
 

 

dk;kZy; i)fr 
( Office Proceedure ) 

dk;kZy; i)fr ds lEcU/k esa lkekU; fl)kUr & felyksa dk [kkssyuk] j[k&j[kko] i= O;ogkj bR;kfn ds 
lEcU/k esaA 
 jsy ç’kklu dh dkfeZd 'kk[kk esa eq[;r% LFkkiuk lEcU/kh dk;Z gksrk gSaA lkFk gh vU; 'kk[kkvksa esa 
Hkh LFkkiuk lEcU/kh ekeyksa ij dqN u dqN dk;Z fd;k tkrk gSA ewyr% fl)kUr ,d fo"k; ij ,d fely 
dk gSA vr% gj 'kk[kk esa dk;Z dks miq;Dr fo"k;ksa esa ckaVdj mi;qDr estj gSM fn;s tkus pkfg;sA ftlesa 
vf/kd ls vf/kd fo"k;ksa dk ladyu gksA mnkgj.kkFkZ% gj estj gSM dk Lo vfLrRo gS o blds fuEufyf[kr 
nks Hkkx gS%& 
1 gj 'kk[kk ds fy;s laf{kIr esa ,d o.kZ v{kj igpku gsrq fn;k tkrk gS o LFkkiuk lEcU/kh ekeyksa esa 
bldk ç;ksx fd;k tkrk gSA tgk¡ xksiuh; felysa gS ogk¡ bZ estj gSM ds igys vk;sxk o lkekU; felyksa esa 
ckn esa tSls%& xksiuh; fely bZ-752 o lkekU; fely 752bZ- 
2- fo"k; ds vuqlkj gj fo"k; dks ,d la[;k nh tkrh gS ftls estj gSM dgk tkrk gSA tSls osru 
vfxze gsrq la[;k 5] lkekU;r% QkbZy rhu çdkj dh gksrh gS çFke estj QkbZy tks uhfr lEcU/kh ekeyksa ij 
gksrh gS o estj gSM ds i'pkr 0@thjks dk ç;ksx gksrk gSA nwljh lc QkbZy tks estj QkbZy ls lEcfU/kr 
fo"k; ij gksrh gS bl gsrq la[;k 1] 2] 3 vkfn estj gSM ds i'pkr ç;ksx esa vkrh gSA rhljh ekbZuj QkbZy 
tks fo’ks"k fo"k; ds fy, [kksyh tkrh gS o vf/kd ç;ksx u ugha vkrh gSA bUgsa estj gSM ds i'pkr 1@1] 
1@2] 1@3 yxkrkj fely [kksyh tkrh gSA 
 estj QkbZy    lc QkbZy 
 601&bZ@0@inks@mijs@Hkkx&1 601&bZ@1@inks@xzqi&lh@mijs@Hkkx&1 
      601&bZ@2@inks@xzqi&Mh@mijs@Hkkx&1  
uksV %& la[;k nsus ds i'pkr var esa Hkkx&1] 2 vkfn fy[kk tkrk gSA 
 
lkekU; fl)kUr % 
1- ç/kku dk;kZy; o e.My dk;kZy; esa fdlh foHkkx dks 'kk[kk dgk tk;sxk o ;gkW ls ckgj foHkkx 
dgyk;sxkA 
2- çR;sd jsyos ds estj gSM vyx&vyx gSaA ;s gSM fely ds Åijh Hkkx ij iqjkuh fely la[;k ds 
lkFk fy[kk tk;sxk rkfd iqjkuk lUnHkZ irk djus esa vklkuh jgsA 
 
fely ds Åijh fgLls ij jsyos dk uke] LFkkbZ fjdkMZ ljdwys’ku iphZ] iqjkuh QkbZy la[;k] fo"k; orZeku 
QkbZy la[;k] lEcfU/kr fyfid o v/kh{kd dk uke o inuke vkfn fy[ks tkrs gSaA bl ij Nih ljdwys’ku 
Lyhi ;g crkrh gS fd fely fdl rkjh[k dks fdlds ikl x;h o foyEc dgkW gqvkA mnkgj.kkFkZ% lgk;d 
dkfeZd vf/kdkjh 14-10-2002 çoj dkfeZd vf/kdkjh 15-10-2002 eq[; dkfeZd vf/kdkjh @ eq[; vfHk;Urk 
16-10-2002 egkçcU/kd 19-10-2002 
 
fofo/k ekeyksa dks vyx fely esa pyk;k tkuk pkfg;sA 
lEcfU/kr fyfid ds ikl fdruh felys gSa mldk fjdkMZ v/kh{kd@i;Zos{kd ds ikl Hkh jguk pkfg;sA fdlh 
Hkh fely dks pykus gsrq lkekU;] vko’;d o vfr&vko’;d :i ls dk;Zokgh dh tkrh gSA vfr&vko’;d 
gsrq rqjUr /;kukd"kZ.k dk fy[kk tkuk pkfg;s ;k vko’;d esa çkFkfedrk nsus gsrq fy[kk tkuk pkfg;sA 
lkekU;r% lEcfU/kr fyfid dks nks fnu ls T;knk fdlh ekeysa dks çLrqr djus esa ugha ysuk pkfg;sA vf/kd 
ls vf/kd tfVy ekeyksa esa pkj fnu] blds i'pkr lqijokbZtj dks ,d@nks fnu ls T;knk le; ugha ysuk 
pkfg;s lkFk gh ,d@nks fnu esa lEcfU/kr çkf/kdkjh }kjk fu.kZ; fy;k tkuk pkfg;s vFkkZr~ viokn Lo:i 
dqN fo’ks"k ekeyksa dks NksM+dj fdlh fo"k; ij lkr fnu ls vf/kd dk le; fu"iknu esa ugha yxuk pkfg;sA 



 

 

,d QkbZy dks nwljh QkbZy ds lkFk yxkrs le; uhps dh fely ds iqB~Bs fn;s tkrs gSa rkfd nksuksa fely 
lqjf{kr o O;ofLFkr jgsaA 
fely ds fgLls % 
1- fely ds eq[;r% nks Hkkx gksrs gSa çFke fVIi.kh nwljk i=&O;ogkjA nksuksa dks vyx&vyx vkoj.k esa 
j[kk tkrk gSA fVIi.kh cka;h rjQ o i=&O;ogkj nka;h rjQ jgrs gSaA 
fVIi.kh % fVIi.kh ds vUrxZr os ckrsa@rF; fy[ks tkrs gSa tks fopkjk/khu dkxt ds fuiVku ls lEcfU/kr gSaA 
blesa fiNyk lkj] fooj.k] iwNs x;s ç’u dk mÙkj] fu;eksa dk gokyk] lq>ko vkfn gksrs gSaA fVIi.kh ds 
eq[;r% pkj Hkkx gksrs gSaA 
1-fo"k;] 2-laf{kIr fo"k; oLrq] 3-iw.kZ fooj.k&okWfPNr vko’;drk] iqjkuk lUnHkZ] fu;eksa lfgr oLrqfLFkfr] 4-
lq>ko ;fn dksbZ gS o okWfPNr fu.kZ;A 
uksV 'khV dks fVIi.kh @lkjka’k dgrs gSa o gj ì"B ds Åij chp esa i`"B la[;k nh tkrh gSA [kkyh i`"B jgus 
ij mls ,d dksus ls nwljs dksus rd dkV fn;k tkrk gSA fVIi.kh i`"B ds lkFk lwpuk 'kkfey djus gsrq dbZ  
C;kSjs gksrs gSa tks vuko’;d :i ls yEcs gks tkrs gSaA ftlls e`[; ckr Nqius dh lEHkkouk jgrh gS vr% ,sls 
C;kSjksa dks fVIi.kh dk ifjf’k"V cukdj vyx ls ckr Nqius dh lEHkkouk jgrh gS vr% ,sls C;ksjksa dks fVIi.kh 
dk ifjf’k"B cukdj vyx ls j[kk tkuk pkfg;sA bUgsa fVIi.kh dk ifjf’k"B dgk tkrk gSA 
fVIi.kh i`"B ds chp dksus esa Øe la[;k ftl ij fopkj fd;k tkuk gS] vxj gks rks] fy[kk tkuk pkfg;sA 
blds i'pkr fo"k; o fo"k;oLrq nh tkuh pkfg;sA dksbZ iqjkuk lUnHkZ gks rks fy[kk tkuk pkfg;sA okWfPNr 
vko’;drk D;k gS fdu fu;eksa dk gokyk fn;k gS] oLrqfLFkfr D;k gS] D;k fu;e gS] D;k visf{kr gS] lq>ko 
D;k gS o D;k fu.kZ; pkfg;s vkfn fn;k tkuk pkfg;sA uewus ds rkSj ij ,d fVIi.kh i`"B çk:i vuqcU/k 
¼VIII½ layXu gSA lEcfU/kr fyfid iw.kZ fooj.k fy[ksxsa] v/kh{kd @i;Zos{kd o vf/kdkjh okLrfod fcUnq ij 
tksj nsxsa o fu.kZ; @funsZ’k çkkf/kdkjh nsxsaA 
fVIi.kh i`"B ds lEcU/k esa bl ckr dk Hkh /;ku j[kk tkuk pkfg, fd lEcfU/kr i;Zos{kd @vf/kdkjh }kjk 
mlij dksbZ vkns’k ikfjr fd;s gSa ;k gLrk{kj fd;s rks mls QkbZy ls gVk;k ;k cnyk ugha tkuk pkfg;s 
vkSj uk gh fVIi.kh esa dksbZ xyrh gksus ij mlij dksbZ vU; isij fpidkuk pkfg, cfYd xyrh dks isu ls 
dkV fn;k tkuk pkfg;sA 
i= O;ogkj % blesa vkofr;k o fuxZeksa dh dk;kZy; çfr;kW rFkk Lor% iw.kZ vUrjfoHkkxh; fVIif.k;kW vkSj 
muds vuqcU/k gksrs gSaA buds lkFk yEcs layXu i=ksa dks vyx ls j[kk tk ldrk gSA ftls i= O;ogkj dk 
ifjf’k"B dgk tk ldrk gSA budks fely esa j[kus ls fely ds vR;f/kd cksf>y gksus dh lEHkkouk jgrh 
gSA blesa yxh vkofr;kW o fuxZeksa dh çfr;ksa ds fy;s Øe la[;k nkW;h vksj dksus esa fy[kh tkuh pkfg;sA i= 
ds layXud pawfd mlh i= ds Hkkx ekus tkrs gSa vr% mUgsa la[;k 1@1] 1@2] 1@3 vkfn nh tkrh gSA 
¼1½ i=&O;ogkj ds çdkj ,oa dk;Z fof/k % 
i=kfn dk elkSnk rS;kj djuk % 
1 i= fVIi.kh ì"B ij fn;s x;s fu.kZ; @vkns’k vuqlkj cuk;k tk;sxkA fely dh la[;k gh i= dh 

la[;k gksxh i= la[;k ds var esa Øekad ftlds }kjk i= tkjh fd;k tk jgk gS] vafdr gksxkA tSls 
601&bZ@inksUufr@vkfVZtu@xzsaM r`rh;@Hkkx çFke@18 ¼18 Øekad blfy, Mkyk x;k gSa D;ksafd Øe 
la[;k 18 ls i= tkjh fd;k tk jgk gSA½ 

2 ,d fo"k; ij ,d i= dk ewy fl)kUr gS ijUrq vxj ,d i= esa nks ls vf/kd fo"k; gS rks ewy fo"k; 
okyh i=koyh esa i= yxsxk o vU; lEcfU/krksa dks çfrfyfi nsdj fVIi.kh yh tk;sxh rRi’pkr ewy 
i=koyh ls mÙkj tkjh gksxkA 

3 jsyos cksMZ dks Hksts tkus okys i= lfpo] jsyos cksMZ ds uke ls Hkstk tk;sxkA funsZ’kd dk mYys[k 
dks"Bd esa gksxkA 

4 lkekU; i= ,d dk;kZy; ls nwljs dk;kZy; ls lkekU; i=kpkj ds fy;s fy[kk tkrk gSA 
5 v)Z 'kkldh; i= fcuk vkSipkfjdrk ds ,d vf/kdkjh ls nwljs vf/kdkjh dks O;fDrxr rkSj ij fo’ks"k 

fo"k; ij /;kukd"kZ.k gsrq fy[kk tkrk gSA 



 

 

6 vUrjfoHkkxh; fVIi.kh lkekU;r% lykg] fopkj tkuus] lR;kiu bR;kfn gsrq ,d foHkkx ls nwljs foHkkx 
ds e/; gksrh gSaA blds }kjk fu;eksa dk Li"Vhdj.k Hkh fy;ktkrk gSA blh çdkj ç’kklfud funsZ’k 
dk;kZy; vkns’k }kjk tkjh fd;s tkrs gSa o ç’kklfud Lohd`fr lkekU; vkns’k }kjk nh tkrh gSA 

7 i= Li"V Hkk"kk ds lkFk laf{kIr esa Li"V lans’k ds lkFk cuuk pkfg;sA fdlh çdkj dh Hkzkafr mRiUu u 
gks bldk /;ku j[kk tkuk pkfg;sA yEcs i= gksus ij var esa laf{kIr lkj fn;k tkuk pkfg;s ,oa lkFk esa 
fiNyk dksbZ i= ;k lanHkZ gks rks vo’; crk;k tkuk pkfg;sA 
 

8 i= @fVIi.kh ì"B çk:i ds lkFk D;k&D;k vuqyXud yxsxsa] Li"V gksus pkfg;sA ftudk gokyk i= ds 
var esa fn;k tkuk pkfg;sA 

9 i= ds nksuksa rjQ gkf’k;k ¼ekftZu½ NksM+k tkuk pkfg;sA 
10 elkSns ds lkFk vuqeksnukFkZ elkSnk dh iphZ yxk nsuh pkfg;sA 
11 'kkldh; ,oa v)Z 'kkldh; i= fely ds i= O;ogkj Hkkx esa 'kkfey fd;s tk;sxsaA 
12 v)Z 'kkldh; i= ftudk okil tokc Hkstuk gks] muds mÙkj i= O;ogkj Hkkx esa j[ks tk;sxsaA 
13 usfe fVIif.k;ksa dk dkxt & xkS.k egRo dh ckrksa ls lEcfU/kr çklafxd fopkj&foe’kZ ;k fVIif.k;kW useh 

i= O;ogkj dgykrh gSA bUgsa fely ds uhps vyx vkoj.k esa j[kk tkuk pkfg;s o dk;Z gks tkus ij 
u"V dj nsuk pkfg;sA 

14 fy[ks x;s uksV vFkok mlds fdlh va’k dks Nqikus ds fy;s ml ij dkxt fpidkuk okWNuh; ugha gSA 
,slh fLFkfr esa iwoZ fVIi.kh dks ;Fkkor j[krs gq, mls Økl dj ns o vkxs fVIi.kh dh tkuh pkfg;sA 

15 çR;sd fyfid dks viuh Mhfyax lhV lEcU/kh ,d ekLVj QkbZy j[kuh pkfg;s ftlesa gj tkjh i= dh 
,d çfr frfFkokj yxh gksA 

16 tgkW rd gks lds vkilh fopkj&foe’kZ ls vUrjfoHkkxh; elys gy fd;s tkus pkfg;s rFkk QkbZyksa ij 
vokaNuh; fVIif.k;ksa ls cpuk pkfg;sA 

17 fdlh iwoZ i= ;k fVIi.kh dk gokyk nsuk gks rks gkf’k;sa esa v{kj }kjk bafxr fd;k tkuk pkfg;s u fd 
lEcfU/kr Hkkx esa gj ykbZu ds uhps v.Mj ykbZu dh tk;sA 

18 fVIif.k;kW laf{kIr o lkjxfHkZr gksuh pkfg;sA 
19 ;fn =qfVo’k fdlh ekeys esa xyr fooj.k ns fn;k x;k gks rks mls lEcfU/kr vf/kdkjh dh tkudkjh esa 

'kh/kz yk;k tkuk pkfg;sA 
20 lkekU;r% fVIi.kh o vkns’k] fVIi.kh ì"B ij gh fy[ks tk;sA 
21 ekeyk çLrqr djus okys lEcfU/kr deZpkjh }kjk viuh fVIi.kh ds uhps ck;h vksj vius gLrk{kj djus 

pkfg;s rFkk fd;s x;s gLrk{kj ds fups frfFk vafdr gksuh pkfg;sA 
22 fdlh ekeys esa fu.kZ; ls lEcfU/kr dks lwfpr djus ds i'pkr fdUgha dkj.kksa ls vxj mls okil fy;k 

tkuk gSa rks ,slk iwoZ esa elyk vuqeksfnr djus okys vf/kdkjh ls mPp vf/kdkjh ls vkns’k çkIr dj gh 
fd;k tk ldrk gSa rFkk ,slk djus gsrq dkj.k lfgr iw.kZ rF; lEcfU/kr vf/kdkjh dks lEcfU/kr fely 
ij çLrqr fd;s tkus pkfg;sA 

23 fVIi.kh i`"B esa i=kpkj Hkkx ds fdUgha i=ksa dk lUnHkZ fn;k x;k gks rks mu i=ksa ij ¶ysx yxk fn;s 
tk;s rFkk ekeyk vfUre gksus ds ckn ¶ysx gVk fy;s tkus pkfg;sA 

 
 
 
  



 

 

vuqyXyd & çFke 
lkekU; ç;ksx esa vkus okyh egRoiw.kZ O;k[;k;sa 

fely % ,d fo"k; oLrq ls lEcfU/kr dkxtkr dk ,d ,slk laxzg gS ftls ,d la[;k nh x;h gks o ftlds 
fuEu Hkkx gks &ckgj dk Hkkx Vksi 'khV ,oa vUnj dk Hkkx 1-i= O;ogkj] 2-fVIi.k] 3-i= O;ogkj ifjf’k"B] 
4-fVIi.k ifjf’k"BA 
fopkj.kh; i`"B % ,slh vkorh ftl ij dh oLrqr% fopkj fd;k tkrk gSaA 
ubZ vkorh % ,slh vkorh tks fopkjk/khu dkxt ds fuiVkus esa lgk;rkFkZ gksA 
usfe fVIi.kh % ,slh fVIi.kh tks fely ds ckgj vfHkys[kc) dh tkrh gSA ;g mPp vf/kdkfj;ksa d fy;s 
fdlh ekeysa ij fopkj fofue; ds dke dks lqfo/kktud cukus gsrq dh tkrh gSA 
rF;ksa ds dkfeZd lkj % fdlh ekeys esa rF;ksa ds ,sls lkj ftuesa le;&le; ij egRoiw.kZ ?kfVr ckrksa dk 
mYys[k gks o ftls ubZ ?kVuk ds lkFk v|ru ¼vi MsV½ fd;k tkrk gksA 
vuqHkkx % fdlh foHkkx ds Hkhrj ,sls ewy dk;Z ,dd gS tks lkSais x;s dk;Z dks /;ku nsus ds fy;s mÙkjnk;h 
gSaA 
iqu%çkIi; ekeys % ,sls ekeys ftuesa vkxs dk;Zokgh visf{kr gksA 
lEcfU/kr deZpkjh % fyfid @ofj"B fyfid] ç/kku fyfid] v/kh{kd @i;Zos{kd ;k ,slk deZpkjh ftls 
ekeys dh çkjfEHkd tk¡p o fVIi.kh fy[kus gsrq dk;Z lkSaik x;k gksA 
ekeys % dk vk’k; fdlh pkyw fely vFkok lEcfU/kr dkxt] ;fn dksbZ gks] tks vkorh ls gSA 
pkyw fely % ,slh fely ftl ij dh tkus okyh dk;Zokgh iwjh ugha gqbZ gksA 
vfUre fuiVku % fdlh ekeys esa dk;Zokgh iwjh gks x;h gks] vfUre vkns’k tkjh gks x;s gks o lEcfU/kr dks 
ewy i= çkIr gks x;k gks o vfUre mÙkj ns fn;k x;k gks ,sls ekeyksa dks vfUre fuiVku dh Js.kh esa fy;k 
tkrk gSA 
lwpd iphZ % ,slh iphZ ftl ij lwpd 'kCn ds v/khu fely dk 'kh"kZd o la[;k n’kkZ;h x;h gksA lwpd 
cukus dk vk’k; oxZ Øe ls O;ofLFkr lwpd 'kCnksa ds v/khu 'kh"kZd çnku djuk gSA 
ekud çfØ;k 'khV % ekud uksV @fVIi.kh ftldk ç;ksx ckj&ckj gksrk gks blds fy;s ,d ekud uksV 
@fVIi.kh fodflr dh tk;s ftlls dk;Z lqfo/kktud o 'kh/kz gks ldsaA 
MkdsV djuk % fVIi.kh Hkkx esa fdlh en ij fVIi.kh djus ls iwoZ lUnfHkZr Øekad o lkjk’ka fy[kk tkuk gS 
mls MksdsV djuk djrs gSaA 
i`"Bksa ij la[;k Mkyuk % gj fVIi.kh i`"B ds e/;e esa la[;k fy[kh tkuh pkfg;s o [kkyh i`"B dks ,d dksus 
ls nwljs dksus rd dkV nsuk pkfg;sA gj i= O;ogkj Hkkx esa yxs i= @ì"B ij la[;k nkfguh vksj dksus ij 
nh tkuh pkfg;sA fdlh Hkh fely esa 75 ls 100 ds chp fVIi.kh i`"B o 150 ls 250 ds chp i= O;ogkj 
Hkkx esa i`"B gks tkus ij fely cUn dj u;k Hkkx [kksyuk pkfg;sA 
dkxtksa esa Nsn djuk % i= O;ogkj ;k fVIi.kh ds lkFk uRFkh djus ls igys çR;sd dkxt ds ckW;h vkSj 
3@4 bap dh txg NksM+ dj Nsn fd;k tk;sxkA 
L;kgh dk jax % dfu"B ç’kklfud osrueku rd ds vf/kdkjh jsyos cksMZ dk;kZy; o nwljs dk;kZy; ls lHkh 
çdkj ds lEçs"k.k vFkkZr~ fVIi.kh] i= ¼ys[ku bR;kfn½ gsrq dsoy uhyh ,oa dkyh L;kgh dk gh ç;ksx djsxsa 
tcfd ofj"B ç’kklfud osrueku o mlls mPp Lrj ds vf/kdkjh dHkh dHkkj gjh ,oa yky L;kgh dk ç;ksx 
dj ldrs gSaA 
¼jsyos cksMZ dk i= la[;k 2006@vks ,.M ,l@212] fnukad 07-09-1996½ 
  



 

 

Annexure-II 

Constituents of letter – (Specimen Forms of Communication) 

Address From : 

Letter No. with date 

 

Addres To ……………………………. 

 

Subject  : …………………………………………………………. 

Reference  : From - If any 

     To    - If any 

* * * 

Text : 1. Introduction 

  2. Body 

  3. Requirement 

Signature with Seal 

(Name /Desig. /Office) 

Enclosure : 

Copy  : 

  

 

 

i= çk:i 
çs"kd dk irk % 

i= la[;k e; fnukad 
 
i= çkIrdÙkkZ dk inuke @irk -------------------------------- 
 

fo"k; % ---------------------------------------------------------------------------------------------------------------- 
lUnHkZ % ;fn dksbZ gks rks 

* * * 

i= dk elkSnk1- ifjp; 
   2- fooj.k 
   3- vko’;drk 

gLrk{kj e; eksgj 
uke @in @dk;kZy; 

vuqyXud % ;fn dksbZ gks 
çfr  %  
  



 

 

                                        Demi Official Letter (Specimen)                    Annexure-III 

XYZ 

(with design)                                                                             Address of Office From : 

D.O.No. : ………………………….                                                  Date : …………… 

My Dear /Dear Sir ………………... 

 

Subject : …………………………………………………. 

Reference : …………………………………………………. 

*** 

Text………………………………………………………………………………

…………………………………………………………………………………………

……………………………………………………… 

With best wishes /Kind regards, 

Yours Sincerely, 

Sd/- 

(Name) 

Enclosure : If any 

Address To : Shri ……………… Desig. 

 

v)Z 'kkldh; i= çk:i 
d] [k] x @uke 
inuke lfgr ¼çs"kd½ 

çs"kd dk irk % 
v)Z 'kkldh; i= la[;k % -----------------------------------                     fnukad % --------------------------- 
fç; @fç; Jh -------------------------- 
 fo"k; % -------------------------------------------------------------------------------------------------------------- 
 lUnHkZ % -------------------------------------------------------------------------------------------------------------- 

*** 

 i= dk elkSnk ------------------------------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
------------------------------------------------------- 
 'kqHkdkeukvksa lfgr @vknj lfgr] 

vkidk] 
d] [k] x 
¼uke½ 

vuqyXud % ;fn dksbZ gks] 
Jh ---------------------------------------------- in ,oa irk -------------------------------------------  
         ¼çsf"kr½ 



 

 

Annexure – IV 

Inter Departmental Note (Specimen) 

Address From : 

Sub. :  …………………… 

Ref. :  …………………… 

 

*** 

Text……………………………………………………………………………………

…………………………………………………………………………………………

……………………. 

 

XYZ 

(Name /Desig /Office) 

Date 

Address To : …………………….                                                      

 

 

 

 
 
 
 
 
 
 
 

vUrjfoHkkxh; fVIi.kh ¼çk:i½ 
çs"kd dk irk % 

fo"k; % -------------------------------------------- 
lUnHkZ % -------------------------------------------- 
 

* * * 
i= dk elkSnk----------------------------------------------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
------------------------------- 
 

 
d] [k] x 

¼uke @in @dk;kZy;½ 
fnukad 

i= çkIrdÙkkZ dk irk 
  



 

 

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. : ……………….…………………………… of  (Year) …..………………... 

* * * 

Text………………………………………………………………………………

……………………………………………...……………………………………………

…………………………. 

XYZ 

(Name /Desig /Office ) 

To, …………………………..………… 

Copy to : ………………………………. 

 

 

 
 
 
 
 

dk;kZy; vkns’k ¼çk:i½ 
foÙkh; ç’kklfud Lohd`fr;k¡ vuq’kklfud ekeysa 

çs"kd dk irk % 
vkns’k la[;k % ------------------------------- 
fnukad  % ------------------------------- 

* * * 
 

i= dk elkSnk ------------------------------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
-------------------------------------------- 
 

d] [k] x 
¼ uke @in @irk ½ 

çi= la[;k e; fnukad 
 
çkIrdÙkkZ dk irk % ------------------------------------------------------------ 
 
çfrfyfi % ----------------------------------------------------------------------------------- 
 



 

 

 

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 : 

 

No. : ………….…………………………. Shri ABC /Desig is appointed to Officiate 

as ……………………….. Vice Shri ……………………… transfer to ………………. 

 

 

XYZ 

( Name /Desig /Office ) 

Receiver Address with Desig. : 

 

No. with date 

 

Copy : 

 

 

 
 
 

vf/klwpuk ¼çk:i½ 
 

çs"kd dk irk % 
 
la[;k ------------------------------------------------------ Jh -------------------------------------------------------------- inuke dks LFkkukiUu 
:i ls -------------------------------------------------------- in ij fu;qfDr dj Jh ---------------------------------------------------- dh 
,ot esa ftudk LFkkukUrj.k ------------------------------------------------------------------------ gks x;k gSA 
 
 

v] c] l 
¼ uke @inuke @dk;kZy; ½ 

 
çkIrdÙkkZ dk uke irk % 
 
çi= la[;k ,oa fnukad 
 
çfrfyfi % 


