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1.Exercise of Powers   � � # �,� �����$*% 

2. Ex-Officio     
����� ��+  

3. Facts And Figures    $;<�# $��# ��6� 

4. File      ���
�8���
 

5. Financial Year     ��0$����
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6. For comments    ��0
+��
���  

7. For disposal     ��
�����
���� 

8. For information     ��)���
��  

9. Formal approval    �����
-���	��

10. For Strict Compliance   ����������
�
+��
���

11. Gazette holiday    	����=�>�0���

12. Grant-in-aid    ��
�������$��

13. Have no comments to make  ��� ����0
+�����
*6����%�

14. Head Clerk    
-�,����
���

15. Head of account     
�(������0��

16. Held in abeyance    �*����(# �����

17. Herewith enclosed    ��
��0<�����

18. Honorarium    ������%��

19. I am directed    ��
�������$���*������

20. Implement     ������)*%�=
# �?�+� 

21. In accordance with    ���# �������

22. In addition to    ����$*%���
����

23. In advance     # 	�$�� 

24. Increment     �
����$�0���

25. Initial pay     # ������$�(���

26. Inland letter    # �$�������
0$��

27. In order of merit    4*	$��# ������

28. In respect of     �����������)�

29. Interim reply    # �$���  

30. Intimation     ��$
���
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31. In the light of    �������*�������)�

32. Irregularity     ����4 ����

33. Joining date    �����# �������$��

34. Joining Report    �������$
�	�����$
����

35. Joining time     ����������

36. Kindly acknowledge recipt  ���
��
���)��������� ���

37. Leave not due    ����+���>�0�� �

38. Leave with pay    $�(������$�>�0���

39. Leave Preparatory to retirement  ����$��
����>�0���

40. Length of Service    ������ �
�

41. Maintenance allowance    ��������0$��

42. May be filed    8���
������0$����� ��

43. Medical Certificate Fitness  =������# �*	$��
-��+�

44. Memorandum    4 ���
0$��

45. Minimum     ' 0�*�' 0��

46. Ministerial Staff    �8�$��# �
��

47. Misappropriation    �(# �
�$�

48. Miscellaneous    8�0����

49. Modification    $������

50. Necessary Action    �������� �������

51. Non Official    	����������

52. Noted     �*����$��

53. Notification    # �,��)���

54. Noting and Drafting   ��0
+��$ ��
�(��

55. Office Order     �8�$��������
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56. Official Correspondence   �������
0$��������

57. Officiating allowance   ���������$���0$��

58. Out today     # 0��������*�

59. Paper under Consideration  ��)���# ,���
0$��

60. Pay bill      ��$����
�

61. Pay scale     ��$�����

62. Pending decision    8��
���*)�$0��

63. Personal file    ��0������
�

64. Please discuss    ��)����������
���# �@ �

65. Please expedite    >�$����
����# ����� ��

66. Please speak    	0
���*�

67. Prescribed form    ��4$�8����

68. Probation     # ��������

69. Procedure     �������,��

70. Promotion     $�0���

71. Recurring     # ���$���

72. Refund     ,�����
����

73. Reinstatement    ���
���

74. Reminder     �)$�����
0$��

75. Registration    �$# �	�
0$��

76. Retrenchment    >����

77. Returns      ����+��

78. Rough Copy    �0)����
�

79. Rules & Regulations   ��4��$������4��

80. Sanction     
-���	��
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81. Service Book    �����
0�$�������$���

82. Stock taking    ��
����
6$�
�

83. Submitted for information  ��)���
���
�������

84. Subordinate Staff    # ,���# �
��

85. Suspension    ��# 0$
��

86. Temporary appointment   # �������4��$����

87. Through Proper Channel   4*	�
-+�
����# ����

88. Time barred    ��# ���
�	# ��

89. Top priority    
��
�# 	�$�

90. Top secret     # �$�	�
$�

91 True Copy   ‘   # �
��� �
���

92. Urgent      $���$��������

93. Voucher     ��?�)��

94. Waiting List    ?�=�����)���

95. With Effect from    ��$��$ ��

96. With reference    ������
����
��

97. With retrospective effect   �
0>��$*%�
�	��

98. Yours faithfully     ��������
�$��

99. Yours Sincerely     ��0$���

100. Clerical Error    �
(������0
�

����

��������������������������������������������������������������������
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