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Account
Accountant
Acknowledgement
Action

Adhog
Adminisirator

Adult

Advance

All concemed to note
AgTeement
Allocation
Allowance

Amount

Annual

Appendix

Applicant
Application
Appointing authority
Appointment
Approval
Approximare
Arrears

Ag desired

As early as possible
Assistant

As the case may be
Attached herewith
Attendance
Antention is invited
Awuction

Available
Additional
Attestation
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Altesied copy

At your earliest convenience
Audit

Authorities

Balance

Based on facts

Basic pay

Bi-annual

Bill

Buoth days inclugive
Branch

Bring to notice
Brought forward
Calculation

Capital

Cash book

Cashier

Cash memo

Casual leave
Catalogue

Category

Checked and found correct
Circular

Claim

Clerical error

Come into lorce

Come inlo operation
Compensation
Compensatory leave
Competent authorigy
Compulsory retirement
Conduct

Confidential
Contingency
Conveyance allowance
Copy

Copy eaclozed for ready reference
Cosl price

Counterfoil
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Counlersignature
Clarification
Compliance

Daily wage

Damage

Dray book

Dealing asgistant
Dearness allowance
Delay regretted
Derni-official Tetter (D.O)
Departmental action
Deputation allowance
Desgirable
Discrepencies may be reconciled
Document
Documentary proof
Diraft for approval
Discretionary
Designation

Direct recruitment
Director

Deputy Direcior

Early action will be highly appreciated

Early orders are solicited
Earned leave
Eflficiency har
Embezzlerment
Emplovee

Enclosare
Endorsement

Entry

Essential qualification
Estimate

Evaluation

Exercige of powers
Ex-officio

Fact and figures

File
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Financial vear

For comments

For disposal
Forinformation

Formal approval

For strict compliance
Girant-in-aid

Have no comments 1o make
Head clerk

Head of account
Herewith encloged
Honorarinm

Head office

Head of the Branch
Instructions

1 am directed
Troplemented

In accordance with

In addition to

In advance

Increment

Initial pay

Inland Letter

In order of merit

In respect of

Interim reply

Intimation

Irregularity

Intimne

Joint Drrector

Joining date

Joining report

Joining time

Kindly acknowledge receipt
Leave not due

Leave with pay

Leave preparatory to retirvement
Length of Service
Maintenance allowance
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May be filed
Medical certifeate of fitness
MMemorandum
Minirum

Ministerial stall
Misappropriation
Iiscellaneous
Modification
Nominated

No comment
Necessary action
Non-official

MNoted

Notilication

Office order

Official correspondence
Officiating allowance
Ot today

Pending

Paper under congideration
Pay hill

Pay scale

Pending decision
Personal file

Please dizcuss
Please expedite
Please speak
Prescribed form
Post

Probation

Procedure

Promotion

Recurring

Refund
Reinsiatement
Reminder
Resignation
Rerenchment
Returns
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Rough copy

Rule and Regulation
Fermuneraticn

Relieved

Reserve

Satisfactory

Service

Sanction

Service book
Submitted for information
Subordinate staff
Suspension

Temporary appointment.
Through proper channel
Time barred
Tirnebound

Top priority

Top secret

True copy

Urgeni

With effect from

With reference to
Write off

Yours Faithfully

Yours Sincerely
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2. 2y-2y fefim 5% Fafus reeest

Abbreviation
Albmormal
Accord
Accountability
Acceleration
Addicition
Adolescence
Advertisement
Aesthetic sense
Agenda

Alr condidoning
Agpressor
Ancestor
Ancient
Apprentice
Archagology
Assetls
Atmosphere
Atomic Energy
Attorney
Autobiography
Automatic

AULoNoToOus
Abase

Above mentioned
Abstain

Abstract

Apply for Sanction
Bankrupt

Barter

Base coin

Bereavement

Bibliography
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Bilingualist
Barricade
Bias

Bougquet

Breach of Peace

Bureaucracy
Burglar
Burial Rites
Baseless
Black List
Bad Faith
Bogus
Calligraphy
Campaign
Cardiologist
Cawlogne
Ceremony
Census
Centenary
Chronology
Ciration
Citizenship
Classical
Clause
Client
Climale
Coalition
Coast
Collaboration
Colleague
Comet
Callision
Caolloguial
Combination

&ad, 59
Ba-g5t, d-g7 o FET



Communalism
Compunication
Compassion
Compensation
Congtitution
Creche
Crimson
Crystal
Cyclone
Certified Copy
Central Revenue
Commute
Declaration
Definition
Democracy
Demography
Demonstration
Development
Deviation
Diagnosis
Discharge
Dizcount
Dispersion
Digplacement
Dividend
Document
Drought
Dynasty
Earthguake
Eccentric
Echpsc
Ecology
Emolument

Energy
Encyclopedia



Economy
Enterprize
Eguilibrivm
Erosion
Etermnal
Eihnic
Etiguelte
Evaporation
Evolution
Exhibition
Explosive
Extrovert
Extensive
Exportable
Exploitation
External Affairs
Fable

Farewell ceremony

Feudalism
Flind
Folldore
Fossil
Frequency
Fuel
Fluctuation
Floating Assets
Forthcoming
Galaxy
Geology
Geothermal
Germination
Glacier
Giradation
Gravitation
Giross Profit

feomt e

Gzam-—ggw (fareFmlat &f g an)



Giencral Practice
Generosity
Gireen Manure
Gallantry Award
Grievance Commities
Hailstorm
Harvesting
Hernisphere
Hereditary
THierarchy
Habitual Criminal
Havoc

Highly Explosive
Humiliation
Hypoericy
Initiate

Trrarional
Intolerance
Intervention
Intellecinal
Jeopardy

Joinl Author
Tudicial Ingquiry
Joint Venture
Justify

Key Post

Kev Word
Kinder Garten
Knowingly
Brick Kiln
Lease

Leamned

Leaflet

Last Inheritor
Labour Forced
Medieval

Metrology
Miscellancous
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Momenturm

Monastery
Monoply

Monument
Maoriuary
IMMotivation
Museum
Malafide
Mankind
Manner

Masses
Mass-Education
MNationalization
Mepotism
Neuratic

Niche

Nutrient
Nameless
Narrow Majority
Natoral Calamity
Nationalism
Mational Brablem
Octroi
Omniscient
Omptimaist
Ordinance
Owverdue
Olfence
Overdose
Overcome
Chtline

Pasture
Palriotism
Pedestrian
Peninsnla
Personality
Petition

Peychiamy



Public opinion
Panic

Paper Money
Passive
Quesdonnaire
Quadruped
Query

Quack
(QJuash

Quarrelsome
Question Hour
Cuoled
Homogeneous
Horizen
Humanist
Hunidity
Hybrid seeds
Hyaiene
Imagination
Inertia
Inheritance
Tnsignia
Intensity
Internal
Interim
Introvert
Institution
Intuition
Invalid
Tnvoice
Kinetic energy
Landscape
Latent energy
Layer

Legend
Lexicographer
Linear
Laclzout
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Longimde
Magnetic
Manuscript
Marathon
Matler
Mechanical
Cuotation
Cuornm
Racial Facior
Racial Tension
Ransom
Rapport
Rarely
Reconcihation
Redress
Referendum
Regime
Resolution
Respiration
Review
Racial Factor
Racial Tension
Ransom
Rarely
Realistic
Sacrilege
Salient features
Sample
Scholar
Sediment
Socialization
Sine die

Standing instruction

Syntax
Sabolage
Safe Custody
Segregation
Secularism
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Seasoned Politician

Tenant

Tension

Toal
Transformation
Transnmssion
Tranzpareni
Tranquilizer
Tribe

Tropic of Capricorn

Tropic of cancer

Typography
Tactics

Take Effect Lo
Token Salary
Ticklish Matter
Tenure
Ultimatm

Under employment

Unit
Uniformaity
Utopia
Universal
Urban
Valedictory
Valid
Venue
Voluntary
Volcano
Vehicle
Vuliure
Wage
Warranty
Weed
Welfare State
Whirlpool
Whirlwind
Wil
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Wither
Wreath
Wrinkle
Herox
Yawn
Yeast
Yield
Yogurl
Yoke
Yolk
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10,

11

12.

"afag s

1. §a-Aevet 5% AEfug @

Payment can be made in cash or by cheque,

FITS e A IF gt /g 7 Aeer T

It"s better to have a joint account in the bank.

¥ f&w gy wrgr dgeT =09 o 91

1t is for office use only.

few s=% TrIdt =93 BET T

Received a sumn of Rs. Five Thousand Only as specilied on reverse.

filg f&t »igAg d=% UF 99'd gue <f aad =§% ai=r|

This application has been addressed to the Divisional Manager of the bank.
few fga—U3g 39 © f5<ivem Hade & REfO= 71

T hereby declare that the foregoing statements are true and correct o the best of my knowledze
and belief.

7 8 s gaer-gaet of fa Quiaz fawrs 13 yas famrs w2 fewew yarae 59 w3 madt
Gl

Specimen signature of the depositor are often verified while making payments.

FATETS AW AYT-ad3T © ORHT wEAd HeTE | 9% |

Please count the cheques contained here in before use.

da-Ha € =93 den 2 ufos' fen @ gat @ fo=st @ 6 # |

Please check your bank balance before you issue a cheque.

HE1 = 94 dee I Ufast »iug o= {9 Ay 99 ©f US='% 59 89 A1 |

Always keep your passbook and cheque book under proper custody.

Mt UR-i WS Sa-59 90 AeTE & 9|

Please issue me a gift cheque worth Rs. 501/- and debit the amount from my saving account.
faraur vener §og-wa 29 501/~ gu® o & few anit o Quare-Sy #at ae o6
Please use separate slips for cheques in thiz bank.

fer 8o & dat @wHT g2t 98 Sydl usdt e fewawrs a3 #h

‘We enclose our draflt No. 0212 for Rs. Five thousand drawn in your favour on the Punjab National
Bank, Rampur,

ITE & T e F9T U A6e8 §7, THUT T U 799 gU¥ ¥ g7Ee AW ¥ &89 0212 7,
EC i

101



14,

15.

=2

L

L0,

11,

12.

13,

Please issue drafi for Rs. five hundred and debit the amount along with your charges from my

savings account No, 0091 1000026030

faaur goa Ua 7 gue v gee adt st 7 w2 Ya-wafont mig feo gay 19 Sog-v3

&4d 00911000026030 &4 & set 7= |
Interest upon deposit ceases from the dates of maturity.

fimie dare F goue myT o '3 fenra w5l Sarer |

2. IBT Aot 5% HEfus @9

Waiting room for the 2nd ¢lass pasgengers 12 on the first (loor,
THY ¥ad © WATeat st GFta-we ufost Hes 2 &
Beware of pick-pockets.

dy-a3font F rregrs 97|

Railway is a public property, help to maintain it.

% "a-Au=l O, fer & s feg wee ad |

Passengers travelling without ticket will be charged 10 times.
faat feae wrreat 8 en grer v ShRfeyr Frar

A proper queue helps early disposal.

wrets feg &ars os aeat fauemar der &

Smoking is injurious to health.

frare-stat uter fios et ostaew ¢

Berths/Seats are reserved here.

A= =ratt gl svett et 89 S5 &gt afetar a5
Platform tickets and railway tinaetable are available here.
uBzereH-feaet M ¥82 aur-Aast i fise ax )|

In case of emergency pull chain,

Fae Mt wHe 91

Retiring rooms are booked at Window No. 12,

feravr-ave fusst & 12 S Ea stz A2 a5

The ficket office remains open day and night.

feaz-ww fes-a= dgr afder 71

Crossing the railway track s prohibited.

% & ueEt T HwWEFT g T

Caution, railway crossing is ahead.

A, War 39 feg Iw-uest 7

Spitting 75 prohibited on the platform.

USEETaH ‘T HaET HET 7|

. Do not catch or jump from the running train,

et grEt €2 93w 7 €3 & st e a9
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3. FF-AST 5% HEO3 @

Use block letters for filling in the money order form,

H&THTISd BT9H 996 Sol (el ©) 25 »ugt ©f =93 &9 |

The address on the letter must be legible.

faast €3 uzr wE-we feT

Write pin-code in address,

s ® aw fis—a fak|

No enclosure allowed in the Inland letter.

nizggent dae ff9 gy < dy= & wirfapur 53t 91

Address must be wrilten on this side only.

u=T fem UH 91 fek |

Werify the facts from the address of the sender and the date stamp of the post office.
FH 9T T8 T U wF FF-wa I fvst-Haog F 3t Ty ad )

Examine your pass book carefully and ensure that the Previous-deposit has been correctly re-
corded.

WSt uH-Sa & 7t S99t 397 a9 85 W feo wetat v 89 fa fen I ufost eyt /St eed
Ft-Frat Sae St et

Post-office saving Bank iz a uzeful scheme for salaried persons.

IEHEETE RS FE-WE F93-iw fPw QuEst aesT 71

No identity slip shall be issucd (o a person other than the one authorised.

wigariez fewast 3 faat fan d9 & usT=-uadt Al &dt SISt Ar=di |

The rules and mode of payment of the National Saving Cerlificate are printed on the reverse.
TRzd Sug-Aeeifede € garaTs AT famw Wi Idter fusd uH Bl o |

4 . HHT-AEvET &7% HEfug @

Everyone should have an insurance in hig hife.

Tde Hay & faeeit ' wmuer shir geee ordter 4

One should keep one's insurance policy and receipts carefully.

"4 @ UTSHT 3 gHieT OHET ATg & guE T arateEnHt 9% |

MNowadays, vehicle insurance is also necessary.

Wa-g Heat-dighnt e ghir <t ga=rBer gt T famr T

The payraent of insurance can be made by net banking or mobile banking.
& fawa e gezs dfder 3 &80 ot < &l 7 Ager

If due premium is not paid within the days of grace, the policy becornes paid up.
Heg sHr-faug o gerrs feufest fes T 57 &tz A= 3T g=r fore wier gesr Uer 7|
You raust enter a nominee while taking insurance policy,

Fhur-ufert &= AR sHEealt #g9 T J9 |
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10.

10.

11,

12,

Examine the receipt properly afier making payment of insurance policy.

gur-fawa wr gargs ges 3 godw gnle o J9it 39F ugaTE |9

After completion of the policy, credited directly due amount will be credilad to the policyholder's
acgount.

urfert B ayt yar 3T '3 gt ot eewEerg @ v 9 T 3T T oy 3=a
Policyholder has to submit proof ol residence, Tdentity and age at the time of taking policy.

v ag=@e A eer § wrut gorfew, rawa 3 Owe Al urar Ree B2 09 o
Al the time of 1aking policy, policyholder should correcily fill the information regarding height,
weight and physical identification,

ghir-ufart & Mt emiEed § WU g, g9 o Aafiod AawEt fae iEdt @9 foers
FTE FI5 IE 95|

5. afu@zea 5% Aafug =

Computer is an electronic device.

#fu@er e forrst o o= out wifts 3

Central processing unit is the brain of the computer.

fegs A e gfae afules = foymar §u T

Random access memory (RAM) is the lemporary memory of computer.
o afuGes & nrent wre-EEST 9T 91

When two or more computers are connected with each-other, it is called computer network.
e & 7 € T =u qfules »iur €9 3% 3 @R § afubee-de=aq it HieT g1
Internet is the network of networks.

A e=dgr U7 & e=ad fPeds € gur I

E-mail is nsed 1o send and receive messages.

faa=et g ©F =93 759 F9= T YUS 995 S i At T
Charles Babbage is known as the father of computer.

gragn guv & afules v fugmr faar AT 3

Binary is the Language of computer.

gretadt afu@ze € amr 9

Always shul down computer properly.

dfulze & ot Sl o & & a9 |

Hard disk js the data storage device of the computer,

Taz foma afules f¥v 37 mige =5 G99 T1

Key board has 104 kevs.

g1-59F € 104 925 I€ 75 |

Space bar iz the longest key on the key-board,
Fi-593 @ug rg 3 &t & & AuR-gT afde 95 |
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13, Click on the start menu o shut down computer.

afued & ¥e 596 B Aede-Hig 3 Jide a9
14, Cyber crime is s crime in which a computer 15 used.

frm gav f&w &fules =sfanr 72, 87 & mretas grehy anfip Fier )
15. Super computer is a very powerful computer,

g afuzs go3 madhrat afuf@es gur 9)
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wasd Ufesn-fesnalaes avie fiw § Ay 2y & @9 g9-ud au= &ar fum)
=it suwit &t faee ags (Mosg-viiez & et gasT, 99 ©F aWTet 8aaT)— ST st &1
fag= goaT UrElT €1 dtes-Ae o YARTHEr a1 |
dut 35t iy SeT (MUY 99sT, gU-TTY 9 AargaT)— “H sdr Agd-we Tt ediatei § S
5 w9 € & ¥% fenr ug o= 99 y&=T 992 Wy 9,7 edl 39 ot & wru=t W & faor |
few T ser (A Jev, 9u3 fege aean)— fawalt f&o sad @eam-ggm e afie ow,
w= faat-fadat o & fos '3 o8= &% gwo &t ger |
g=g darer (f937 afoeh— enst =t 9 Ad uee 503 =t 0F /s e feg St ae ST i/
dfamit &t s dwer (Sfent & 9= gea— g U@ F et F agear & fFag aust
Totel 717 g g 59 g7 aft = 8= T S ooiar 591 Suer gteT A9 G © gieet o
&TH dyEt gratEt 7
Sg-HA & fauzr Jev (W ggr Ay =) UAy @9 foowr, iy, yasyrat ag St
e 50-HH e fowgr T, few aw =t ¢e &<t A
&a &5 & e (fasgs URT &7 geaT)— “HidTe, WTuET §e ydles ®Er F Hd 5% It 5979
g% falfa e fenter ot 39 &7 &8 odt wr@en” wides 2 war 51 3 faori
uret e dwer (wifg T AvET, 38 =0 JreT)— JaAtS Bt Ot owes fEw got 237 en femr
g= 3t uet A Sw gar 9, fai 33t 6w & fon eevs &9 o0 a=E)

L
far € v § g dv 37 & Afos sigr arAaer § /9 u=l fie dw w2 feg 9oy aes
=% & nua fmrger Agdt § 7T 31
yEShut evet wastut (973 BF T2T)— w71 O fapig=t avE e sFter Wies @ A G
Yaht gvat vraer wr faor 91 #eer 3,87 & 993 991 e YUz 913 95
THET ¥29T J2T (HIWBY =8 &2 WieE o8- "ees § Ar fifge mive & ssst 5T a9, G
2T EAGT Hear d win Gup Uiy € 8= 9 37 Of €7 39 &3 S fawr 71
&% & m@eT (93 HE 97— A€ AW & ogel few el yuz gt 3T @R & Wil wet
f&w &8 & are |
&wt =iy dver (903 fpe 3 B'F &5 UET)— UIHHIF &9 & WUt §U geyiT a9 § &%
AT FTepHT SfEewT T
Ty & ygee vele (fGat-frat i § =0 & vos ygr av @27 A9 9% 3T aTr
&dT Faat gdieEl, 99 € 9399 gs2ger 8 9 yarat wiwg O
st gay [Fy dver (Uw QwE T AT s 9 § ud fewmd S eat 3 ae-AeE
AHEWT 7T Bt U8 A2 OF ©uar &8¢ dfewt 3 Wyt ggedbyt f@9 ay agets =
WHBE A wret 3t @r e gtgr gard fEw o9 faeer
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78.
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81.

g g gEEnt Gaeht (Afon AT, se e — ufer e U RS wraes S mEwa € o '3
gEvatat @ Ear udhet

33 Gme Saret (597 JAT o Jren)— “Higmed grar ¢ fefsow & ug 9 ge =t 99 dss
Far wiet 9,7 siftwrua & A &g dfeut & faor)

Far few gar wier (it o9 fews v@en— fonmo er myman soo subwr O faor wt ue g
HaTHT FeTE T & HE© dad gar e gar ur fear

wmard fEmt d7 S (38 <0 ¥y ¢ F fust)— S fou 9% Sta T fa dfoqt @3 g3t muat
ot ggat gtet ug Gust € samy eat fEEt 21 w0l E3t adlEt fa 59 wuged T F wud
TT FeF A=

TF YEel (A9 B2l feusr 935 d9 & ye UST-w=1 qad WuE gfon § U9 '3 ug Jewar
garfewT O, Ufeni-Agfout & ae 8n &t 973 =a7 y'=h)

awt fm wett (4w § Arem)— feerst Ha v 2§ 93 aF RoS-fioe 3u% @9 & ygng ot
=t fuz aretwit|

Afra famt, wifaaraar w3 wez farest fegmr, Ty
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