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GOVERNMENT OF INDIA
Office of the
Pr. Chief Commissioner of Income Tax,
Andhra Pradesh & Telangana, Hyderabad
“C’ Block, 9" Floor, IT Towers,

10-2-3, Tt TTeH, gaareTe - 500 004 10-2-3, A.C.Guards, Hyderabad — 500 004
.. T T/ & RT3 TR HTHTH/2021-22 feame® : 16.11.2021
¥ar A,

qET HAET JIFT IH1YFd, gedara/ CCIT, Hyderabad

2. AT AR HGFd (IRSUGTH), faemaaeevrs / Rsrgarst
CCIT (ReFACQC), Visakhapatnam/ Vijayawada
3. AR AgITaeers (374.), gelrare/ DGIT (Inv.), Hyderabad

4. oY U T A &7 F gt Fre yHw
All Heads of Offices of AP & TS Region

v e -1 F1 HqIEe - FEe Glesd A gfawrd Reqoft swas
& HaU H |
Sub: Compliance of OL Rule-11 — for printing bilingual notings inside the file

: folders — Reg.
Al Hgled,

YedeT Y ST FRileadsl FATT 1 11487 dow & foF & Aoy qor aeear
Rt 27.10.2021 &1 AT TUT ATT NHE HIFA FRATEH, gelaE (FEarer)
USTHANT HRileadel HATT 1 Joeh H YT FEled & WSUAR A Ig G Fa &l
fcer §34T%%qﬂu‘mqﬁugerd IS Blesd &l BUS Giaeml &7 ST | BEal W S
w1 ATH IS & WY BIET A 2 g 3 g W FEET H GqFd Reaforat s amermiet
ous e w7 ¥ 1 Sre, Jife FReEREt i sAaREl @ aee @l e e A
deehlel Hgr el fAer Th 3R AT YA d el &7 & T By & wrAt F gefer g
G

39 U9 & Wy oot ik it & FHar aURd siars gq 9vd g

L \\\ gﬁ?\

mﬁ‘&&m (tr.sn.),
FEATITT T AT AR Y,

LERICICY

Hodas : AR




IRl garT smrel W s areer

Phrases commonly used by the Officers

1. | I agree/disagree. H @gHaa E»\i [AgHT =T8T él

2. | Please discuss. CRRI TIT HY|

3. | Sanctioned. W/ﬁ\—,‘;\ql

4. | Approved. 3{@@%;”

5. | Expedite action. AT wrars wY

6. | May be permitted. HEATT &1 T

7. | All concerned to note. T geEferg A FY)

8. | Appropriate action may be taken. RIEG HNATS T ST

9, | Delay Cannot be waived. o s F7 AT Fer forar o GehdT|
10. | Urgently Required ;\{3;{ BlIRY

11. | Comments may be called for from... | ...  feoqofr @yl ST |

12. | I am directed to inform that ;13} qu%a P FT AT g3 g &
13. | Action may be taken as proposed. UEdT & 3TER m{aré- &I 1T
14. | Summary of the case may be put up. Y AT &7 O- e C) T ST
15. | Circulate and then file. giEferg &3¢ BT By

16. | Follow up action gl @ars

17. | Facts of the case may be put up. AHS & Tz T I ST

18. | Delay may be explained. qoF s &7 FROT Tarar ST

19, | It may be informed accordingly. QLTINS qqﬁa- T STy

20. | Minutes may be drawn. q;raﬁa‘}_—d' SRICECT R

21. | Orders may be complied with. 3mee &r W Far 17|

22. | Comments not necessary. fecqoft smaeas g

23. | Issue instructions forthwith. TehTor Wgr SRT fRIT STT

24, | With best wishes/with regards. ngqa;[gq;mﬁ afed/aes|

25. | Asrecommended by...... | Fr AR & 3+@ER |

26. | Please Speak. HUAT TdT F|

27. | Please put up a self-contained note. T m;q;u‘r fecqufy T |
28. | Draft approved as amended. JUTEAIRT JGleT 3{3)341%3 forar Srar g
29, | Issue reminder urgently. @W HATARS AT |

30. | Await reply. 3l &1 gAET Fr Sre)

31. | Explanation may be called for. FISEIRIUT AT ST

32. | Submitted for orders/ instructions. msr/WQr & oo eI gl

33. | Submitted for perusal/ approval. m/a??:]’la;r & forT eI gl
34, | For information and necessary action =T Uqd HT9gF W]é’ & oo
3S. Retrospective effect may be given. qﬁa?ﬁ EEICATT

36. | Administrative & financial approval. ERIGIGERR IE R IR 3{@3:[’[37-[

37. | Relinquishment of charge FEIAR BT

38. | For sympathetic consideration. qqg[?:_,rgq;% q(\‘cia; TR & oo

39. | Fix a date for the meeting. do& & fow EFﬂ'é’ ali@ Faa fr |
40. | In public interest qefega &




HTHATT YAEART $T ATdS T
STANDARED FORMS OF GENERAL CORRESPONDENCE

1. | The information /report called for in the above matter is | IuRYFa fawr gv #BEN 715 Fae/RAE =T §l
‘NIL’ A A
2. | The Report /Information called for in the reference cited | sqqerq "oy & #RN 75 e, o =uiiRa
is enclosed in the prescribed Proforma. o °
WHIAT H Holael &
3. | Please refer to this office letter cited on the above | suRYeFd AWy W 3§ FRATHT & IT & e ol
subject.
4. | The statement information / report called for has not | sferg fRavor/g=n RUE 33 d& urca g0
been received so far. The same may be sent ° '
immediately. §3ﬂ/§é g1 Foar 39 ofte e <
5. | The Weekly/ Fortnightly/ Monthly/ Quarterly/ Half | sqqieq e @X sEd Ay ... F AT
Yearly/ Annual  Report for the period ending
............ on the above subject is forwarded herewith. | 3/@f & AT g& HRATET T HcAlgh/ qrieteh /
i, Yafas/ s, affe Rae aei
ST 8l
6. Delay in submitting the case is regretted TS F UEad e & g5 fAde & v g §
2 S
7. | The case is to be placed before DPC AHET & Raeiy weaa @ & gEdd
el
forar ST §
8. | Probation period has been successfully completed g dieT 39 T Iherdiade W AT =T §
9. | I have been directed to inform / request you AT YR TE gRa AU S T A
D o fo)
g3 Y
10. | The information sought under RTI may be replied T & TFER & dgd HEN TS I &l
immediately ° °
3ca deehlel e Sw
11. | Case may be transferred to the concerned office HAIHT TSI FATTT &I TAATART Har ST
12. | This amount may be deducted in ---- equal instalments Ig UM - GAT fhedl & FHET v
13. | Give details of all pending advances gt dfea 3aET &1 faawor yeqad
fo)
14. | Medical claim may be passed for payment RIfFcET &9 &I 79T & v aRa fhar S
9
15. | Medical leave of Shri ------ is sanctioned ;o T RAfFcar ol Ao H I §
Pc
16. | Payment for 10 days leave encashment may be made eq & & 3IIPIY TREIEIOT FT T T
2
ST HehdT ¥
17. | Mention all terms and conditions in tender notice AR gaeT & gl A vg adt A 3o
&Y
18. | No objection certificate from Vigilance Section is TaFdT 3THRET &7 FATI AT 95 HETF ¢
mandatory °
19. | Kindly acknowledge. FIIAT Iradr Jor
C
20. | Please comply before due date. FUIT AId AT T gl SHhT UTeled Gorg
C
21. | Please see overleaf CRR ICERI 75 X C)
22. | Please intimate ...... accordingly. AT ... FI deTaR gag fhar e
23. | Pending cases be disposed of early. JEeg #a g AuerR” S
24. | Reply today/early/immediately/ without delay. 3cax 3ot &1 e doshrel/ ATaces ot
25, Office may note carefully. FEATIT CI9ddh Al Y
26. | Copy enclosed for ready reference. Jobra eyt & Tav gy o
27. | Reports submitted at an early date. e ofrer geag v Jv
o]
28. | Copy enclosed. gfafaf g &




