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Note:

1.

In this E-book, attempts have been made to explain about ‘English-Hindi Official
Words & Phrases’. 1t is expected that it will help departmental officers in their day to
day work.

Though all efforts have been made to make this document error free, but it is
possible that some errors might have crept into the document. If you notice any
errors, the same may be brought to the notice to the NACEN, RTI, Kanpur on the

Email addresses: rtinacenkanpur(@yahoo.co.in. This may not be a perfect E-book. If

you have any suggestion to improve this book, you are requested to forward the
same to us.

If any officer is interested in preparing E-book on any topic relating to Customs,
Central Excise or Service Tax, he may forward the E-book prepared by him to the
Email addresses mentioned above. After necessary vetting, we will include the same
in our E-book library for benefit of all Departmental officers.

The matter in this e-Book is based on variety of sources including material freely
available on Internet/Websites. The purpose of this e-Book is primarily education
and training. It is not our intention to infringe any copyrights. However, if anybody
has any issue with regard to any of the material used in this e-Book, the same may

kindly be brought to my notice on the email address mentioned above.

This e-book has been prepared with active assistance and contribution of
Shri K. K. Kushwah, Superintendent (Official Language), Central Excise
Bhopal. We, at NACEN, appreciate his participation and willingness to prepare e-
books so as to help fellow departmental officers in capacity building and upgrading
their knowledge.

If you feel that this e-book has really helped you in improving your knowledge or
understanding of the subject matter, we request you to take few minutes out of your
precious time and provide us your valuable feedback. Your feedback is important
and will help us in improving our e-books.

Sd/-

(C. P. Goyal)
Additional Director General,
NACEN, RTI, Kanpur
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Hfarcd feoafoiar (SHORT NOTES)

Absent without leave.

Absent without permission.
Absolved of the responsibility.
Acceptance is awaited.

Acceptance of tender.

Accepted and passed for payment.

Accepted on trial basis.
Accepted provisionally.
Accompanied by.

Accord approval/sanction to.
Accord sanction to.
Accordingly it has been decided.
Acknowledgement is awaited.
Acting in good faith.

Action as at ‘A’ above.

Action as at ‘A’ above.

Action is under way.

Action may be taken as proposed.
Action taken thereon.

Ad valorem.
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43.
44,
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Address all concerned.
Address not found.
Adhere to earlier decision.
Administrative approval.
Administrative Officer.
Admissibility of claim.
Advance copy.

Advance of pay.

Adverse entry

Advise accordingly.

Advise further development.
Advise the action taken.
Agenda is sent herewith.
Agenda will follow.

All concerned to note.
Appear for interview.
Application rejected.
Approval may be accorded.

Approved as per remarks in the
margin.

Approved as proposed.
Approved.

Awalit arrival.

Await further advanced report.

Awnait reply.
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Bill for signature please.
Bill is outstanding.

Bill passed.

Bills have been drawn.
Brief note placed below.

Budget provision exists.

Calculation and rates checked.

Call for explanation.

Call for the file.

Case has been badly delayed.
Case has been closed.

Case is put up for orders.
Case 1s under consideration.
Check and give remarks.
Checked and found correct.

Circulate and then file.

. Claim is time barred.

. Concurrence of Finance Branch

may be obtained.

Connect previous papers.

Connect relevant papers and put
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up.

15. Consolidated report may be called

for.

16. Contract may be terminated.

17. Convey the decision to all
concerned.

18. Copy has been forwarded for
information/necessary action.

19. Copy is enclosed for ready
reference.

1. Decision is awaited.

2. Delay cannot be waived

=

Delay in returning the file is
regretted.

Delay is regretted.

Delay may be explained
Delay should be avoided.
Delete the following lines.

Demand has been noted.

2 I

Discrepancy may be reconciled.

10. Discuss with papers.
11. Do the needful.
12. Draft as amended is put up.

13. Draft is concurred in.
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Draft is put up for approval.
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.
Endorsement put for signature.

Enquire into this case and report
carly.

Enquiry has been ordered.

Ensure that reply is not delayed.

Error is regretted.
Expedite action.

Expedite submission of report.

Expenditure 1s debitable to

Explanation from .... Has been
obtained and is placed below.

Explanation may be called for.

Ex-post sanction is accorded as

proposed.
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. 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
S001.

Further advice may be awaited.
Further communication will follow.
Further orders will follow.

Further report is awaited.

Give necessary facilities.

Give top priority to this work.

H.

His next increment 1s due

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

NACEN, RTI, Kanpur

giaeny 3uersts =l ¢l
3T WIS HT T §

fAffer / wgar deerel S Ae WY
g |

Y FRETS BISd fhU AT |

do&h & foU &g di@ faad &
Sia |

37t rdarer ofer & S |

ATl FAT I TeitaT &Y |
3 Y fora@r Sreem |

3T AR 3 AST AT |
3T Fr RAIE $r gcdrem Fi|

3Ry Faurd & S|
SH hIH Sl WA 37T & |

3HHT 3Tl AdeT Jf ... N ST B

g g YR fhar a1 @dhdar g7
T 39 g AT AT Hehel 87

Page 7



10.
11.
12.
13.
14.
15.
16.

1.

EHIRIGE BN EAGC]

. Tagree.

I disagree.

I do not agree with the above
views.

I fully agree with the office note.

I would like to see..........

In this connection attention is

invited to the noting at P.P.... of
File No...

Indents for signature please.
Inform accordingly.

Inform all concerned.

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

Issue today.

Issue warning to........

It is defective.

[t seems

Keep in abeyance.
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1. Leave asked for may be sanctioned.
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Keep in pending.

Keep this in view.

Keep with the file.

Kindly accord concurrence.
Kindly acknowledge receipt.
Kindly check.

Kindly confirm/considet.
Kindly countersign.

Kindly expedite disposal.

. Kindly expedite reply.

. Kindly instruct further.
. Kindly look into it.

. Kindly reply.

. Kindly review the case.

L.

Leave on ground of sickness may

be granted.

Lenient view may be taken

4. Let the status quo be maintained.

5. Locate the irregularities/

discrepancies.

6. lL.ook into the matter.

7. Lowest quotations may be

accepted.
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10.
11.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

M.
Make interim arrangements.
Make over charge to...............
Make us of..............
Matter has already been considered.

Matter has been examined.
Matter is receiving attention.
Matter is under consideration.

Matter is under correspondence and
you will be advised in due course.

Matter is under investigation.
Matter may be referred to.

Matter should be considered as
most urgent.

May a reference be made to...... ?
May an interim reply be given?
May be regretted.

May be approved.

May be cancelled.

May be concurred in.

May be considered.

May be debited to ....

May be deferred.

May be destroyed.
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.......... P FRIHR T S|
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ATFES 9T AR fRar ST @ g
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22. May be excused. &TAT fohar ST |

23. May be filed. BIgel Y f&am ST |

24. May be forwarded to ....... L@ A f&Ir T |

25. May be informed accordingly. I deTaR giad &Y fear S|

26. May be matter pending? FIT ATH W A0 I+ @r ae?

27. May be obtained. gred fohar ST |

28. May be papers be filed please? FIT FHIITT BISoT HT I ST ?

29. May be passed for payment. I & T arg fhar S|

30. May be permitted. AT < &1 ST |

31. May be petused. @ forar |

32. May be presctibed. fafed ferar sl

33. May be returned when done with. &/ g Jer W et &)

34. May be sanctioned. FoX foram S|

35. May be sent direct to ... ... HgrT AT 0|

36. May be taken into account. FT T (@1 A0 /&l Bae oem forar

S|

37. May be treated as closed. AT FHST S|

38. May be treated as urgent. 38 3fdclea THST AT

39. May kindly accord sanction. HIT aqat\fr e

40. May kindly see. 3dellhel & o |

41. May please furnish the requisite HUAT e = |
information.

42. May please see after issue of the 3ck AT & S & d1g HUAT <W|
reply.
43. May please see before issue. g7 SIRY gl 8 Ugel $udr ¢y |

44. May please see for information. HYAT H\?JT-ITQSF X Gl

NACEN, RTI, Kanpur Page 11
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45. May the proposal be accepted.

46. May this be forwarded?

47. Must be rigidly adhered to.

48. __may be asked to officer remarks.

49. __ May be requested to clarify.

50. __ May like to see.

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

Necessary action may be taken.

B e

Necessary correction may be
carried out.

2

Necessary provision exists.

6. Necessary provision has been made
for it in the works programme.

7. Necessary report is still awaited.
8. Necessary steps should be taken.
9. Needs amendment.
10. Needs close supervision.
11. Needs no comments.
12. No action is necessary.
13. No change is considered necessary.
14. No funds are available.
15. No further action is called for by

NACEN, RTI, Kanpur
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$sS & Y Irelel fHaAT AT
__ ¥ FHfPad ¢ & faw @ver S|

¥ TEaor & for Adesd fRar
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MIG SEAT AT |

AT T AT H o AT AT §
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3TaTS WY FX foram A0

3MaRTh e HiSle Bl

AT FRIHH A 3T O 3maTS
SIEAT HT & TS § |

3nafera R & 3l g udem & |
3Ta2TH HRIATET Hr AT |
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Slg IRl HTITF Al Silel STl

A 3T gl &l
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...........

. Orders may be complied with

Seizure of goods
Self-explanatory
Serve a notice
Service Book

Set aside

Severally & Jointly
Severe action

Show Cause Notice

T.

matter  needs

investigation.

thorough

The meeting has been fixed for the
next month.

The next hearing has been fixed
for.....

HTel T 3TTRIET

I: TS

AN drHTeT el

bar gieaehr

(& AT / T 3R & Sl
gUh gUh IR FIFd &7 A
HOR HrIdTer

HROT Fd131T Afed

AW A Gl ot Jnaeasar
gl

S [P Agl W T Ty
R arT
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A.
1. Above mentioned IR Afese
2. Acknowledgement gradr
3. Act DB RE
4. Action as at ‘A’ above- 3W ‘& & AR HRATS H AT |
5. Ad hoc ded
6. Adjudication =T fuTgeT
7. Administration TTHT
8. After consultation with T WHY F |
9. Agreement CTry
10. Allowances e
11. As a last resort AT 39T F T H
12. As a matter of fact arEdd H e3gd /
13. As a result of & IRUTH TR
14. As a rule Tag
15. As a special case TIAY ATHAT HATART
16. As a whole ep=pee
17. As above ST I AT =T §
18. As above SRIFATIAR
19. As against I A& I Jofel H /
20. As already pointed out 4T 1 g IdrR—T ST Rl g
21. As amended AT FATT

NACEN, RTI, Kanpur Page 14



EHIRIGE BN EAGC]

22. As amended

23. As an exception

24. As an illustration
25. As an introduction
26. As and when

27. As before

28. As compared to

29. As decided

30. As defined

31. As desired by

32. As directed

33. As discussed

34. As early as possible
35. As early as possible
36. As far as permissible
37. As far as possible
38. As far as practicable
39. As follows

40. As for instance

41. As he thinks fit

42. As hereinafter provided
43. Asif

44. As in force for the time being
45. As is where is

46. Asitis

NACEN, RTI, Kanpur
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aR@T & FT H
9 et

Tge i

I Jolell H
ST i Ao foRar I §
JaT gieig
I STETTAR
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T & AR
Trefrer
Trefrer

I8 e 3Ty gl
JYTHHT

JYTHHT
IGESICITCG]
3eTeR0T & ferw
ST a8 39 g
ST s forar g
HTAT

SteT fhergrer ore] &
SHT & STel &
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47.
48.
49.
50.
51.
578
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.

As it stands

As laid down in

As listed below

As may be necessary
As mentioned below
As modified

As modified

As near as possible
As notified

As of right

As per details below
As per extant orders
As per instructions
As per need

As per opinion of

As per rules

As per standard distribution list

As pointed out above
As proposed

As proposed

As recommended

As regards

As required

As revised

As soon as

NACEN, RTI, Kanpur

Star @1 e fr gt 7 e = §
ST 3TaeTe @

ST =i gl 33T §

T gRafda / Tur gafaa
T gnfada

JATEHT Telshc

TUT Jfegad
AR & H

A fed s & 3TAR
qoAT T & ITER
Remd ¥ AR

IR ATTHR

 HAHN

PRI

ATl faROT g & AR
ST I FUX IdIT =T §
JYUTIEATTIA

JAT JEATad
fawIRer & TR
fawr &

IR ATTHR

TgT geiferd

refer
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72
73.
74.
75.
76.
77.
78.
79.

80.
81.

82.
83.
84.
85.
86.
87.
88.
89.
90.
91.

As soon as possible
As stood on.....

As the case may be
Assessee
Assessment
Attested

Auction

Audit

Bond
Bonded

Call attention notice

Casual leave

Children education allowance
Circular

City compensatory
Classification List

Clause

Commuted

Compensatory

Confidential

NACEN, RTI, Kanpur

aregifehd
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EGTATRHYOT FAT
3 TEHAS BT
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92.
93.
9.
95.
96.

97.
98.
99.

100.
101.
102.
103.

104.
105.
106.
107.
108.
109.
110.
111.
112.
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Consignee
Consigner
Consignment
Converted

Corrigendum

D.O. Letter

Deputation

Despatch

Ditference of opinion

Draft

During the course of discussion

Duty

Earned leave

Enquiries made reveal that
Establishment

Ex post facto approval
Excess is due to

Expenditure Section
Explanation may be called for
Extra ordinary leave

Extracts

NACEN, RTI, Kanpur

AT & gRI
HIATY

FfSd 3rgeprer

Sl & HATe[HA g3 $r

TATIAT
el 3eTHT
AT HT HROT Ig & 6
T 3T
EISEIOT AT ST
3THTYROT el

S
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113.
114.
115.
116.
117.
118.
119.
120.
121.
122.
123.
124.
125.
126.
127.
128.

129.

130.
131.
132.
133.
134.
135.

EHIRIGE BN EAGC]

Failing which

Fair and equitable

Follow up action

Follow up action

For and against

For and on behalf of

For approval please

For attestation please

For comments and return
For compliance

For concurrence please

For consideration submitted
For disposal

For early compliance

For early remarks please
For examination and report in due
course

For expression of opinion
For favour of orders

For favourable action

For financial concurrence please
For further action

For guidance

For immediate action please

NACEN, RTI, Kanpur

VAT oF A T

3fad 3R A gerd

3fefdcil SHhRarg

3fefddil SHhRarg

gsT 3T fauer A

& foT 3R $r 3w @
HUAT JHeTAIG TTed HY
HUIT dHH HL
feoquft & &y e & fow
et & forw
TeATT T forr
framrd g&qa
fAges & o

frer 3fearereT & fordr
o ofrer feeqolr &

T e 3R TUEHET RO ¢ &
o

T Yhe hlad o o

HUAT A &

3felehel HNEATS & T

AT facdra FEAfT el Y
39Tl HRATS & o
ARG & faw

U] Tcehlel HRATS Y
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136.
137.
138.
139.
140.
141.
142.
143.
144.
145.
146.
147.
148.
149.
150.
151.
152.
153.
154.
155.
156.
157.
158.
159.

EHIRIGE BN EAGC]

For information only

For instance

For interim information

For perusal

For perusal and orders please
For perusal and return

For private use

For public purpose

For ready reference

For reconsideration

For remarks

For sanction/approval please
For signature

For suggestions

For suitable action

For sympathetic consideration
For the present

For the purpose of

For the time being in force
For verification

Forwarded and recommended
From pre page

From time to time

Furnish details

NACEN, RTI, Kanpur

el o & o
3eTeX0T < ferw
HedRA I & faw
HTlIhaTS

T W 3R ey &
@I dlferl & faw
S g & fav
Arasifeier 9T & forw
deeptel fder
gAfdar & faw
fecqoly & faw

FHoll 31TATe & faw
gEAETTY

g &1 & forw
39 HRArs & o
TP R & fae
fpergTer

& TSt & faw

39 AT AR

AT & v
AT IR T
Aol gvs @
AT AT T
SIRT S

Page 20



160.
161.

162.
163.
164.
165.
166.
167.
168.
169.
170.

171.
172.
173.
174.
175.
176.
177.
178.
179.
180.

EHIRIGE BN EAGC]

Gazette

Give effect to

Hard and fast rules
Having regard to
Herein provided for
Herein-after
Herein-before

Hold in abeyance
Hold lien on post
Holiday

House rent

I am directed to say

I am to add

I beg to submit

I have the honour to say
§S. T

Immediate

In full

In a body

In a roundabout way

In abeyance

NACEN, RTI, Kanpur

PRITedd T

gah g

P LT H WA §U

A 3ydfad

SHH 3HO 3P 9T /
S SO TR , SO
ST

ue I ferae

TR

Heplel foRTT

A TE el 1 AU EI
7S ¥ & foweT &
fdesT & b

qreY fAdee & fo
HRATT ATl T

ccehlel

qr

N

a9 fAdat Teh g & &9 7 /
IMNT AT ST A
gregfEag
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181.
182.
183.
184.
185.
186.
187.
188.
189.
190.
191.
192.
193.
194.
195.
196.
197.
198.
199.
200.
201.
202.
203.
204.
205.

In absence of information

In accordance with
In addition to

In advance

In aid of

In all aspects

In anticipation of
In any case/event
In any form

In as much as

In association with
In bad faith

In blank

In bond

In breach of contract
In camera

In case it appears
In case of failure
In case of doubt
In case of need

In compliance with
In confirmation of
In conformity with
In connection with

In consequence of

NACEN, RTI, Kanpur

EHIRIGE BN EAGC]

gaaT & 3789 H
% 3HeH

& JfdRerd
TEd O

f& gerar #
q STl #

T gegrem H
fondl ot grofd &
fray off &7 #
STel d& o

% AY AR FEIFd FIh/

HESHTT |
IGEC

ERREISIC
Hfder 1 HIT A gU
9 A A

Ife gl giar ar
fawher 81 S W
T gy 9T
3TIRThcT TSl T
% JegdTeled H
$r gite 7

F e

& o &
& IRUTHAEGRT
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206.
207.
208.
209.
210.
211.
212.
213.
214.
215.
216.
217.
218.
219.
220.
221.
DA%
223.
224.
225y
226.
2277
228.
229.
230.

In consideration of
In consultation with
In contact with

In contemplation of
In continuation of

In contravention of

In correspondence with

In course of

In course of business
In course of time

In default of

In descending order
In detail

In discharge of duties
In disorderly fashion
In due course

In due time

In duplicate

In each case

In excess of

In exercise of

In extenso

In fact

In favour of

In figures

NACEN, RTI, Kanpur

EHIRIGE BN EAGC]

Pl LT A @A §U
q WA b

& d9h H

P LT A WA §U
& 3T

& Qg 1 3edgad ™A gU /

d 97 gdgR H
& G
HTH & GRIeT
JUTHHAY

& AT H
3l A H
fardr &
hded drelel H
YAy d § H
JUTHAY

5 g AT H
ar gfaar #

& AAA H

q Hfes

T JAT A T
FAEAR
aredd H

& 98T H
3R H
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231.
232.
233.
234.
235.
236.
237.
238.
239.
240.
241.
242.
243.
244.
245.
246.
247.
248.
249.
250.
251.

DA%

EHIRIGE BN EAGC]

In force

In full and final payment
In future

In general

In good circumstances
In good credit

In good faith

In good order

In his discretion

In his own interest

In his view

In implementing the decision
In keeping with

In kind

In lieu of

In like manner

In lump sum

In matter of

In memorium

In modification of

In official capacity

Kinds of leave

NACEN, RTI, Kanpur

a

ol 3R Fehdl T
wfasy &

HHAAR 9T

T aRfeafaar &
ST Ucdd

FAEECED

a

e feufa &
Tafdas &
39 fgd A
3o faar &
forg st Frfead A §U
& ITET
a&d &9 H

& dgol H
33 & |
THHT

& fowg &
AT H
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uq I efad &
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253.
254.
255.

256.
257.
258.
259.

260.
261.
262.

263.
264.

265.
266.
267.
268.

Legal
License

Licensee

Medical
Most immediate

Most urgent

Muster Roll

Nil Report
Note

Notification

Optional

Overtime

Pay & Accounts
Preventive
Price List

Public Notice

NACEN, RTI, Kanpur

EHIRIGE BN EAGC]

3fa doprel
3rfa ofrer
3uteafa goir

e R

ddel UG oIl
IGEIECT
'~'\(y (3N
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269

270.
271.
PATI%
273.
274.

275.
276.
2717.
278.
279.
280.
281.
282.
283.
284.
285.
286.

EHIRIGE BN EAGC]

. Quotation

Receipt
Reminder
Restricted
Revenue Audit

Rule

Secret

Section

Seized goods
Self-removal procedure
Show cause notice
Statistics & Information
Study

Sub Section

Sub-rule
Superannuation

Surety

Sympathetic Consideration

NACEN, RTI, Kanpur

T 3TATETT

TSIET oI@r gretr

CINTS|

S

YT

CIEDRGEE I
oA e ggfa
hROT ST el
&I Td =1l
3T

STEURT

39 faaA

fAade

s

A
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T.
287. Technical JdhaiThr
288. Tender fafaer
289. Through proper channel ICIBCE
290. Top secret A I
291. Trade Notice SR Tl

U.
292. Urgent ofyer

V.
293. Valuation and Classification Hw ug geffeor
294. Verified gcarfug
295. Vigilance dhdT

w.
296. Warehouse P= ISElIAL:]
297. With regards e

Y.

298. Yours faithfully HIET
299. Yours sincerely HIST

(3T Heholol JEdh HHABRIT JAUTAT  d HRATT FeliAehl § HIHR
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9cadTH (Designation)

Chairman / Chairperson
Member

Principal Chief Commissioner
Chief Commissioner

Principal Commissioner
Commissioner

Additional Commissioner
Joint Commissioner

Deputy Commissioner
Assistant Commissioner
Principal Additional Director General
Additional Director General
Additional Director

Joint Director

Deputy Director

Assistant Director

Chief Administrative Officer
Administrative Officer

Deputy Office Superintendent
Chief Accounts Officer
Assistant Chief Accounts Officer
Gazetted Officer

Office Superintendent

Stenographer

JEgaT

&

JHY HET HATad
S 9 3
HET AT Fd
L) 3
UHY 3ATIFd
) )
3T

o]

I 3G

JIad 3Iad
9 9

39 3gFT

qEIh JTYrc

YHE 3R HeIfACIH
3R AR

IR HAewh

TgFd facers

39 faAderen

qegrh fAcers

AT FRMEfAS TR
gemafas e
FrATT 39 37efieTdh
HEY olEm SR

HET I ATT oWl HHRI
NERIECEGIBENY
FATer 3refaTs
EINICIEED
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Personal Secretary
Superintendent
Inspector
Executive Assistant
Steno

Tax Assistant
Lower Division Clerk
Hawaldar

Sepoy

Translator
Personal Assistant

Controller

s afaa
3refleTen
IGEUSED
FRISRT HEIH
CINISIRE]

X HETH

ki ced I EIEED
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USTATYT I o8

o SIRT 3 (3) ) 3MC2AT HI YR ) e %100 gfasmd
o el A AT TER  )&FaR ) o W H F%90 -
o W H WO -

o @ H T%55 -

o Tl # feouor e 50%

o foedl & UIcd 937 & 3cak eeal H ol o %100

o Redr TAHTE Soh o T A H Th &R
o Recr FIemaT o diel HAIE H Ueh I
o 3fTerTalt sy faAdretor o 20%(FFATH 3TeTHIT)
o fRecr ufretor (s1T9T,EehuT, MR ) e %100

o RS TEH G Tl o T AT H 50%

%k %k %k %k %k
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