B 2

10.  FB 9 H WA FT AW ’R GG YN & AW-Od B A (TG Al

T T P H UF H FAEINT R qE M| UNST HT AH-947 [FE UHR F a7 A
Fal [T ST, T8 3@ BN & UF & 6T H Far fSar S |

T YT GTATT U &t A1l TURET Al diX U (FHETIsd atdr &

HET : I 9SAT-% 870/5/2005
YYE HT FHAAT : W BN,
WA AT
U9E T U9 : ENED
A TATRAE
IR AT, ARG TIPN,
ATt 7 Ue SR gar - ar H
BT Fie,
X U2 THN,
TS |
WYF BT UaT 30T foqie - T fael, 18 3WT, 2004
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trdar

w@irdar
[SSLESES

FI gt

ToRTHS T &t TIHATH

AEET,

MUs O ST 24/23/2004 TeqiF 4 3WT,
2004 % IAT H {3 UE Frad A BT A g3
2 (I am directed to inform you) ...

TS/ TTIHT
TATRITE
(TTTRTIE)
IR A, ARG TN
371 : (Encl.)
T
Tty TTaRad &t O
O N
. S
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8. WIHN UHA/MTHT I

[Official Letter]

UT-aeR & TOMe Ul § Tod 3MUe TIHRT (D) I &7 & I
fpar ST 21 (1) foeelt wirl, (2) I8 NI, (3) Hold qum arei=e
B, (4) FT ABAA-ITENT I 37T FEAET, (5) AT (AR T TIST
A6 & AT TIHRT FHANAT & &), (6) ATdsi+ew =i (Public Bodies)
qAT (7) ARKAT F T THH F [T THRT T BT JIAT [ 6AT ST 2| == T8
AT AT AT ST 6 WA TIPR F I ATl | ST # IF-q498)
F TeT0 AEPRt o= FHT g= A2 6T St 39 U seiag-araa e aret
TIHTT T 7T MBI Al HT FIRT fopam Simar 2|

TIHRT T F 37 HE@YUl I 2 g 3 fadt it weaprdt o | 37 w9
3TE T AT THTAT BT AT |

(F) TEA FUX O H G Tl S e

(T T ‘MRT WER, IR 3T A BT A ST JET ey,
ST 3T & T8 97 9ol S @1 8| 98 9) I8 I8 BOE 0 Igd | BUr o
gt 2|

() U9 PT ATH N/ 37T US|

() 5 =fe a1 JIUSERT F U T8 IT WS ST @ g, IHBT A
3T/ 37raT ug |

(S) Uu® 1 W 3N 57w |

() uF & fau |

(8) e |

() 9 FHT FAR |

(z1) w@feerl

(37) UuF & BRI U5 B I 3R
(@) T |

ST O R TIhR & THET W et &1 3T § Al 31 @ & 3T o=
ST AT SIPT F [aR ITaT MR At o7 @ &, 399 (99 &7 § a8 o
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ST AfeT 6 T TR F e # ot U gl g [ uF & uew § O
frder fem mar &7, o ey few S =@tey |

ST 9T FUHRAT Bt (A T W@ El, ITH T dAd  AeEd (AT
ST =MET; 3 S I TR-MTT AT 1rar SAfwat & THEl S Wl o1 W@
g, 3R W (B wEed’ tyar ‘AEwre g aiEw| S oue et
TeImen W WS S IET B, IAH WU HERT-IS AT HE W g
TMET| T BRI T B FHI W0l & ©T § ‘Waarg Iq7 39 &1 37T
Ik WTE BXAGR-FAl A b BTG T TSTecisl F [ AT =T |

39 WHRT 9= H, ST W FEEd # (S @ad- TTEET % AEee)
& sremert a1 @l STl #Y 3T -5 WRA SBR & IMRY | T Gl

T, 31T 3T+ TP & 9 [T @ &id & WSt I &, Hel eer oo
2, & T s, afug 9% =e W ug o s € Cag ww e e

FIHRT gt B FAET (Outline of Official Letters)

. vevveeernnens (No.......... )
HRT AP (Govt. of India)
LT AT (Ministry of Defence)

ooooooooooooooooooooooo

oooooooooooooooooooooo

oooooooooooooooooooooo

oooooooooooooooooooooo

CER oI SR o 1 ol (DL 1<) I 2004
T (SUDJECE) vvevevveeeeeeveeeeeeeeereneenen

wEISd, (Sir)
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IS
(Y ours faithfully)

BT
3T grad, WRA THR
£ SRR T Sed-2 TS 16 e 2004
IMMATFH FRATS/STAHR
% forr ffeiea =t wtafarar are:
(1) e,
[
F.T.T.
dq{il(\ToN, HIXd HIDR
TIERT g3-1
-1/ 28/04 (T7)
WRA BN
TE AT
EEED
ot TR TTE.T.4H.
U, WRA TTHR
Iqr |
& |,
JTAIUGRT HIDR,
A |
T faeett-2, fai® 12 577, 2004
oo« @5s # gy faantie & suga
LEICOR

TSl IS I Frad FIA BT U g0 & 6 ARG PR IJTH $S AT
9d @s # g0 fauntiet & sugdt & St fawar @ gfe ¥ 3ot &1 g Sumal
I RIS T GROT F (@0 o1, AUG o [FAT WHAT TF IR A
g T | ot # gW UPR W SISl 36! FATEA-EAar &

grad et 2|
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TRA THR FT TGN 2 6 30 JHR B MATaer S FRATgdsd =T
H TE ST AAEY, FIh T IS BT TAET L TSAT 9T Wl 9gal § AR @l
HY THD! AT AATHAT & Whell & | T & AR THR Tg Al WS Bl
2 o 33 o & off Sita # J1C 6 g Iugat & T TRl Teritae o @ B
ar & ATl IS TH AT F HOT 91U A7¢ 6 B Toitas g 7 et w5
TERTE FRET o1, @ 5§ ST @ e 9 ddqe gt w5t e, e wtes |
T UPR HI FeARN &l IAga 7 g T |

WIS
FEATGTT
ARG
UMY, WRA JTHR
. -1/28/04 7 T faeel-2 12 94, 2004
SHERT & T ufafera (Copy)
frferiaa =1 it -
A
@) oo
TTHRT T-2
G&AT-5/18/04 .
YRA BN
WA AT
EEED
st IR
IUHTE, WRA hR
Iqr |
7oA A,
QI ST
HIcTehraT |

CERESTL 25 SIS, 2004
fouy : STe-uifsat & T Afelcas Tgma
HEled,
3IH I AT 12/5%/04 [SA71% 14 JATE 2004 & WX H i ATIH TE
grad FA FT 9397 g 2 16 W Aeed & U g9 w9y fagen § SRR &
w9 # I &5 qASAr T AET H R £ 1 are-difed gt # weras T @
THATH F [T I gargar e & STus! THR F U WSl &F S |
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TH IMANE WA AAT & I [Seras G, I HT FoT aAqT 3T A
3FF Tiftesd W ggTed wd " # fagAe g, St oW fra-3en @ areid @
F WEEAT F AT U g El  WRG WIHR AUF IT F dTeuiigdl &
SSRATIA® Vel HIAT el | FIAT A grad F 6 F ATT-nEt
fop-Tp gt | Topm-Topm AT & o &6t S |

WIS

FXTET

THAEY

U, W AIHR

H. -5/18/04 . CEREGIR 25 JATg, 2004

TATaREd &t afarey ga-re afvd

(1) oo
(2) v

AT

U9, WG THR
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TAIHRE T-3
HET-10/5 9./ 04
I TR WIER
Te-TawmT

TEAYSY DR,
AT |
GREE R 5 JdTg, 2004

TS STp AT B TSR H HATH
HEled,

H OHT AT FEAT SIH AT B [GANGH TGt g ATl B 3T
IMHE HIAT e ¢ s T 79 # Iaeueyl | 394 12 1% S &, ford
Ofg @RI U7 & 3TMUF Hf T ded & ATaNE I 20 &It &t gm ot
B 2| T AT EIM o6 a8 FAemeer A A 36 ST w1 2| e A ¥ S
I I AT 16 3T & 3T 2 |

I® STH Bl THSA A IAUSY B T[T H TOH TS HloATg I g 6 drer
a7 S OX 98 WIS AAUSY H GHT | 99 SIaT § 3T Tad: Aeaugel
P i T G187 FFIT S O 98 ITRUe S HAT § WHT 77T 2 |

2T A GEnT 2 I 39 SUSTRRY 16 b SHT & [T SRS T
HAYSY H IS H TH AYH HA o471 &1 T, 59 A0 Tt § FA7 ©9
ST T STF P UIST HIA BT FMIHR B | STIHT IO I B TR 3H T
H 3T HRATS B AT THA |

FUAT 3 TI9T Bt MATF TG M JATIRIT Y I I HT BT b1 |

EEEiD]
ST
AT Fad, ST 9eY TWHR
ST -10/5 9./2004 &%, 5 S, 2004
Feeferfem 7 st e S -
(1) 9feT % AEI-RIeTH, dEs
[\ JTEH

ﬁ@ﬂﬁﬂ,ﬁ?‘ﬂ%ﬂ'ﬂ;—cﬁﬁ
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TLER 994
TTAT-5/4 2004 .
WA TIHT
dlﬁ’lw AT IUNT AT

e
ot &.@T1. Wee
d“l‘H(I\‘CJCI, HIXG "I
T4 H,
9 3R IS Tel-seTs,
g foeatt fe=i® 9 S, 2004
T : FTIX IR SIANT H IR 9T H FRIH(
wESy

et T3e1 g1 2 16 31Ut T8 grad FX g 6 Igdiq A FEeuad &
P AT AN | e St gl & g %t SISl uer &Y & 8
YO H ¥ Ug dF A & 3rEy F 0 & 3 ¥ 39 fo7 @ gwret g, 5w fem
T UGT W I gReAt & e | U Ug BT da--6H A T T 2 |

FHIE TT ol i M OO

HT FHT
(1) SUTTRH Th 8000-200-11000
(2) W s Th 6000-250-8500
(3) WEE® IR 5000-150-4500
(4) Fafs R 3000-150-4500

2. 3 TGl 9 I a1 T B A (G a9 H AF AE ST
& foTT Al STI-20T & e # & & G [ 6ar ST e |

IS

.. W

IURiT, TRT ATER

. -5/4/2004 =T, ¢ faeett, feai® 1 S, 2004
- Bt 3I9% JWMHBT AIc TEAT 842 I {a=i6 12 AN, 2004 &

TEHT H ATy g Tfdice Aiaiarodt & Y @il T3, 99 9 A8t &t

TIH TIAT T S|

Q&A1 T

I JHad, ART TIHR
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9. BETAT-TTAT

[Office Memorandum]

TI-TIER F 3H BT B TAT AR TR F [ A=adt & o§ g
I IT-FAER H 6T Sr 3| HEEI-Ad H AT @t =T 3 989 H
STt &1 SUH 9 a7 By TEIEE Bl 8 3T 7 U7 & 37 | Pl WiaeT & g
; %I UuF F FEATER M ITF U HT Ioaied T 2|1 o A= & 91 a8
FEATAT-ATAT AT AT TET AT 8, ITHT ATH 419 I8 & A5 3N AT S 2 |
FHTAT-TTIT BT JINT T HIedl (Attached Offices) 3T 3Tefi=wr Hraferat
(Subordinate Offices) F AT U HTER F {10 FE FHAT ST AT |

FEATAT-ATIT Ht FTIET (Office Memo; Outline)

fowT . WA SR & HHATRAl B fEar-fre
WRA THN & FHANIl B &t & e 39 &1 997 HHl T79T o
feram el arl 319 ¥g =g fpar mn 2 ...

T H, BT,

.................... Mg, ART TIHR

......................

T2 faeeit- 2, TaAi® 22 S[E, 2004
FAAT-FTAA
9 AP IRAa B Il
3TENMEETeRt (Undersigned) &t T13eT gam 2 76 Tomr weamerar sanfe &t a1
graa F SO AT % g9 A=y & 3qErad ot FILIL WA Ued 14 T,
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TR AT AHH Hl BIgHT T 370 A7 AGM 14/31 (WHE +, 14, TF A,

31) TR, % foeelt # 9 T F| 3% SolhiA AR e E:

33 AT
SR . 23313495 22526370
9. %, 9.
AR TWHad, WA TIHR
ar |
T AT
Tttt T &l o
(D) o
(2) oo
FEATAT-ATAA-2

H&T-%. 3 (13) 2004/38TT

¥ IR FTHR g 99T fpar & 76 ™59 It 7 # dobrese Thm
T I G TE T &, 3¢ Hlem-Iad [war el 39 o &t rnfad s &
foTT g amaeT® & 76 T T & & &0 Fae st B 3 St Sy, few 9
W $l gite | TIF FRASAl HT H |

AT | AT, Hed quT ey SRt ¥ 30y & % &
FHATAT H 3T 910 6T IAC YA F 3 {6 Al I ABMEl & AU BT
T BT TAT Hig FhIAS AT &, a T ITHB! o7 9 W= .97 5. F. s
& YBATS BT B T  § |

®. . T
AR WHad, WA TIH

qqr |
T IMIBRT, AT
g (ST T ereitea 9=t & T i 71)
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10. 1Y MHEHT 9
[Semi Official Letter/Demi Official Letter]

3] THHIT U BT gINT T IRl IpRal & ey TR I#Ald a1
STAHRT B FAAT T FEE-9GH & fq0 631 v & 37 3898 3 d) & St
ST aTelt MU &l TEar| 31 A U &7 IUANT 39 THT | fman
ST 2, S {6 59 = & A" T8 IT WS @7 &, ITHT ARKId earT [t
T A B IR MHE FIAT AT & AT I [HuT TH T AAA B AR
TSRAT ST T ATHITd T § O MRS FIAT &, [5dh TF e H HRATs H
Igd faerr 2 T 2t 3R R FF W F TERE Wl W 3tad SO T |
2 FT 2

AT FIHRT FARBAT (Non officials) HF W 318l AT I & TI & I Wt
ST A 8, [ a9 3% ITef ST UF A& FHET 0 |

e M U TR WY IR & U S ARG AT @ WS ST
2| 9% THaId, Iq9 OV H HARHNd qUT (HIargel AT # [T Sar & i guH
T (T ot Tt st (B ot (U O TRy T AT fer
ST Bl OF W WG O WG F 0 gHE wag T fawn s, siug
‘aueEr’ AT ST 21 U U9S STl WTHTAAT hdd U BETeT B
HIAT &, 3T 30 U HT el A&t HIaT |

3y AR U-1
3J1.9M. TEAT- $.125/5/04 F
YT TIHN
& AT,
T8 Toooit, Toi® 29 3T, 2004
o st g S,

39 O FEAT 6. 5/8/04 TSA1F 6 3, 2004 F ITX H H MMIH TR IT
T TIT T & |

FATE T Tt HLATRM H A gL BT AW & Tb & A’ g A
T 1o uTashA T AT & T 2, 3T WA AT & I H gy
& BT Ja=T 63T S0

2. &<l ugd aret Tt @t WicATed B & (67T 3793 3% ol Il
EH AT HHATRAT BT T63 PN 34 HI FIRIT H AT |
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=9 fe # fam +2= F fqU 5 /g, 2004 &t T3F SAIHmdl (Liaision
Officer) ®F TH TAT AY FAL (78, ST «H) H b AR oSt HHHA EHl |
MO TR 7 76 31T SAH IURYT 2wy 379+ faam uqa < |

3TTIRT
ICEIRIREY
SAATFR
ugT,
13181 A=, =% fooet!
3T AT I-2
37T, QM. 5. ST, 500
W THR
TT =T,

T3 feeett, fei® 5-2-2005
o o sy
AR WIgd §. . TR6/24, ST 30 ARMET & FHATRTT & TEHT 6
TosT ® 2-11-04 @t TP T GSIF TS AV, 3t I a9 &t M| Tith 39
o &% O & gART Tga-U1 TR Yol THar & M TH a9 78 & Taa
T Ol TR SRR W ST BT g3 2, SATTY FUAT TH I IATITER
THASTHT BIgA Bl M Al BT T HIHAT |
H ST € T 39 PR & [au # ST # S FHT @ g, R 39
FTHANE § AU T§ ATHIE FIMY A6l & 76 3T 0T Femar § Hig
RIEar | 29 3ref U U B e # AT g 98 2 {6 39 agd A
arar J, S 3Ow % frer-famel @ ottw a7 & wear §, o §uy 9w T &l
SATT Y 2 76 afs g0 UR &t Hig I9ET 8 g1 T AW g, ab Big UE

o foer-fawet & T qa # foar so |
FOUAT TH A BN OH AT ST 37 ot & ot Rerfa & g Fifso
3TTIRT
WIS
.. 3.,
SUatad, T8 AT
g faeett
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11, TTHRE

[Reminder]

ITERE & [T UF-TAER & T& &I TIF 20, S 39 g 97 F {0
2 AT, T9F @0 SITHRE Well S T 21 WHRI 99 & fu @i
WHFRT 97 & BT H, FIAAI-JOT F 0 FAEI-JGT & T H R
MBI T F [T JTAEHT 0T F TT H JTHAND (T8 AT | T RSB
T FAI BT & T

FHTHRS B FRAT — 1 (TR 9 F & )

(STTHTIF)
HSAT 4/6/2004 1.
W BN
TE FATAT
o,
ISR
IR WO, AR TIHI
T H,
Ao wraq
JATHGRT HIBR
AETS
T3 foceit, femie 15 31, 2004
(151 22 AR
AT,

29 AT & U H. 4/6/04 9. TSF 3 wIast, 04 & W= H A IH T8
IR HT TS g 2 ToF 3% 3A% &1 & q IMAT I A2

WIS
RIECIEF

I JHad, ARG TTHR
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FHTHARS B FRAT - 2 (FAGI-ATIAT F I H)

(STTHF)
& ...
YR TIHR
TE FATT
T3 foeett 2, e 2004
HITAT-ATAA
L1 2 AR
T AAET & BEAAE-AGT T oo, (i1 AR F gET "

MBI BT TE IBA HT QT I’ 8 6 IJURTARTA HTAHI-ATIH BT I
I B HI T M B ST
...
A JHad, ART TIHR
T H,
fater A=

HTHARE Bt FIET - 3

(3TEF MHHT 9T & T H)
ITAMIT H.........
WA TIHR
TE AT
T8 Tooett 2, e, 2004
T st oy ST,
6 3TV, 2004 FT A TIHI TH 3T ITTHT TF H.............. HoIT AT| 37T

% SHBT IAT U &1 g3MT| FT MY I Tl &l FUT BT 6 H 30 99 &
JAT T I FF TH B ?

TR
LED-RES
At FATTES
Suarad,
13181 F=ATeTT
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12. IS

[Endor sement]

UF-TAER & TH T BT TIN I [HAT J@T & (1) T Hig T 370+ JAGT
H U9h % I qIO AT ST TET &, 4T (2) 39 I B AHBRT & {qu, fowoi
& T o1 fade & TaT et qER Aemet # a7 dele S1YaT ST Fted #
(TR A 9 H I7 AR ITBN UT) AT ST LT | (3) TW UK BT FART &1 A
TFOT ST &, STal [B&l O B AT T a1 I & AAN® 3T Tl Bl AT
WSt ST W& & | 3 AaH THR & ATFC | q&ihd g &af 7 & et
Wl U TI A TRAT ST ThAT B

TH Ui (IH 9T B FdieAt & q, St 6 g8 I 2) SHbRt $
T/ 3T g-weei= & fou/3masas sRaE & fou/3a u= & faw/se
IR & foTT o |

TEATHS Al gl STRT &0 5 Toxity dwdipiaal (FRM) &
gl &t STaf Tod A= $I AThd AS-3TUHIRAT & YT AT &idT &, &t
A7 T Uit gaied ot q5id & & /S S 2

TR 3 IS BT TN T THR & I Alataraat 99+ & {aqg 72t
T ST AT TS0 TSR F O ATt qEm=aar 93 & &9 7 &
Asft STt E |

TR Qi & W9 99 & 9" 60 S 9T 9T # O 3TaE
3R JMTIHAT &F IR FHIT ST THaT &

AT Ui |

Tty i |
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e/ fewott |ied.......... 1 wferferrr ofe |

FHARRT § o fadika &= & faw.......... I T T |

.......... HN W TSAT-AiEd giafary 9ivd f6......... qRT AR T 1 SHB
ofter & AT & S|

......... Bt ITH JIART FAW TIHRT [THET Bl JFraq HA & &g Arqran
o |

Tty gTeil =t 39 fowoll Ffed uiNd ...

STEt widtertr T €1 @is i WSt S T, 98l 39T ug e H el g8
Tt STE # Torer feum strowm; wig ot ufafaf w2 @ @t dsi o @ o, a

T dYE (oaAT 3tad B -

FaaTd gty fafatea st o ¢

$HF A 3T AN BT AT AT U @ 1@, T2 giaiay S 18 2|
WA ®9 # TR&EA H FAGT

U T T O g
) JRT—
(@) e,
(3) e
IR MO, ART BN
T FT THAT
£ R
YR TIHR
UERCIEE
5 foeett, fedis........ 2004
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STeTeTRE ot i Aiaterry TeieTRad STTUeTal B Wit 5 &l & -
HETETIT, % Tooet!

BTN TRIBRT, FoIT BIENR, ot

qfeTe & g, Toeet

oooooooooooooooooooooooo

ooooooooooooooooooooooo

ooooooooooooooooooooooo

qRUTNT 97
(1) T AATAT BT ATGT H..oonene
=1 A
(2) T AT HT JAOA F.oon,
=1 A
F.5.7.
TTHTT 3TTTHRT

13. 9 faafta o 9w e

[Press-Communiqueor Press-Note]

U9 HHfE A1 99 AT 3@ TET SR RAT AT B, 99 WhR & fRdr
e &1 foqd ©9 ¥ JER HAT e BT 2| 9 faata O At @ st
iU NI (W) 2l 2 3N 92 T9mmast & Sui & & 9 &l
ST =TT 3o faudid 99 Aic $T 329 R U3l &t had SHeRT & 341
TAT & 3T T 39 geTied, T rerar uRafia &Y Fehd 2|

99 foafd a1 09 9 & UoT # 99 W 98 ud gy femr S
T, TS 9T 3HHT v e 1 3as fov ag www foga & T simar
g, g ugd 99 fa@t a1 99 A & Ui 9 fRET Ul 39 g d9mR
e 3 39 gty foham ST Fepar 2|

3% 95 0w faeta ar ‘9w Aie’ e U e @ feuT Sher 2,
SoH 39 faata O Aic &7 a9y aivd T g1 39% 915 atd a1 | @
FAaT T&aT 2 |

IWF A TE QY W& & FF 3w e faat st ws e et &
U A AT S0, S 98 0 $RS O1 99 qic IR B 9% | JHER a9
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T AT JERH F U WA F AU 99 9w fa@iadt iR 9w Al 73 e
HRFRY F FEET & & TR 6T T

I faatta #t w7 3

FHAIR 8 3IBAX 2004 Hl 6 T UTdT HIA/AEHA d Tgd THIT AT
ERITCIERERIAS I

9 At
AR 3T wieA F i Fetias a=ey
WA PR 3N WgT B TWHN 3T O1d I TeAd & g 2 76 =1 290
H A & TR W FeAlas FrEe =qd fFr | 3% foaw § T g
SRT g 39 A Teed | T el e i W g5 & ST 3R 39
ST & Qe B AT TEAT |
T AN AER, W e oy, 9 foelt % o faafa S we
AT 39 ToRga ®T § TR A &b ¢ 9fve |

CRERIN
TIH THad, AR TIBR
e A=,
% fooott, 15 Raaw=r, 2004

14. Teoquy
[Noting]
FETAAT H FH FT Haaqq (Fae™)

FAET T Y& ZART AV FIoT AR THR & FETEA T 21 34
FEEIT F T A O, a7 IS 3 2, 37 W TaR b 39% I W ab &
TRT BHATS 3 Fad= & T=wia 3l 2 |

FAAT H ST I 3G AT &, IT TABl TP TN H I AT 2|
Y 3% Ug T 37 U # Al § Ry fa7 I £ 39% SFER S
BT YT IR b 3T JTAGA U FIT ST 21 3Th 9997 ST B WD
Ui dO F¥h 39 U¥ ATUBERT & TGN &4 & a8 39 UTNdr B WSt fggr S
g1 TRt 9 3mfg &1 99 ST [T S, g T, WEw, STTHWT TRl
anfe ggmd 2 3 3raR |iaw, Iudtad, Wiad g SAHT TAlGT FId &, awt
I TR Bar 1 gue fewelt sotas (fafus ar wemes v rwmr sifusrRy)
ST AR H S F | ST ST 3BT IITAGT BT Fhd &, IT ITA GIned
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T P S THA 2| T TPR AR gAT ATad I HAT Th AfUdRT 1 AL,
3T TR ARA THR BT X &l 2|

TITUesl, WETTel auT THRAT gRT 3T BIed # ot 18 T4 femforat
‘fewor’ % srvra E |

ST Ut TRt wiger uX [t STfereRrt o fourolt 3tue § SuaR IRl |
IR U A & o Tl &, af 3H 3 oOd &1 Wi fIiuaan Sty & 2T
=T 6 g0 fewolt # yebe AT U foar ere Rt R arHifEd 2

T & TN | ¥ FARY- I« el dira iR faww ¥ wed
W BT AT | T [T 37 Y 8, Hd a9-7 Aiev | I8 A BT
TAAT AT 6 T IMUdRT & TS TH0T Uqd [6aT ST 2, 98 faamrens
U H, AR g gget wig fewmfort &, aF SAw e & | gAET foaRmEiE o 9
YREIT IHIUT AT IT IUHT MR THA HIAT, T 3H BIgd TR AL AT
T & g fewforat @1 arsgTaY ST feweft # w5 fepet srTaeTd 2| gud
TEAT =T |
3T Tabd HIAT ITHIE &, AT 399 Uhe HI g THAT THATT Fl TMATTAT BT
I &, df 39 I § 9gd WIaUT st S Amey 6 98 9gd Wg 3 d9d
AT/ FT T AT A AR 3T forepet & 7 & |

gt Y Frad A7 IA ITga¥ FRAT STRERT A foREr Imadr WY @l
I\fe T &t &, af fewor | ugd I¥Hhl Fa ® ST IR 3qH A fewott
J® BRI | HI TEA & AHN "Gl & o Rt oft stadt & Fuw &t
Teuruft & fesft Soent, srfuq fewor & fow o sremr serer ux forstt STt |

T FE TH g0 H N By JCH-ICH [Og TH B, [ I -3
feofort forsft ST =Tfey, af & STer |iad a1 Ioaav ATUHRAT & TS -
3T & IR HN ST AT T YR ot femforat &t “srqemier feuwoft’ wer
ST TR ATAAE & THT & BIEA | A8 [CHvEl & 915 TG 4 |

fTwur & uT § $© 3R I S

FEET B 3 T 0 AT W THT § 98 qF TSR BT M8, S
39 WIgd & Hadd & [0 maesd gl Ui &% IR 98 G W gAAT ITTw
I WHI-YTHH & Thal g T IS ITHT J9NT Twor & 3r=T fhar Siw, ot
femor # Ao faamoiy a5 IO g [BI-H1 S| Tt 9T | U8 IT=ST &N
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% 28 UBR & IEHRT B JUF TS & & H, I IREE & &I # fewon &
I # Sig feur S

TATERTT TF [I9T 0 FAAT B 30T A TH &t fewor fasm sar =iz
AT UP STEl a6 WA &, fwor 39 & A @ S aney 6 wied | 9
9 w9 ¥ & 2, fowor § W 39%r 9@ B9 @)\ fower Jer Ot at @l | fow
gU, I TEY FC B AeUl AU, 9EEE iR s (Yaiese) 9
ZATER fewoy & A 9Ol TR | ST IR H W ST AHRAT F
IR & [T Tt sig four srom | fafues, T i swfigrs eru= 9mM &
HIA FUHTET & [T, The 3T MTISRT IAT I AT S8 H (o1 |

fooor & T TSl &7 YUNT BT 980 AT Ay, e 7Y & i
AT T R ARE FHIT 2 |

feuror Ft Tuvn

H{el 9= (3MTTET H. 8) YBih 19T 0
T AUt fraer
A, FACH T

o WA 9(6) 7. A. fa. 85 faHi® 15 3ragEr, 2004

Tar A,

g, TaT@HT A,

Tqqg Wad, T oot |

o= : ST Bt TG FT STAH T B Frerew
A,

fdes 2 % 29R foare™ & 150 &1 79T 3rIH-amET 9 18 qaw,
2004 Ft % fooail 989 @ &1 Tl °9ra o7 7% W | 39 foAT TouwHT B 8§
<IeT TET BN BN O (ATl & 3T # YR &b q8l $I TRI Hraara!
ST AR &

i MY 29N B F U TSUE9T & 20 F9%X & IUa (sitting) &1
3T & T S99 TOLT-Uet H TR BT Th, dt F 9T IURT Bl |

3 150 faamidmat & @y s foaew | urtg R 9 S SuaeE #
SURAA TEAT ITEd & | 37 TTT o Jaer-T=i S a7 HI ATaghar & |

FoAT Jrad Hwn 76 36 F F AT T8 e wAr s g

FIIESTH ST 3raT & |
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HIG
.9, I
T TeATF 4.HA. T

AT WSAT IBih 1 U7,

g UF a9 WOl [quTed, A, A
TSI & WEETAYS 3 WS 21 S8R ureAr & T
2 1% St faema™ & 150 BT JuT 5 STeATIhl & foTu
TSOAWT F g 20 Fa%R, 2004 & B+ a
IUAYE B T b AT FEIF FEAU-TA B
AT Tt AT |

TaT-T - faavor-wat  fafem-gen 10 &
JAT ZH IH UTIAT HI WHR FT Tha 2| Fh
TH I IO & JUETEAEE B TE Jrad H
g 6 AT gefe-arat (Tafsed i) # @
I HITHT B, 3Id Uh THY H had 25 & &
ST | IURYT 18 BT | 39F [0 39 B B 25-
25 % 6 WHEl # TqWE BBY & ardi | ST & |

gH Ul W gE A grad w1 e 6
BT % [0 Jae-ust & uredear &t g g, 39 9
Y&F B 719, far &1 7, Wy gqr qor fSet |
FEH BT YT NS B AT U B 9T & JaT-
T SR 6T ST T |

AT & THE BT & [0 9UF Ja-aF AR
FH F D W I &7 25-25F FHE & A9 TH-
T Y- IT &, Al IO HA H IS glee
Tt |

ST e |
ol g
30-10-04
. A
30-10-04
FUaT e ST |
EERInp
30-10-04
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15. ¥ H¥dt ax
[Banking L etter s
JTF FTaE™ H 96 BT AL@YO! TG F| S MR FT T TR
STet 3R T &t FIAT Araet T & Tar 21 31 d@i & foar @R &
TRAT Bl HedAT HIAT AT g | TR B THarers ISt BT ST AT b A
TEAT & 3R T IYAT AF-3 3 bl g7 & HId 2| Iad | 6 S At &
I B UF FIr 2| A T FB I F AHA AR 2-

1. 9% B YA UHA H 9T

TR AZUTAT
132, I TS
SATEES (3. U.)
20 [TE, 19....
AR
ESICIERC i Ca
ESIEEIC
o wEley,

A 15 S B 530 FIT HT TFH dEF (Bearer) IF (UATG) THAT .
05735 i qRATIT Wi AT o | 3=+ =1 & & 98 9% Fal & 0 gl FIA
3% 9 (TATI) FHT A T B

ITTIRT T
S35

Tt TA
SISEVIEE

2. I% YATE & IJAGA (Dishonoured) &R WX

ARSI FHR T e T
(SR e qom HHIUF Toie)
20, faemdis T

10 /g, 19....

T S TS T

Page 45

Correspondance and Secretarial Drafting in Hindi



School of Distance Education

FH AN
SATEETE (3.7.)

i wete,

74 g7 & T 31Ut WSTT €31 20 379t T 800 BUH T Ik & 3T 3796 I
T AT EHT Ale AT 2
3% A% TF UT b T GBA 2| FUAT 6 AR BT Sb Foe M HsTht

Tl R |
TS, T T
[SSUAR
Sicrcikin
RGN
3. U W IF-IwR F A0 yRET 9
TAATA A
(TTF FHIUH qT fashan)
110, RH TS
ITTSTHIG-2
105, 19....
TSie Haied
TaSiee d%
TSI 1 et
T wEEy,

FIIT 1000 (TH &N 6‘1’&) BT Th ZMHR GIERAIEG] TR, Sl 59
AT SATHRT BH Wl SITWT 37X 3% THA 3T gAN =T ST (Current Account) &
3meRa &Y AT
e, YT Tersmarsy
XTI
g FEAT
PEIER
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16. ST HEet g

[Lettersto Insurance Companies]

3METH AR [HAT TR F JAMFA (Risk) ¥ 9+ & T 379+ ATA HT
T H AT g1 TR 3R, FRT AT 3 Rt $RUT § Wi & g A o
T Tl Feb | et WAT et H UHY ST Sbuidt ST g9 Ui B gl &
ferT S et £

TS STaT B T IHRTaar ¥ a9 F @ 197 & THAT 3
g1 AT T TR HT & FHaAT & ST ST, FHa! ST TR A0 T TR Feredy
T |

THAT HUAT Hr TF 9T hed I T 97 (Policy) T #Y feram ST
2| afg F9nT ¥ FREt geeATasT S\ am A1 & E & AT v ST SHuer Sird-
IEAT FR IFH! G- Y It 2 |
1 i ftr & S8y | gudrs

LA U |
(PG F B TG FeHY faehan)
172, Teqerm= I¥T 707,
TS -2
53, 10...
SISEVIEER
ST TR Ut T,
[GES G
EREEEDH

TH I B BT T A9 F 77 [T FHT FHOAT AT El AT 50,000
TIT ¥ fT Eml AR g udest g8 @t S € 3R gueh qRant dul
Ragiwral ¥ & €1 2A 50,000 ¥ 65,000 F9F T HT AT FHM H TET 2 |

FUAT ZH T AT T ASH BT FL B |
SR
T U1 U 59
gt ST
EEIIEE]
2. 39U 9 B TN
S TRA HuAt .
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1537, 19...
U1 : 562/9/96
REETI CE U |
142, TIIT TAT A,
AETHS- 2
o wEley,

IHT 5 A HT I AT 3N, AG | EH FIH AT H 30T FAA
Wl T8 &1 FUIT FHHT AqeArhA B | 31 AHHRY F AT &7 94T Toie ot
INTH FATE MIH JaT H A |

RUEIEIE

- T LECI]
[(SSLA
IFS FAN
PECA
3. STeit g8 W H gfagia Hn
WIST THIH ATaSH
(%% 1T quT fashar)
40, FAIAT g% S
TATETETE-3
25, 30, 10....
%A F.- 368/96
FTTRITIR
SR SR YT T
ST~ 6
R EDR

T Frad FA gC J@T TS & % AN wfaes™ # owr s a2t
70,000 FT AT & THT & AT STt aiferedt §. 428 2, AT A AT H AW
T TET | 3TN @ BT HROT JAW &1 70 @ B FIAT ABER F SR AT
To| TADA & AT Gl S FAT TIH § AW GT BT IMAT ST D] IR TTHIT
TRT TTAT STAhT T & 747 2 |

TAY BH 40,000 T9F ¥ WY 3rfuss HF 21 g% B PUAT, 30T 394 wlafatr
BT ATBY TRITOT F A IR EART IH &M B g T A FHT FE e |
JYATE, 3T fersgmeaT

SR
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17. IR - 2

Aty=e

T TWE H W B HAT B IWA §Y UGATHT b 30T dgR 9T W E,

foTe STIEHT I ISATH ITT ST Th &; 3ISTEX0T & [T Joint, Deputy, under 31TTS
UeaT W Secretary, Director, 311G T&E1 & WY T T W 984T Joint secretary,

Deputy director 37Tfg ST ST That 2 |

fertwor 37T

Acting

Additional
Assistant
Central
Chief
Deputy
District
Divisiona
Executive
-Genera
Government

Head

Public
Regional
Senior

EABEAR|

qT

TN
EAREIGED

HeT-

TP, TIHNR

1. 9T
2. T

Honorary

- in charge
Indian
Joint
Junior
Local
Lower
National
Officiating
Personal
Private

Principal

1. HES
2. 3TAATH

1.9
YA BICICIE]
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Sub-
Superintending
Under

Upper

Accountant
Accountant General
Accounts Clerk
Accounts Officer
Administrator
Admiral

Adult Education Officer
Advisor

Advocate

Agent

Ambassador
Arbitrator

Army

Assistant

-in charge
Attendant

Auditor

Authority

Bearer

qaATH- Ty sier

ATHR
HETAETHT

o

o C
Il (e1lH9<h, ] crei<p
LSS IEAR
PEIEED

TETHI
i fRrer stfereert
TATEHT

JTTRraRET, Tedihe
TS, Toie
ST

AT, AeRy
RE|

TEE

THRT WEESH
g

T a8

1. FITIAROT 2. U RT 3. AT
1. 9% 2.7
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Beat man
Bibliographer
Binder

Block Development Officer
Brigadier

Business Manager
Cabinet Minister
Cabinet Secretary
Canteen Manager
Captain

Cashier

Chairman

Check Clerk

Chief Administrative Officer
Chief Commissioner
Chief Judge

Chief justice

Chief of Army Staff
Chief Whip

Civil Judge

Claims Officer

Co pilot

Collector

Colonel

Commander

YA ITAT
T FATHR

Segarst

TIUg T 3Ty
ERIEDES

UJHY HUdl b
ATAAUSA TS, Bl AT
HreTAUSH T

FA gEwIE

FAM, A

Trenigar

1. WA 2. IreTeT

([N aN

TeaTe feIfueh, IgdTe Tl

ST G B RY

TS gD
S AT

T AT
I TATETET
qST Ta®
Tfae =mreter
SraT At
g T 9e®

1. FAFET 2. [STmeer 3. usd, TAED
FHricT

FHAET
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Commander-in-Chief
Commissioner

Complaints Officer

Controller and Auditor Genera

Controller
Custodian

Despatch Clerk
Diarist

District Magistrate
Education Officer
Governor

Health Officer
Home Minister
Leader of Opposition
Leader of the House
Liaison Officer
Librarian

Licence Officer
Lieutenant

Lineman

Litigation Officer
Machine man
Magistrate

Mail Clerk

Maintenance Inspector

FHHST 37 A

B, BT

Tarepr sttt

o 3 wEesT wieE
(BPEEES

IR

9T FTh

SRR AETH, ST sT®
fer Afsge

farerr rferpry

TSI

TR ATBRT

TE AT
Tt gt 1 A
WG BT AT

T ITTTHRT
TXARTAT 3TeTET, TSI
AT STTIHRT, ATHH ATHRY
Afee

ATSTHA

HHSAT NTBRY
LEIEECICES

LR

ST FAw, STH a1

3ReTT T RTeT
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Major Genera AT A

Male Nurse THY T
Manager TP, HASY
Managing Director PEEIMC eI
Marine Engineer A-ISER
Mayor TEUR, J3IT
Medical Officer FafepaT TSRy
Migration Officer T 3R
Mining Officer T IR
Minister =
Minister of State TS H= G
Secretary qraq
Section Officer 3TTATT 3TTereRTRT
Stenographer IMYTATIE, ITEATITEH
Superintendent ITefTeTR
Supervisor PRErICH
Upper Division Clerk ga¥ ot fatus

() FHAT, AATA, [THET ST TR
Accounts Department ST T
Administrative Reforms Commission w9t BSIEY ITTIRT
Agricultural Prices Commission g;iﬁ qd STTT
Air Headquarters Y AT AT
All IndiaInstitute of Medical Sciences smfas siRae W e
Anti Corruption Branch T Frer e
Archaeological Survey of India A T HjeqoT
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Atomic Energy Commission

Banking Service Recruitment Board
Board of Higher Secondary Education
Bureau of Higher Education

Casualty Department

Central Administrative Tribunal
Central Board of Direct Taxes
Central Bureau of Investigation
Central Hindi Directorate

Central Institute of Education

Central Water and Power Commission
Central Bureau of Intelligence

Central Public Works Department
Central Secretariat

Central Social Welfare Board

Commission for Scientific and
Technica Terminology

Coal Mines Authority of India

Council of Scientific and Industrial
Research

Customs Department
Directorate

Election Commission
Employment Exchange
Enforcement Department

Fertilizer Corporation of India

ORAT] Fstl AT

dfepT Far wdt o
JTaAR ATeATHS T8 e
IR fret =
SIEICRERI]

Ho T TLATF ATIHTOT
HT TeT H A

PRI AT T

Fi Tt Qe

Hra e W

HT T 3T ferstett 3T
Hrold T ]

Hi At T frwmT

laV o
Dold HiHdeY

AT TUT Th-Iepl TITAAT ST

WA BIFAT ST ATIHTT

TS TAT FEANTH ATHAE TREG

AT TrATT
IRESUSES

frrate= T
TR H T
e fermr
TRA 3aF T
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Fisheries Department

Food Corporation of India
Forest-Research Institute

General Insurance Corporation
Geologica Survey of India
Handloom Export Promotion Council

Hindu Religious and Charitable
Endowments Department

Housing and Urban Development
Corporation

Indian Agricultural Research Institute
Indian Standards I nstitution

International Airports Authority of
India

Khadi and Village Industries
Commission

Ministry of Agriculture

Ministry of Atomic Energy

Ministry of Civil Aviation

Ministry of Commerce

Ministry of Communications
Ministry of Defence

Ministry of Education

Ministry of Social Welfare

Ministry of Energy

Ministry of Environment and Forests

Ministry of External Affairs

ST ITA TTATT
ARA T

T AR HRH
[T THAT T

VAT YIRS FdgToT
FRIHET Faq Haee aRwg

&g T 3T O 3rery Trer ferwmr

I 3T Y T fmw

ARATT PV AT TR
WA ATAE T
WA TS AT a=a JiieesTor

Q;HCE\I 31'? TTHTIANT 3TTANT

FY A=TAT

ORATY] FoAl AT

TR e qee™
IS AATAT
TR AATAT

THT =TT

fatem F=reT T

HHIST hTUT HATAY
TSl A=A
TIIEeoT T a9 A=A

TereeT AT
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Ministry of Finance

Ministry of Food Processing
Industries

Ministry of Health
Ministry of Home Affairs

Ministry of Human Resources
Development

Ministry of Industry

Ministry of Information and
Broadcasting

Ministry of Irrigation and Power
Ministry of Labour

Ministry of Law

Ministry of Parliamentary Affairs

Ministry of Petroleum and Natural
Gas

Ministry of Planning

Ministry of Railways

Ministry of Shipping and Transport
Ministry of Steel and Mines
Ministry of Tourism

Ministry of Transport

Ministry of Urban Development

T g

ST T ST A=A

TIRY HATeTY

g HATTT

AT T [T "=l

TN HATTT

AT T THIOT AT

BEIFRCEAES IR
HH HATAT

feter F=eT

TSI FT HATAY

IS T WPl T A=A

RIS G E=IG R

I q=TT

STESRTET T Uiiagd =iy
SHId T ST HATATT
e H=Te

TRaeT A=Y

9Tt TeepTer w=Tery

(AT & AT |/ S dig gt Wt 8| agur &t amt | ot aRad"

FAT AT 1)

Nationa Museum

National Archives of India

TS U
YRA &7 TS AR
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National Art Gallery

Post and Telegraph Department
Press information Bureau

Public Health Department

Public Service Commission
Public Works Department
Rehabilitation Division

Revenue Board

Small Scale Industries Directorate
Supply and Disposals Directorate
Survey of India

United Nations Organisation

University Grants Commission

T HAT it
TP dR TTHET

ST AT S
IR T fawmT
6 QT AT
afiep fesAtor e
AR TN

T T, T Hed

Y AN R

gfd 3R e e
AT |

I T T
TrATaaTad I 3=

() AMEAAE T
Abandon URETT BT
Abatement 1. SUSTHE 2. FHT
Abbreviation T, Teig
Abduction ITTET0T
Abet TR HAT
Abeyance STTRATH
Abinitio KM G H
Ability RIDRII
Abnormal AT
Abolition 1. 39T 2. WHT HIAT, AT
Aboriginal ITTfeart
Above par 3q-|-f§q-ﬂ\a:r T

Page 57

Correspondance and Secretarial Drafting in Hindi



School of Distance Education

Abridge HeIT BT

Abrogate [ TeRToT T

Abscond WA & ST

Absconder sorary

Absent IR

Absolute 1 9ot 2. fes

Absolve T AT

Absorb 1. TTHAT HIAT 2. TAINOT HIAT
Abstrain Tt TEAT

Abstract 1. 9 2. Wgtu, W

Abuse FEIINT

Academic 1. dfers 2. e 3. TEm
Academy ITHIGHT

Accede 1. ATUTHAT BT, AT 2. HIT oA
Accept BRI HIAT

Acceptance 1. WP 2. FTeoT

Accession 1. YSRIEYT 2. TTHA 3. aiargor
Accident 1. AT 2. |ImW

Acclimatization EREFE]

Accommodation 1. 3maw 2. Tafe

Accord 1. WHIAT 2. /T BT 3. &4
Accordingly REGRIES

Account T, T, TEwT

Accuse 1. SERIIOT HIAT 2. TR AT
Acknowledgement 1. radt 2. Tt

Acquire IS AT

Act 1. B 2. IR

Acting EAREAR|

Action 1. TRET 2. BRATE
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Addition and Alteration

Additional
Address

Ad hoc

Ad infinitum

Adjournment

Adjournment motion

Adjudication
Adjudicator
Adjustment
Administration
Admissible
Admission
Adult

Adult suffrage
Advance
Adverse
Advisor, Adviser
Advocate
Affidavit
Affiliation
Afternoon
Age

Agenda
Aggregate
Agreement
Agriculture
Aided

Air force

TREdT-a e

1. IMARTE 2. 3T

1. 9qT 2. HEIT 3, ITEHTIOT
RED]

frate

WA, BTH 6T

TR U

= ot

rferfotiaes, =T
TATTST

NI

T, Wey

1. WPid 2. yasT
ERES I

JITH AATIIBN

IR, ULwT

A

TATEHR

Afereer, Geathe

MAT 9

HET

T

1 3 2. 4

FT

ERIA

1. I, PR 2. HEHA

P

TEIATIT
T AT
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Allocation
Allotment
Allowance
Amendment
Amnesty
Annexure
Annual
Anomaly
Antecedents
Anticipation
Apex body
Appeal
Applicant
Application
Appointment
Apprentice
Approach
Approval
Archives
Architect
Army
Arrears
Article
Assembly
Assent
Assessment
Assets
Assumption

Assurance

1. deanT, favee 2. Haaa
3T

T

RRIBE]

[AGTAT

HATH

CLUNED

T, fawar

ESER

1. GERT 2. gaAE
MY T

Tt
SIEEET

1. JTEST 2. 0] &l

frafe

farer

1. 99 2. Jresior 3. ITAR
EEuIE]

AR

qRAIIG, TRIBR

AT, I I

HhT

1 9T=s 2 9% 3. @™
HHT

AT

fereroT

BRI

T

1. JmgEA 2.

Page 60

Correspondance and Secretarial Drafting in Hindi



School of Distance Education

Attached
Attendance
Attest
Auction
Audit
Authority
Award

Backdated
Backward classes
Bad conduct
Balance
Ballot

Ban

Bank

Base

Basic
Benefit
Biennial

Bill

Biodata
Bonafide
Bonus

Budget
- Revised

- Supplimentary

Bye-law

By hand

Tt

SURATd, BT

STV AT

CISIE

FRAT TreT

1. VTRISTOT 2, VTR 3. WIerprt
1. 9EE 2. R

ot fer
e ot

ST
1. 9N, IBT 2. WIAT 3qAT

1. FAEE 2. AqUA
greerer, Wb
ep
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Cadre
Calendar
Campaign
Cancel
Candidate
Capitation tax
Card index
Case

Cash

Casua
Category
Censure
Census
Certificate
Cell

Cess
Character roll
Charge
Charge sheet
Check
Citizen
Clam

Class

Clause
Clearance
Code
Column

Comment

Communication

PIEY

FA, FA

SIRIC]

[E AT

VT, uredf, IRflear
i e B

FE AT

1. ATHAT, Uh0T, fasg 2. Rfa
1. O, THhal 2. WA
1 THRAS 2. I
A, ST, P

=T

STIOTAT

TATOTIS
TR, FHeT

IYHT

CitElekil

1. ®T VR, YAR 2. 39 3. 91T
AT I

1. gdTe, Sita 2. T

AT

QAT

1. 0, P 2. Hoir

LGS

1.3 A 2. et 3. Fwnenes
1. 9fedr 2. FI, FHhd

T

e, feoqoty

1. ¥R 2. W3 3. UF FAER
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Communique

Commutation

Compensatory leave

Competent
Complaint
Compliance
Complimentary
Compulsory
Concession
Concurrence
Condition
Condone
Conduct
Confession
Confidentia
Confirmation
Consensus
Consent
Consistent
Consolidated Fund
Consultation
Contingency
Contract
Contribution
Co-opt

Copy
Copyright
Correspondence

Corruption

Tt

i
AR gt
e

farprd, aRare
34'1‘“('1"1, BIGE
AT

3feramt

EOIDG]

i

1. oW 2. gem 3. Rafd
ATH HIAT

1. IMMROT 2, FTieTd AT

L aN o
A (pld, sedlc

1. MU 2. 3T

FIUNTES, TATIBTT, BT TR
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Council
Credit

Criminal procedure code

Crossed cheque
Current
Custody

Cut motion

Daily

Diary

Data

Date
Dealing Assistant
Dearness Allowance
Debar

Debit
Debtor
Decision
Declaration
Deed
Defacto
Defence
Defendant
Defer
Deficit
Degree
Dejure
Delegate
Delinquency

qRug

Y

1. 9T 2. 3UR 3. AT
3T wfsRaT wigar
a6

1. = 2. gieAd
rfReT

FSIAT AT

3w
Sfest, SAte
AT FTHT
IESIEATID]
TrIA TEES

AETE ¥

TrpAT

ATH, T STE

CEC A

1. faoig 2. o=

O

e

T

TT, TETE, Alqare

EICCIC]

JTEINTT FHLAT

|TeT, HHI

1. Uy, fEr 2. @ife 3. |/
Tafer=Ta

1. AfaTrer 2. YISt el
AR
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Delivery
Demand
Demote
Denial
Department
Deposit
Depreciation
Deputation
Dereliction
Design
Despatch
Detail
Determination
Devaluation
Development
Diary
Direction
Discipline
Discretion
Dismiss
Disposal
Dispute
Division
Divorce
Due

Duty

Effective

Efficiency

1. faawor, aRe™ 2. w9q
AT, T
gaTddd AT

AP, AP, Ul

T
fqedg, ST
AN, 4T

1. 9falgRe 2. e #ed
TR

e, Testre

Sfet, st

1. fager, fRem 2. fgam
T

ferds

1. 9GS HIAT 2. TS HAT

1. Faae, Muem 2. =9

frare

1. 9T 2. gioi 3. fawe 4. Tediee

1. feramg fosg, dots 2. faare fade &
1.39, gt 2. T

1. FIT WX, TSI, B 2. U

[N

1. 9T 2. qrATaE
AT
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- bar
Election
Eligible
Embezzlement
Emergency
Enactment
Enclave
Enclose
Enclosure
Encouragement
Encroachment
Endorsement
Enforcement
Equipment
Equitable
Establishment
Estate
Estimate
Exception
Excise duty
Executive
Exemption
Ex gratis grant
Ex officio
Ex parte
Expenditure
Explanation
Ex post facto
Expressly

FeTaT T
IEEIEE)

T

NEGE

3T
arferferas
faelt st g

eI BT, HA AT

1. 3TCHAF 2. ITTAT, TSI

3T, WTHRReT, 3T

N EEIE

JTE h

1. FEYMART 2. FEITAS 3. BEBIROT
BT, ATH!
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Fact

Fair

Fase

Faithful
Favourable
Federation

File

File movement register
Finance

Fine

Fit

Fitness Certificate
Flag

Foreign

Forestry

Formal

Formula

Forward

Free

Fund

Gazette
Gazetted
General

Gist
Glossary
Government
Grade

a2

1.@ws 2.3Ma 3. e
T, gIeT

[EEIEEIE]

TR

aRET

BIA FaaT ToTel

Ei]

31 g, JAET

U, A
1. TEIAT THIOT9S 2. TRIAT WATOTIS

1. 9dTeRT 2. Ot

fageft, fager

GlIEES)

MRS

T

1. 3WEAT 2. IWUT FHIAT
L& 2. e 3 @

fafer

REEERRIS
TSI

1. JTIROT 2, JE
TR

JTETICAT, STeF TIE

1. T, FIHN 2. MBI, AIHR

Page 67

Correspondance and Secretarial Drafting in Hindi



School of Distance Education

Grant
Gratification
Gratuity
Grievance
Gross
Guarantee
Guard
Guardian
Guidance
Guide
Guilty

Habeas Corpus

Head
Hereafter
Hereby
Hint

Hire
Holding
Honorarium

House

Identification
|dentity card
Illegal

llicit
Immediate

| mminent

Implicit

CIEGIEI

IUST=
IElEapG]

1. 9%, T 2. O, AR

TR

TeTh, TS

SN EEH

LIS

1. ARTEel, TS 2. ANT S BT
ST

TS TeTRToT
1.9 2. 90, A

$UP IR, U d1g
Tdg ST

T, FIMRT

HIST

1.30a 2. 970

AT

1.989 2.7E

PESSIE ]
TEAT-0

3Ty

1. g 2. 3raer

1. 37T, AhIeT 2. 3T, A&

IR

ffea
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Implied
Import
Impose
Inadmissiable
Inauguration
Incentive

In charge
Incidental
Inconsistent
Increment
Incumbent
Index
Indirect
Indiscretion
Indispensable
Industry
Inefficient

In fact
Informal
Infringement
Injunction
Inoperative
|nopportune
Instruction
Inter alia
Interim
Interpretation
Inter se

Interview

Teratera
1.3 2. 3NUT
IR HIAT

BT, 3T

ISETEA, AR

1. ITTHATOTHI, JATHAVH 2. FIAF

ey

e, Seied
TR

SEER]
I

TR

& GTI-TTY
AR
Tord=m, e
WY, 399 H
TP, He
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In toto
Introduction
|pso facto
Irregularity
Irrelevant
|ssue

[tem

Joint

Judge
Judicia
Junior
Jurisdiction
Just
Justification

Keeper (of records)
Kidnap

Know-how

Lapse

Law

Law, Established by
Lawful

Law, Violation of
Lega

Legislation
Legidative
Legidature

RN

1. AT 2. IR

TIATRIST

IIPEY

I, FAS

1. AFHR g7 2. FATIHR

o
T, I

S 1o

TSI
STIETOT FHIAT

(e a

REGIEARSIGEIRY

Eﬁ?f SiAT, WA sl
fafer, T

Tafer werfua

[EIBE L

I HT ITTAHAOT
faferss, Tt
T

fererray

e Hsd
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Lessee

L essor

Leave

_, Casud

__, Disability

_, Earned

_, Maternity

_, Medica
Leave, Privilege
__, Preparatory to retirement
__, Study

_, With pay

__, Without pay
L etter

__, Demi Officia
__, Express

__, Official

_, Unofficia
Licence

Lock out

Lower

Malafides
Manager
Manifesto
M anuscript
Margin
Marked
Matter

GRS

<

YcTldl

<

1. ITTH, Bl 2. AN
HRAF Gt

o gt

ST et

rafeaT gt

TTTIHT Bl

HATg 99 Beel
3T gt
AT G
ST T

o

3T ST I
T U, gq 9T
TTERY I
SNIEEAR]
IR, FH
GISIEES

1. R e 2.3/ @)

A, FEAEdr
FEEIES
BIEMIEE]

T, BT

IUT, BT

1. TafEa 2. S

v, ATEAT
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Maximum
Mediation
Mediator
Medical
Medium
Meeting
Memorandum
Mental
Merger

Merit
Minutes
Misbehaviour
Misconduct
Mislead
Modification
Monopoly
Motion

Municipality

Nation
Negligence
Nepotism
Net
Neutrality
Nomination
Nominated
Non bailable

Non cognizable

Non recurring

gH ﬁ' Sletdl, {LH(IE’: DAl
1. MM 2. BT

THIIHTT

AT
AT

g

TS, ULt
WS 9gTIT
%, Faa
dewar

1. IR, qEA 2. 71 eIE

ClEGH
AT
T
3T
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Note

Noting and drafting

Notification

Nursing

Oath
Obligatory
Occupation
Offence
Office
Office bearer
Official
Officiating
Omission
Operating
Option
Order
Ordinance
Origina
Outstanding
Overdue

Overruled

Overtime alowance

Ownership

Paid

Parliament

1. feoit 2.7
femor 3T g due
ST

[N

af=Et

MY

C

STEH, 3T

AT, =T
3TORTET

1. FEET 2.9

EEIBEAR

1. ST, TIHRT 2. ISR 3, JAMIHTRD
TR

1.9% 2.d°

T

Tereed

1. 3B 2. %A

AT

1. 9 91T 2. 9, HifcTsd, TREEH

1 9HET 2. IFT

1. rfaerer 2, AT, TR
3ole T
ATINE qHT AT
e

1.3, Ued 2. Hdd-

g

S
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Parole
Part
Partial
Partiality
Part file
Part time
Pass
Passed
Passport
Pay
Pending
Per capita
Perjury
Permanent
Permit
Personal
Personnel
Perusal

Petition

Physical fithess

Plan
Planning
Pleasure
Plebicite
Poll
Provisional

Public

Rarc
1. 3T, TE, AET 2. HAHT

1. IOl 2. TR

qgTard

TS B, T T
JHLTBTAD

1.9 2. 907 3. 9™ hIAT
aTRA

qRUT, qrHdle

Ladq 2. {Idr bl

1. 3TTTOT, @R 2. 9d=
ald

QTIHT, I U AT Higw
w2t

1. TR U 2. ITTATT AT
BRI

FHE

TR, ST

RleCa)

IR TwRAaT

ST

ATITSTAT, TSI

TS
SELCECDES
Hdgld

1. AMISI$ 2.6 3. F9dT 4. TR
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Purport

Put up

Post
Posthumous
Predecessor
Prerogative
Prescribed
Press
Primafacie
Primary
Priority
Privilege
Probation
Procedure
Proceedings
Process
Proclamation
Proforma
Prohibited
Promotion
Promulgated
Prorata

Prorogue

Provident fund

Provision

Qualification

o, ared &=

TR HLAT

1.9g 2.3 3.9 4.Fg
FIOTIORT=, HIOTI

1. gAY 2. gdadt
THATTIBR

fatea, feiRa

1. AU, 9N 2. FATER 9T

1. 96H 2. UThaT 3. WA AT
IETOTT

1o, R 2. fgefd
BIRE=S

arEld, ggrEid

TRETII

ERIGEIG]

HATIAT FIAT
wraer fiy

1. AT 2. 39,

3TEAT, TAT
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Qualified
Quarterly
Quarantine
Quasi-

Quasi permanent
Quorum

Quota

Quotation

Rate
Ratification
Ratio
Rationalization
Reaction
Reappointment
Reappropriation
Rebate
Reception
Recently
Recess
Recognition
Record
Recurring
Redemption
Reference
Refund
Register
Registered

ITEAT YT, T
TR

I, NS

T, -
T
HHA

et

1. 2. 330

(2N

1.87, 3T 2.9 &N
EERERE]

ARHHLT, 3T RITaT

1. A 2. AT
i

3Tt

AT HAT, TSI
e, fager

€ SIS, Tiae
Ustt, TeTex

ST
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Regular
Reinstatement
Reject
Rejoinder
Remarks
Remedy
Reminder
Remission
Remittance
Remuneration
Receipt

Rent

Repeal
Repetitition
Report
Rescind
Resignation
Respectively
Resumption
Retirement
Retrenchment
Return
Reversion
Review
Revision
Revocation

Roll

- Character Roll

Routine

[RRIEE]
TETCT, AT

BRI HIAT

AT

3UT™, ITAR
AR, RO O3
BT, ATH!

1. 9997 2. Uiy e
BRI G

1. W, 3Madr 2. Wi
1. wreT, T 2. e
e, W &
RIS

gide, e

fosies &eT

NI, SEATHT

AT, FATTAR

A

[ NI o N N

g, Tk

s

1. [qaRolt 2. 9T/ 3. 19wl 4. 3a%
EOIGGE]

1. 91T 2. qAfaarsT

qeteror, afvene

EIRE S|

1. 9STt 2. AT

EiEEREl

CEl)
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Ruling

Rumour

Sanction
Scale
Schedule
Scrutiny
Secret
Secretary
Section
Sector
Secular
Selection
Sender
Senior
Seniority
Session
Sinedie
Sir

-Dear sir
Sitting member
Slip
Souvenir
Specific
Staff
Standard
Statistics
Status quo
Statutory

fatotr
AHATE

o

I U N o
A {epld, ARl

1. |19, ATYHhH 2. A4

1 [N
YT, BT

e, T =

1. gtag 2. 741 (TRt S &)
1. 3TATT 2, &7

JeT

AU, gy e

ToT, IO, R

EEES

BIELS)

AT

RE]

T F & T

T, A
EREERED]
A TG
gt

TTRHT
Tafiee
FHHART A

1. A 2. TR
iReTh!

TTgd Rt
qifatere, BT
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Stipend
Store

Style
Subordinate
Subsidy
Substantial
Substantive
Substitute
Suffrage
Summon
Superior
Supply

Supersession

Supervision
Supreme

- court
Surety
Suspend

Table

Tag

Tax
Technical
Technique
Temporary
Tenant
Tender
Term

Testimonial

T, TP

s, A

Qe

3R

BRIPEY

1. A, IREM 2. 99
kS

1. AT 2. WiaRmiod AT
AATTIBR

1. ATEATT HITAT 2. HHAA
IS, I

qd, TS, TS HIAT
NTRIEHAIT

TqEToT

I=IdH, A<

STUAH Yl

1.9f| 2. S

o (@
[Actl¥sld Al

1. 9ed 2. AT, aTieret

Teft HITAT, S

S°ry

1. WTTers, aebtsd!, Ricas 2. qTHIS
TP, T

AT

1. FRABR 2, TREER

fafear, dew

1. 37qMT 2. 9T

LTI
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Through proper channel

Title

Toll
Tourism
Township
Training
Transfer
Transport
Treat
Treaty
Trend
Trespass
Tribunal
True copy

Typist

Uanimous
Unauthorised
Unclaimed
Unconditional
Under consideration
Unfavourable
Under investigation
Unit

Unlawful
Untenable

Uphold

Up to date

Urgent

Staa Atenw ¥, 3faa weor 9
1.8% 2. 934t 3. 90w
qYIHT, ThcT

BT

GRIEY]

TTeTEToT

1. RTAT=AL0T, ISl 2. 3707

EIECES]

1. AR HIAT 2. TGN HIAT 3. ATAAT
fer

T, T

rfeam

TR

TEr wfafat

AR EET

I
3T
dgraT, et
3191, ToreT o
[EEIRBIC]
RIRFl
Straert

1. THH 2. A6 3.5F73, S

[N

Tty faes, TR

AT

1. g€ FAT 2. AITQT I &
7T, ITATAT

W, Taaw, JATTITD
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Vacancy

Vacant

valid

Valuation

Verba

Verbatim
Verification
Vested interest
Vigilance

V.1.P (very important personage)
Vivavoce
Vocation

Void

Volume
Voluntary

Voted expenditure

V oucher

Wages
Warning
Warrant

Watch and ward

e, Rewar
®

fafer AT
LRICT
A<D, Jld]l
SIE=H
RIIEE

fteq @t

C o
Hda<pdl, il

fafsre 5=

AR adter

A

AT

1. T 2. GRATOT, AT 3. T
s

A =T

T
T, IR
TET q TRt
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