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Approved

By return of post

Come into force

Draft for Approval

For favour of necessary action
Please speak

Please discuss

Put up

Financial sanction

Permitted

Take action as discussed

Do the needful

Please put up draft reply
Suitable reply may be given
Circulate and then file
Comply with the order immediately
Expedite action

Follow up action

For perusal
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Forwarded & Recommended
In due course

In presence of

In view of

Justification for the proposal
Keep pending

Matter is under consideration
May be informed accordingly
Order may be issued

Passed for payment

Please acknowledge receipt
Relevant paper to be put up
Step may be taken

Through proper channel
Under consideration

Under intimation to this office
Verified & found correct
Whichever is earlier

With complements from
With effect from

Without delay

With regards

Yours faithfully

Yours sincerely/truly

Out today

Time bound

Competent Authority

Head of Office

Head of Department

Most Urgent
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