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Annexure-II
Constituents of letter — (Specimen Forms of Communication)
Address From :

Letter No. with date
Addres TO oo,

Subject L e e e
Reference : From - If any
To - If any

Text : 1. Introduction
2. Body
3. Requirement
Signature with Seal
(Name /Desig. /Office)
Enclosure

Copy

YA UIeY
UYh BT UdT :

U3 9T 799 feHTh

edI&N HY HlgXY

W /U /BT



Demi Official Letter (Specimen) Annexure-III

XYZ
(with design) Address of Office From :
D.ONO.: oo Date:...............
My Dear /Dear Sir .....................
Subject U
Reference ...
skesksk
1,
With best wishes /Kind regards,
Yours Sincerely,
Sd/-
(Name)
Enclosure : If any
Address To : Shri .................. Desig.
G DI Y3 UwY
D, 9, T /4qH
gy Afed (I9d)
UYH BT Yl
3G UTADIT T T © oo AP ¢ o
o /0 s ]
LGS E O
RSB
keskesk
LS I 5 1 =2 T
YHBTHATS Afed /3TeR |fed
YT,
D, Y, I
()



Annexure — IV

Inter Departmental Note (Specimen)

Address From :
Sub.
Ref. @ .o,
skeksk
1,
XYZ
(Name /Desig /Office)
Date
Address To: ...oooviiiiiiiiiin. ..
SRITURT fewoll (Ureu)
UYh PT T :
AT e,
R iask: HERN
% %k ok
15 B 2 R 1 =4 OO
‘h, Y, I
(T /us /pratera)

TS YTl bl gdT



Annexure — VI

Office Order (Specimen)
Issuing certain typing of financial and administrative sanction and for communicating
government order on disciplinary matter.

Address From :
No. with date
Order NO. & oo of (Year) ......cooovvinnnnnnnn...
k ok ok
1S« PP
XYZ
(Name /Desig /Office )
TO, e
CopPY tO & e
EARISE! Gﬂé”ﬂ_ (ITeT)
oI e Wiafadl IIMIH® qHc
YYe BT TaT :
JMAIT T oo
I 3 . E ...............................



Annexure — VII

Notification (Specimen)

Notifying the promulgation of statutory rules and orders, appointment and promotion
of Gaz. Officers etc. through publication in Gazette of India.

Address From :

NoO. & Shri ABC /Desig is appointed to Officiate

AS et Vice Shri ..oooovviiiiiii . transferto ...................
XYZ

( Name /Desig /Office )
Receiver Address with Desig. :

No. with date

Copy :
STfErgzT ()
USh BT YT
RSEC 1 L e Bl W~
RS e TR FRGFART DY A D
e v =B I 6 152 MRS T s e 8 AT B
d,9 9

(M /UYeAM /e )

Tl T <19 gl :

U3 AT U9 feATd

wferferfa



