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Kya Prashant abhi tak nahin aaya? ERIRNIGECRIKER IR Has not Prashant come yet?
Nahin sir. T, W No, Sir.
Prashant aaj tumhe der kyon ho gayi? BHIGECIE @%é‘(ﬁﬁ"ﬁ” Prashant why are you late today?

Sir, Aaj traffic jam tha.

T, 3T Sftheh < ol

Sir, there was traffic jam today.

To tumhe jaldi ghar se nikalna chahiye.

a1 e Sieat o ke =Ry

For that you have to start early from home.

Samay ke paaband hone kee koshish keejiye.

IR 3 TTeIE B 1 IR Shifore)

Try to be punctual.
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Zara dekhiye, kinka call hai.

ST 2fgn, forent #ic 2

Just see, who’s calling.

Sir, sthapana anubhag se call aayaa hai.

X, TATOT ST & et ST 2

Sir, call is from Establishment Section.

kar dee gayi hai.

Kya aapne report ka PPT taiyar kar liya? T 3o e ot il dam A foram? Have you prepared the PPT of the report?
Nahin sir, aakhiri bhag baaki hai. T Ty, SARaRy AT Sl 2 No sir, the last portion is yet to be completed.
Jitna jaldi ho sake poora keejiye. IECEIE ﬁﬂ%@ﬁﬁﬁl Complete it as soon as possible.

Anumodan ke liye file bheji jani hai. 31':@37{ % fore whrget Sft S R Have to send the file for approval.

File ka dastavej taiyar keejiye. BTE T SEATAS AR hIfT) Prepare the document of the file.

Aavaran patra ka draft/masauda TR WWW/H@ET FaR Hif Prepare a draft for the covering letter.

taiyar keejiye.

Sir, mukhyala mein bheja janewala patra , ﬂ'@l’lﬁqﬁ ST STHETEAT T ST Sir, should the letter to be sent to Headquarters
ordinary mail ya speed post karna hai? Tt A1 TS U AT 22 be sent through ordinary mail or speed post?
Nideshak mahoday ke sath hone TR Hetea % Wy g ATt What about the meeting with Director?

wali baithak ka kya hua? I3 T gAY

Sir, baithak do dino ke liye sthagit T, I3 & o1 o foTu Tfire s & g 2 Sir, meeting has been postponed for two days.

Sir, mujhe kal avkash chahiye tha.

R, T3 el ST AT 2|

Sir, I wanted leave tomorrow.

Prabhag/anubhag kee baithak aaj dopahar
2 baje nirdharit kee gayi hai.

ST/ o 3ok ¥ Halfard / Regarding Divisi

TTT/STIHIT 31 53 TSl GITet
2ot raffa g 21

Kyon avkash chahiye? T ST AMRT? Why do you need leave?

Sir, kal mere ghar ka grih pravesh poojan T, et B A ] T Al quiE 2 Sir, tomorrow there is a Pooja in connection
samaroh hai. with my house warming ceremony.

Theek hai. EiCa Okay.

Kal aadhe logon ka samayopari karya rahega. | el TS A BT FHAIR S @) Tomorrow there will OT for half of the staff.
Sir, 24 ghante ka samyopari karya? T, 24 ©S T THAT 12 Sir, 24 hours OT work?

Nahin, 8 baje raat tak. T, T 8 = | No, till 8 O’clock at night.

onal/Sectional meeting

Divisional/Sectional meeting is

scheduled this afternoon at 2 o’clock.

Kuch mahatvapoorna muddon

par charcha karni hai.

Foe Heca ol HEl R = A gl

Have to discuss some important issues.

Kya yah sameeksha baithak hai

T I T 3 87

Is this a review meeting?

Nahin, kuch naye karyon/prastavon par

charcha karni hai.

T, 37 T /AT T == A

No, have to discuss about some new work/

proposals.
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Main aapko baithak ka agenda

bataa deta hoon.

H T e T T A R

[ will tell you the agenda for the meeting.

Bataye anusar baithak ka agenda AT ITTER 3F TSI AR F AR | Please prepare the agenda for the

taiyar kar leejiye meeting as said.

Sir, kab tak baithak chalegi? T, el A I3 T Sir, how long will the meeting go?
Lagbhag 4 baje tak. ST 4 STt 6 Approximately till 4 o’clock.

Sabhi sahkarmiyon ko baithak ke liye Wﬁﬂ%ﬁqﬁaﬁ%%ﬂg Fﬂﬁ Please remind all your colleagues
punah smriti kara deejiye. F i) about the meeting.

Prabhag/anubhag ke sabhi sadasyon ka ST/ & Tl weE 1 I welcome all members of the Division/
baithak mein swagat hai. 3% § @I 2 Section to the meeting.

Chaliye, aaj kee baithak Shuru karte hain. EISIACIE] ﬁaﬁ‘ﬂ'@'ﬂﬁél Okay, let us start today’s meeting.
Sabhi sadasya agenda ke binduon ooft gew e é:ﬁgsﬁ AT fR Tl | All members may give their suggestions

par apna vichar rakhen.

on the agenda points.

Sir, iske liye humen computer prabhag

T, 36 foT B Sheet ST

Sir, for this we will have to seek help

se madad leni padegi. Heg ot el from the Computer Division.

Main is sambandh mein us prabhag ke T 3 e T 39 T o AR & [ will talk to the officer concerned

adhikari se baat kar loonga. WH@TFIIITI from that Division on this matter.

Sir, is project ko poora karne kee antim W, 3] T I T F A Sir, what is the last date for

tithi kya hai? sifom fafer m 22 completing this project?

Jitna jaldi ho sake. IEGEIS RS EEED) As soon as possible.

Budget ka anumodan note baithak ke EEEED) 31':@3? AT TH F Approval note for the budget will be

sanyojak taiyar karenge. TN IR | prepared by the convenor.

Sir, iske baare mein nideshak ki kya raay hai?] g, 36 A A ek Y T T 22 Sir, what is the opinion of the Director on this?

Iske liye nideshak ke sath sabhi varishtha 70 for ek o wny wft aftg St | For this we will have to call a high level

adhikariyon kee uchcha stariya baithak ﬁmﬁﬂﬁéﬁgﬂﬁﬁl meeting with the Director and all

bulani hogi other senior officers.

To sir, agali uchcha stariya baithak kab hogi? @ TR, 3FTeft 350 THIT I3 el TRTT? So sir, when will the next high level meeting
take place?

Agale saptah, somvar ko. ST HHTE, THAR il Next week, on Monday-.

Sanyojak, kripayaa is baithak ka TN, W%éﬁ?ﬂmﬁw?ﬁ{ﬁl Convener may please prepare the minutes of

karyavritt taiyar kar len. this meeting.

Aap sabhi ka dhanyavaad. IR EARE | Thank you everyone.
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A
ﬁm‘%‘%ma'm‘ﬁm%‘q‘} HATATE It

Boss has asked to stay back.

I have to extend my leave.

You may please prepare a reply.

You have to finish the work today itself.
Please flag important document.

Please ask him to call me later.

It will be a short meeting.

® NS AW

Convener may please speak about the last action

points.

9. The work may be divided among the committee
members.

10. This meeting should definitely be conducted once in
a month.

11. Meeting may be conducted only if at least S0 percent
members are present.

12. New members may be included in place of those

members who are absent on a regular basis.
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ATATeTd: Uh Elotdios
Hrafedla femfurgr

May kindly see

May kindly approve

May kindly accord approval.
Orders may kindly be passed.
Please discuss.

Please speak.

Please examine.

Please process.

Please put up urgently.

Please obtain comments.
Comments may be called for.
The case has been processed.
The request may be considered.
The proposal is in order.

May be rejected.

Submitted for kind consideration.
Submitted for approval.

The proposal may be approved.
Necessary action may be taken.
The matter has been examined.

The case may be closed.

The information may be furnished.

Put up for orders.

FHUAT FTATFA

FAT STIHIGA TG

AT T T&H il
AT AT T il
ST = il

YT 1T B

AT TET |

AT FRIETET R
ERRIRIE RIS CERY

T e furat yTe il
feeaforat sme 3 <)

STERUT T eI 4TS 2
30 T fora fora T w2
TS T 2
STt fofa ST Hehatt 21

T foremrel e 2
STFHTETS SR 2l

STEATS STFHITe R ST Hahal 2
HTEY FHRIETE! % S|

AT oAt STrer/aerr o fora T R

TeRUT S TR STT HehaT 21
LREIEXRCEK RS IR ez
RS S 2




praIfasdltst Brf A f2dt:

wTget At e fura & e ShTaTeri Us=IR <k, I

FTATAT § HT TET TR-TR TGN § ATd & T & yr=afera
Tyt 3 Tt T et fau o @ §, anfen aeem R
TRINT 3R 3TTereh OXeT Ua W&l o Hehl

FTHIE e & Haifem
FRTAT Bifer T TRIE T Helford JedTd b1 qLeor foham o 2
SATITIHAT ATATTF & qIT TeATSd g oh S Sl Taee
Sudey 2| AT SfRaT % SIgER wmEl i @l ?q wem
TRIRRT T SATHIEH STferd 2
SFFHIEATS T 2l

(et smem)

The proposal regarding procurement of office furniture has been
examined. The requirement is genuine and budget provision is
available under the relevant head. Approval of the Competent
Authority is solicited for procurement of the items as per the

approved procedure.

Submitted for kind approval.
(37Tt )

ATHTRT U A Haifera
Forear : wiftvegor shrsem 2 stfRrRTT =t 6 i
HATER ST feieh 21-22 ST, 2025 1 §-A1MRE forwersh TrRiemor
HrshA SRS fofa <7 =T 21
a: A ? Toh Sugeh AR/t & am A 15
S[ATS, 2025 T 6 AT Hl 399 FHY ST qTMh SATwTH
EIREINETIS IK:Ca

(Fer s

Subject: Nomination of officers for Training Programme.

The Ministry has organized a Training Programme on e-Office
from 21-22 July 2025. It is requested that the names of suitable
officers/officials may be forwarded to this office by 15 July

2025 for necessary action.

(ST ITET)

uftus & et

o : T=aar iy w1 ST

Tt SRR wd HETEl ¥ STy € T o Fates aiwew 7
fadie 15 TS, 2026 1 SRR Ry Wresar At & @fr
F Y 9T

T TETH TIErhT o STFHIG & ST foha Sirer 2
(fet o)

Subject: Observance of Swachhata Campaign.

All officers and staff members are requested to actively
participate in the Special Cleanliness Drive scheduled to be

held on 15 July 2026 in the office premises.

This issues with the approval of the Competent Authority.

(3T ITE)
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Note
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Seal
Stamp
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Policy
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