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Acceptance is awaited

Accepted and passed for payment

Accepted provisionally
Accord approval/sanction
Acknowledgement is awaited
Action as at "A" above
Action is under way

Action may be taken as proposed

Advise accordingly
Advise the action taken
Agenda is sent herewith
Agenda will follow

All concerned to note
Application rejected
Approval may be accorded
Approved

Approved as proposed

As directed

As Modified

Await reply

Background of the case
Benefit of doubt

Bill is outstanding

Bills for signature please
Bills passed

Brief note is placed below
Budget provision exits
Call for explanation

Call for the file

Case has been closed.
Case has been badly delayed
Case is put up for orders
Case is under consideration
Certified copy

Checked and found correct
Check and give remarks

Circulate and then file
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Concurrence of Finance Branch may be obtained
Connect relevant papers and put up.
Consolidated report may be called for.

Contract may be terminated.

Convey the decision to all concerned.

Copy has been Forwarded for
information/necessary action.

Copy is enclosed for ready reference.

Decision is awaited.
Delay is regretted.

Delay should be avoided.

Delete the following lines.

Demand has been noted.

Discrepancy may be reconciled.
Discuss with papers.

Do the needful.

Draft as amended is put up.

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.
Endorsement put up for signatures.
Enquire into this case and report early.
Enquiry has been ordered.

Ensure that reply is not delayed.

Error is regretted.

Estimated cost

Expedite action.

Expedite submission of report.
Explanation from------------ has been obtained and
is placed below.

Explanation may be called for.
Ex-post facto sanction is accorded as proposed.

Facilities are not available.

File in question is placed below.

File not readily traceable.

File these papers.

Fix a date for the meeting.

Follow up action should be taken soon.
Further advice may be awaited.
Further orders will follow.
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Further report is awaited.
Give necessary facilities.
Give top priority to this work.
Grant in aid

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

| agree.

I do not agree with the above views.
| disagree.

In conformity with

In lieu of

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------------

I would like to see--------------

Keep in abeyance.

Keep pending.

Keeping in view.

Kindly accord concurrence.

Kindly acknowledge receipt.
Kindly check.

Kindly confirm/consider.

Kindly expedite disposal.

Kindly expedite reply.

Kindly instruct further.

Kindly look into it.

Kindly review the case.

Latest by

Kindly reply.

Leave asked for may be sanctioned.
Leave on ground of sickness may be granted.
Let the status quo be maintained.
Locate the irregularities/discrepancies.
Look into the matter.

Lowest quotations may be accepted.
Make interim arrangements.

Make over charge to-----------
Matter has already been considered.
Matter has been examined.

Matter is under consideration.
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Matter is under investigation.
Matter may be referred to--------
Matter should be considered as most urgent.
May the proposal be accepted?
May be approved.

May be cancelled.

May be concurred in.

May be considered.

May be debited to--------

May be deferred.

May be destroyed.

May be excused.

May be filed.

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

May be passed for payment.
May be permitted.

May be perused.

May be prescribed.

May be regretted.

May be requested to clarify.
May be sanctioned.

May be sent direct to.........

May be treated as closed.

May kindly accord sanction.
May Kindly peruse.

------- may like to see.

May please furnish the requisite information.
May please see after issue of the reply.
May please see before issue.
May please see for information.
May this be forwarded?

(The) meeting has been fixed for the next month.

Most immediate

Must be rigidly adhered to.
Necessary action awaited.
Necessary action may be taken.
Necessary correction be carried out.
Necessary provision exists.
Necessary report is still awaited.
Necessary steps should be taken.
Needs amendment.

Needs no comments.

next hearing has been fixed for----
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next increment is due on----

No action is necessary.

No funds are available.

No further action is called for by----

No need to send a reply.

No progress has been made in the matter.
No such representation has been received.
Noted for future guidance.

Noted please.

Notes at pages------- may please be seen.
objection is not valid.

objection is withdrawn.

Offer of appointment has been sent to him.
Open part file.

Orders of the competent authority are required.
Order was cancelled.

Passed for payment.

Permitted.

Please acknowledge receipt.

Please check up.

Please comply before due date.

Please confirm.

Please discuss.

Please expedite compliance.

Please expedite your reply.

Please fix the date and time for the meeting.
Please give a copy.

Please distribute.

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

Please investigate and report.

Please obtain the explanation of the staff
concerned.
Please put up precedent.

Please put up draft reply.

Please put up papers early.

Please see preceding notes.

Please speak.

Please submit papers without further delay.
Please treat as most urgent.

Please treat this as very urgent.

Please treat this as strictly confidential.
Please turn over.

Put up for orders please.

Put up for information please.

Put up for signature please, the draft has already
been approved.
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Put up for perusal please.

Put up references.

Qualifying service.

Reasons for delay be explained.
Relevant papers to be put up.
Reply today.

Report is awaited.

Request can not be met with.
Required information is furnished herewith.
Required papers are placed below.
Rules and regulations

Refer to

Retrospective effect

Requisite information has already been given.

Resubmitted as desired.
Sanctioned.

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

Seen and passed on to--------

Seen and returned.

Seen and spoken.

Seen, thanks.

Speak please.

Status quo

Submitted for approval.

Submitted for information.
Submitted for orders.

Submitted for perusal.

Submitted for your consideration.
Suitable action may be taken.
Suitable reply may be given.
Summary of the case is sent herewith.
The proposal is quite in order.
This is not admissible under the rules.
This is inadmissible.

This may please be acknowledged.
This may please be approved.
Tour programme

Urgent attention may please be given to it.
Urgently required

Vacant post

With regards

Working days

Your faithfully

Yours truly/sincerely
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