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Annexure-11

Constituents of letter - (Specimen Forms of Communication)
Address from :

Letter No with date
Address to
Subject :

Reference : from - ) If any
To - )Ifany

Text : 1. Introduction
2. Body
3. Requirement

Signature with seal

(Name/Desig./Office)
Enclosure :
Copy:
T3 Uy
UNh &l YT ;
U3 91 fedqie dafed
TS UTIhdl DT USHTH/TaT
vy
o afg HIg BT A
U9 &I 7g9Ie] 1. uR=y
2. fagzor
3. IMITIHAI
TR did afed
AH/Ye/ BT

el ad : AT BIE &
yferfarfd
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Annexure-I11

Demi Official Letter (Specimen)

XYZ
(with design)

Address of Office From :
DONO. oo, Dated :

My dear/Dear Shri .....................

Subject :
Ref':

Text :
With best wishes/Kind regards.

Yours Sincerely

XYZ
( Name )
Enclosure : if any
Addressto: Shri...........c.ooovviiiiininn, Desig.
g NS U Uy
@, G, /A
g Afed
(uv )
UYH &I Ol
31g ATNIBIT U5 HReT o
/sy ...
faw
ey
U BT AT
USRI Afed/ATeR fed
3T
@, G, T
/A /



Sub :
Ref: If any

Text :

Address to :

fowy -
ey : afe @I BT a1

U BT T4l

TS YTl bl UdT :

HIfh UfRIeTT &=, g

Annexure-1V
Inter Departmental note (Specimen)

Address From :

XYZ
( Name/Desig/Office )
Date :

IR fewuh (urey)

UYh BT UdT

P, G, T
99 /g Ud BRI



Annexure-VI
Office Order (Specimen)

Issuing certain typing of financial and administrative sanction & for communicating
government order on disciplinary matter.

Address From :
No. with date :
Order NO. ..o of (Year) ....ooovviviiiiiiiiiiie,
Text :
XYZ
( Name/Desig/Office )
TO, o
Copyto: iviiiiiiiiiiiiiee
BT 3N ( UTHY )
ot yemafeIe Whefcrn SFEmIfe A/
USh T gl
AMCT TT .+ v oo e e e
e : ...
U=l &1 gHIel
P, G, T
9 /98 / Udn
yuy W@ feie afed
UTTHTT BT TAT © o v e e e e e e e e
gfafafd



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. e Shri ABC / Desig Is appointed to officiate
AS i, Vice Shri.................. transferto ...................
XYZ
( Name/Desig/Office )

Receiver Address with Desig. :

No with date :
Copy:
STfeRTE=T (U )
UGB BT UAT L o oo o oo v
RS rC | AR S A UG BT RATHIH
™A .. ... . EACNE D E ) Pl A ¥ Rdr
TR . . oo HERIE

3,9, 9
A /YA / BT

YTl bl AT gl :
qu W& vd foTid
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