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Name of Division and Units of the
India Tourism Development Corporation Ltd.

Ashok Travels & Tours Division 3N ¢dedd TS T3 YT
Ashok Events Division IRNB FHARIE YUTT

Ashok Institute of Hospitality and 3N 37feg Td yded yag
Tourism Management HIIH

Airport Restaurant TR ILRE

Ashok International Trade Division RN AP ATIR THTT
Administration Division TR UHTIT

Company Secretary Division U} Fferarer

Duty Free Shop R Hod GPT
Engineering Division Sttt g

Finance and Accounts Division o g o=t g

Finance Department form wamr

Hotel gled

Hotel Division glee guTT

Hotel Finance Department Bl fom gumT

Human Resource Division

Hd HHTYT THIT
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JASTHTST
(e HTH

Information and Technology Division T U et g
(3T

Internal Audit Department 3RS AaTRyeT fgumT

Legal Division fafer gumr

Official Language Department RTSTHTYT THTT

Marketing Division fagor um

Material, Planning and Development [, At Ud faer

Parliament House Catering Unit HHE YA AU Uhdh

Planning Department ST U

Production and Publicity Division TRAfd Td TER/TER YT

Project Division RS guTT

Regional Office &g Pt

Restaurant TR

Security Division R&TT YU

Store and Purchase Department HERUT Ud vy T

Tourist Service Division Rieds Jar YuTT

Training Cell EI'FQ\T&TUT@F{

Transport Office yRded dratag

Transport Unit uRagd Uehd

Vigilance Division JAGAT THIT
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WRA Yded faer i & yged uea™

Designation used in the
India Tourism Development Corporation Ltd.

Accountant AABR
Administrative Assistant TR TeRIH
Apprentice EIﬁ?TE,j

Assistant Heh

Assistant Despatcher JEH U9H
Assistant Editor e JUIGh
Assistant Engineer TErIP SR
Assistant Manager HEIsh Jdadh
Assistant Marketing Manager e [GuuH Tdes
Assistant Production Officer TETIH TRl fBR
Assistant Purchase Officer TEIS 0 SR
Assistant Security Officer TEaH JR&T JAfTHRY
Auditor TRi& @Al

Board of Directors R 918/ R weat
Cashier JAafean/FHRIaRasEt

Casual Labour

FAfgarAfafties s
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JASTHTST
(e HTH

Civil Engineer ffem iR
Chairman and Managing Director 3rezer e FeRs
Chief Engineer TR AR

Chief Vigilance Officer TR TddT ATTHR
Clerk feifte/amd
Commercial Assistant It Teas
Daftri Rl

Daily Wages Earner e Ja= it
Deputy Secretary 3ugRig

Deputy General Manager Y- Y
Deputy Security Officer 3U-TRE&T 3MfeHRY
Director Finance ez famr
Director Commercial & Marketing fdRres anforsa @ fagor
Dispatch Clerk YOI s
Dispatch Rider IR &RPRI

Driver SER/ATAD

Editor HUGH

Engineer ZifR

Finance Officer fam arfeert

Front Office Assistant 3 P TeH
Gardener ATt
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REKIL
(e HTH

General Manager YT g eI

Guard /et

Hindi Officer RECIN R REan]
Hindi Translator &<t 3rgares

Incharge TR

Incharge, Front Officer 3 HETEa/she Sfifthg TRt
Incharge, Reception WA TAR

Incharge, Reservation 3TRETOT YR

Junior Assistant By Tead

Junior Stenographer HE RIS

Legal Advisor fafe geedR

Librarian RABIAATA & AT R
Manager PEEd

Managing Director yeer AT

Marketing Manager fauur geers

Mechanic oty

Medical Officer fafeean sifaart
Messenger HRraTgd

Officer on Special Duty foRy-orf JrferprRY
Operator 3RS
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JASTHTST
(e HTH

Peon TR

Personnel Assistant st wers

Private Secretary st afea

Public Relation Officer ST AU AEHR
Purchase Officer $T AfTHRY

Project Coordinator URESHT HaS
Receptionist /AT AT
Regional Manager &t yererh
Reporter Rl

Reservation Assistant SREVT HEdh
Secretary afa

Security Officer TR TRt
Senior Assistant IRy Ter—id

Senior Cashier IRy Aeplean/SRITR
Senior Stenographer IRy Smyfefues/RameR
Senior Vice president Ry 3uteae
Stenographer SR/
Steno-typist T-ergfuee
Sweeper FHTEATAT

Typist esfiRe/idmd
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Typist-cum-clerk

REKIL
(e HTH

Vigilance Officer

Vice president
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Bledt & faumil & A
Name of Departments in Hotels
Accounts Office o1 Bt
Administration RUREE
Back Office & Lockers o it/ Frfa
3R dfx
Bakery Ezil
Banquet Hall Jade gi
Bell Desk I 5B
Butchery ISATT
Cake Shop b AT
Cash Counter THE PRER
Chef's Office AP FRfA
Cloak Room ol T, S ER
Cocktail Lounge Pider A3l
Coffee Shop Eauagiel
Cold Storage AR
Confectionery HhaRTAY
Conference Room THE HE
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REKIL
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Convention Hall H=AA BT

Dish Washing Area e €1 T AT
Electrical Sub Station [EEGELET
Executive Dining Room FRIYTAD HISTH H&
Flight Kitchen TeATSE faher

Flower Shop Bl B gHMH/TH HSR
Food & Beverage Control aTe] U O T
Food & Beverage Office ATe] Ud U prafetd
Foyer JRITAT fasid, et
Front Office e 3iftha/31 Frafaa
Garbage PST HaRN

Human Resource Department HTd JF1YH THIT
House Telephone R HTARD SeTB
House Keeping TTedll, T8 a1
Indian Kitchen R THISER/MRART faar
Kitchen FAER/fFTT

Kitchen Store IR HER

Laundry gt

Lift ferwe

Linen Room 9é w8

Linen Store I HER
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JASTHTST
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Lobby GG

Locker Room IR BT

Lounge s wer

Main Kitchen TR ISR/ fara
Maintenance Store 3TIREIUT HER
Pantry o

Party Room WIS Ha/aret ¥
Payment Counter YA HI3X
Personnel FIHE

Provision Store G MR

Public Area =i &7
Public Relation Office SIS SR
Public Telephone TSI eI
Reception KA hEF
Security Office R&T HAfed
Soup Section Ja AU

Staff Canteen T el

Staff Toilet W e/IaTeT
Swimming Pool @R ATt/ & g
Taxi Stand TR T
Telephone Exchange AT e
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REKIL
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Time Office IO HATE
Uniform Store T HeR
Workshop HHRITAT
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Bed! d Y U

Designation used in Hotels

Accounts Clerks it fafte/amd
Accounts Officer A JfersRt
Assistant Cook I T
Assistant Housekeeper TR GIITDITR
Baker EL2

Barman IRET

Bell captain S P

Bearer Erl

Bill Clerk foe et /amd
Carpenter s

Catering Supervisor A gdaers
Chamber Maid &8 IR
Chef A%
Chef-de-cuisine Aop-E-arfSm/fE Fattar
Chef-de-party Qop-fe-urdf
Chef-de-rang Jrop-fe-a1
Chef-steward A I
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REKIL
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Chief Accounts Officer TR ARAT AfeHRY
Cloakroom ST FTHTTER
Commi-de-rang FIHIS-G-T
Continental Cook R Ho/REEaT
Cook Helper IS HEATR
Demi Chef iy

Deputy Manager 3U gdedh

Dish washer e giAarem
Electrician fosteht fie/safaeRia
Executive Chef HRIUTAD AH
Executive Housekeeper HRIUTAS e Y 4H
Floor Supervisor A wiaers

Food and Beverage controller aTe] 3R 9 fHds
Forman BRET

Front Office e 3fiftha/3m i
Front Office Incharge 3T HETET YR
Front Office Cashier 3 FATAT Jpiedr
Head Cook g Jsan

Head Pantryman v ST
Housekeeper T8 U/ ET3TDBIR
Houseman UReRe/E13aT
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Hostess Tep1Rof
Indian Cook VR 3T
Junior Accountant PE ARATHR
Junior Front Office Assistant $ﬁ§ 3T HATAT TEIS
Kitchen Supervisor ISR g e
Laundry Supervisor gt Tidars
Maitre-de-Hotel Ag-g-gled
Masalachi AT

Mason 1t ferett

Night Auditor RERurcIReRiFCa
Pageboy USTsTa
Pantryman i)

Pantry Supervisor T8 widers
Plumber BRI
Plateboy/porter e §Ta/arR
Receptionist WA

Room Attendant eI URER
Security Officer TRa&T rfaHRt
Senior Accountants RE FRATHR
Shift Incharge Telt T9RY
Staff Car Driver ITH PR FER/ATAD
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Steward e
Storekeeper AUSRY
Superintendent Irefers
Telephone Operator TATHIT 3R
Tandoori Cook A H/TEAT
Upholster BT

Utility Worker ST HHRY
Waiter FR/ERT
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WRd geie faera A & ygea area

Phrases used in India Tourism Development Corporation

Above mentioned/ Above noted R fean gan/mm fafed
A brief note is placed below Jfgrg e g
Acceptance is awaited i ol eften &
Accepted provisionally im0 wipd

Accord approval/sanctioned to...

FUL.... B A B
HoR Y

Acknowledgement is awaited radt & geften g

Action has already been taken in AHA B HRIATE Bl 57 gl &

the matter

Adjourn sine die 3ffSd F1e & feag
A AT

Administrative approval may be TR 3TgHIG Ut

obtained o sma

After adequate consideration T far & a1

After consultation with J R s

After discussion IR faaxf F a1

Agenda is sent herewith BRI g AT Wt

SR
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REKIL
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Application may be rejected M- ATHSR fdar g
Approval may be accorded 3rgHIe famar sy
Approved as proposed T YT A

As a matter of fact qEd:

As aresult of & gRomRaEY

As directed [ECRUE IR

As discussed foar-famzf & 3rgar

As early as possible FRIT

As given below 3 fos e fear man @

As Modified AR TA/FT 3TRNfad
As notified a7 rfegfra

As ordered STERITTAR

As per details below =t fova =ik & 3R
As per rules [EREIGEIR

As proposed TATYRATISA

As recommended R & aR/AARRgT
As soon as possible TG IMe/FATRAET
Await arrival 3T A Yeltem e

Await further action 317 Y HRIATS Y Ucie Y
Background of the case T 6 gR e

Best of knowledge STET T BRI STHRY
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g HTH

Budget provision exists qoTe § FaAT &

By authority of & UTfIPR I

By mistake TAd

By order & MR I

By return of post I 8T A

Call for explanation IFIHROT AT ST

Case under consideration IEEINBIER L]

Come into force AL EIAT

Contract may be terminated ST gHT IR feam STy

Deemed to be FHST ST

Discrepancy should be reconciled fagmfa &1 e =
ferar s

Discussed e fom=t = ferr mar

Do the needful IAID HIIATS B

Draft for approval 3TgHET g/

During the course of discussion I/ fIaR-fam=t & SR

Early order are solicited 3fter 3R <t T 8/
A T 3R P

Enquiry Proceedings ST bl SRiATE!

Exigencies of public service e JaT & ATepIicld
HTERIDHATY
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Fix up responsibility IR fAfgd faar smg

Follow up action 3 BRI

For administrative approval M‘Rﬂﬂﬁ?ﬁ 317-@?{:[
T B

For Approval 3I1gHIe & ey

For Consideration IEEIRE]

For immediate action please PYYT AcchTcl BRIdTS Y

For reconsideration YR/ fqaR & faw

For sympathetic consideration Tergfagde faar & faw

Forwarded & recommended 3Mfa Bﬂ'{mﬁﬁ

Funds are available within sanctioned budget  FoR §oT¢ & I6H 3l &

Further advice may be awaited ST T & TA1&TT 3

| am directed to state TS T HE P T g3

If approved, the employee will be afg 3TgAYEA At HHAY Y

awaited ASTIR g fosar smom

| have the honour to say 1R fHdeT §

In anticipation B R B

In course of business HTH & R

In due course Trafe

In force wn/ag

Inform accordingly ACTIAR Ffad
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In good faith Tga o

In official capacity g & eREa &

In order of priority WTIEehAT/3TAT 68 I
In person g

In practice IER &

In public interest wfed &

In respect of & foru/as fawa &

In so far as STR1 a [

In the case of i e /% fawa &
In the first instance YIH: /T8 dl
Intime IO R/AET I

In toto Tqufd:/ g ke

In view of Pl &I H [ad §¢
Initiate action HRIATS 3TRY HAT
Inter se 3T H/ TR

Is hereby informed P! gferd foman ST &
Is self explanatory [ [T E

Itis desirable to call for fresh tender Y =R/fAfder s areia @
Keep pending 3T AT ST
Kindly acknowledge receipt HUAT TG Wt

Lay down fefia sar
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REKIL
(e HTH

Leave asked for many be sanctioned AT T8 B! HoR B MY
Matter has been examined AT 6 ST Dl TS &
Matter is under consideration AT faRTe §

Matter is under disposal AT BT fAIeRT 81 6T 8
Matter is under investigation T <l ST &t STt &
May be approved 3gHIfEd fasar ST

May be obtained e fasar STa/sme Y
May be permitted 3Afd § ST

May be sanctioned TR foar sty

May kindly accord sanction Q?WWTTB'TQ

Necessary action may be taken 3R HIATS Pl ST
Needs no comments fewont i 3mazadar TE &
No admission ORI Y/ 37ER 3T AT R
No demand certificate ST JHTT U

No further action is necessary 3 P PrRiare rafed T8
No objection certificate ST JETOT O

Noted and returned e b aTuy faar STTaT &
Noted please e farg

Not in vogue vafed e €

Not transferable 3TETAARYNT

On an ad-hoc basis e MR R
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On Deputation

EIGIERERRe

On ground of seniority TREAT P IR R
Option for pension U & o e
Order has been communication 3R W e mar g
Order was cancelled 3TTeRT €, = fem mar
Order are solicited HUT 3R &
Paper under consideration (P.U.C) IEEINBIEEIUE]
Passed for payment WA & foig o fosan
Please advise Helg &
Please circulate and file HuT GRafeld R BTS2
Please discuss o foar famRi/ o=t o
Please see overleaf PHUAT Y & fUoel 3R
Please speak q1d SIS
The proposal is self explanatory UEATd W ¥
Put up a draft reply accordingly AGIIAR 3TR BT HHIT
AR foa sy
Question does not arise U/ 8T 35T
Recommended for favorable consideration 3 faarrd iR
kiGN
Recovery from pay I I It
Relevant paper be put up wf‘aﬁmqaﬁ%qm
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Reminder may be sent TROTTF A

Reply is awaited from.......... e STR B UATET R
Report is awaited Rté &t uetam &
Sanctioned has been accorded ARG TR
Self-contained note g gof fewguft

Self explanatory Hd: [y

Submitted for approval AT TR &
Submitted for consideration [EEIRBRES G
Submitted for information IS U &
Submitted for perusal 3dcie & foll T d
Sympathetic consideration for Tergfd gu faar & few
Thank you for your suggestion 39S JeATd & feT e=gare
This is to certify YHATfOTA fobar ST @
This is to inform GERIEIGIN

This may please be approved HUT SHBT AFHIGT B
Through proper channel 3o mrem &

Till further order ST/ 31T 3T 811 A
To the best of knowledge STET A6 Gt TSR &
Until further orders 3T TR At dd
Within the limited period of time e srafa &

With regards RIIC
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Your Faithfully

JASTHTST
(e HTH

Your sincerely




e e
3N 3AMTA2T TG Ged Y JIATH

Ashok Institute of Hospitality and Tourism Management

Academic Gfars

Career A, gl
Curriculum IcDE2

Charts e

Discipline IR, fRigror
Demonstrate TR, fear
Initiative g, UE fed
Instructor ufRI&res
In-service training JATHTeA TTI&TOT
Knowledge EIG]

Learn GRaT

Lecture IRATT
Lecturer SIRATAT, Yl
Mentor YRS
Mobilization of resources TG BT ST
Professor ThaR

Skill PRIA
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Session R

Syllabus UisashH

Teaching fRreor

Teaching training AT ufRIaroT
Test qRA&TOT/ gRA&TT/
Text U5, favgasg

Text Book RICRRESED

Time Schedule/Table Y- 3G/ IRt
Trainee yfereromeff
Training yfrgror

Training on the job 37 T yfRieroT
Training programme viieror HRieH
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fefSiea fouvrm/sud/fasht

Digital Marketing/Public Relation/Sales

Advertisement EEIEE]

Art Work Pl BRI

Barter Arrangement g fafama sgawen

Branding sifem

Business generated IR Faid

Bloggers MR

Buffet TH

Caption Tfiefep, femon

Cancellation FREIRE F

Card Rate W, Pl R

Carousel Post PRI URe, ST AR T
fafeat aremo e

Creative IIATHD, Tt IHD

Check in/Check out Bled B 3THA/ JRT=

Culture activities TEpIAD BRIGATT

Cultural environment TR feied qfRagT

Complimentary AT, TRIEA
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Communique faafer

Customer relation DIRCRELH

Circulation IR

Classified qiffpd

Code Word Hebd W

Communique faafer

Confirmation gy

Continental Plan B & o1y & et ARAT
M BT 8

Conference I

Contract Hfaar

Corporate Film Ut oy

Client DIRED

Crisis Management Hhe g

Collaboration e

Customer/Client DIR:D

Data SMYR-JTHUY, 31The

Data analysis MR- faRerToT

Data collection MR- g

Direct payment policy & YA e

Discount EEl
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REKIL
(e HTH

Discount Rate @331?1'13“\’ fama R
Delegation wfafafe ved, gams
Design e/ feamea
Display &=

Effective date T ARRE

Edition HERHT

Engagement on social media wﬁammww
Exhibit TR, FaRid P
Exhibition HeRIHt

Feed hig, gy

Followers gt

Gala Dinner W IS, RMTET grad
Graphic e, Fsitg, fesTeaes
Guest sfafa

Hospitality anferem, TR

Host BSEH

Hospitality 3nfag IhR
Hotelier Bled IRt
Hoteliering gl aar
International events JRTYTa HrRiHH
Itinerary AT HRAHH
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Infographic I o, foemr 1 eva W@y

Journalist TJAPR

Keywords R TG, T T

Logo Uit fag

Lead Generation A Ui dwifad T
T Bl ufehar

Loyalty Program e 81 SrdeH

Mascot YR

Marketing Proposal IELUER RG]

Magazine LiPcal

Marketing o, wa-fasa

Marketing control fagor fzor

Marketing Agreement fAgUA =R

Mass Communication FH-TUS

Mass Media - A/
SAAYS HIEH

Meal s

Media Bites wifga e, yRA B
T BIeT 31T

Media Hifsar, FaR & e

Media Option Hifear fawme
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Modification American Plan(MAP) HIfSHTss 3MRe w@H
(T=nfea 3mfRet aem
(@rem gfcm &1 faded
o famTy & ArRar & 1y o
315 R A BT 8)

Newspaper Clippings TR U Y faftiT

Negotiating EIGEIG]

Notification JAfeRgaAT

Online Reputation Management 3 eTed UfagT ysed

Offers EESIC

Package Ydhot, SHURA

Press Quote U 30T

Price Eaen)

Publish EERIRE)

Press Estimate O 37A

Publication BRI

PAN India Iy, T WRd H 3uRRAf

Post ST, UG, STHSR! AT HRAT

Portal EEREN

Publicity TIR

Publicity material EERE il

Public relation SIS
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Publication UDPRI, ATAH, Tg]

Press Release ERICEII

Press Note U Fe/gar

Press U, AT

Pay per click wifd faeie e

Paid Campaign TR A

Reservation 3TREOT

Readership TS TR/t

Room BHI

Room Service 9 gidq/pey AT

Sales meeting [ECIECED

Sales Representative fSa ufafafa

Search Engine Optimisation T U wifshan & f5raas gy
319 319t JeTSe 3R 36!
el op el gt () §
3T I & (o1Q Il B &

Social Media [rIfoTes ATeTH

Social Media Post AT ATeH R 6l T G

Sales Call et Bid, fosh! Trfed &
?q f3ar ST aTett i

Sponsorship ST

Social Media Marketing TSI ATEaH J STSTRIGR0T
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Social Media reel TSI e W Sfidd e

Static post R URe

Tagging Sitgr, 2ftf, feredt wamT

Tearsheet T WTeT, {3 &1 yHToT gy

Trade Media TR Hifsar

Transaction -3

Website A9HISE, dqUST BT U HUE &,
5 AR R UH SR A I
TETHI ST
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3RMP THARIE TUTT, TS gHTIT

Ashok Events Divisions, Ashok Travels and Tours Divisions

Air gars

Air Pilot FEIEEIRRIEGIED
Adventure Tour TR BT
Booking clerk T Fech
Brochure IR, fqarfoieT
By Air Mail AR G I

Cash Client RHCRIGED

Cess BT

Ceremony ARG

Clear day o1 e/ f&
Classified advertisement m oI
Communication AR, a1
Concession faraa
Concessional return ticket Rarrdt aradt fewe
Consultation TRTARF
Conducted Tours Tanferd amm
Coordination Jaag, dATedl
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Commute JMarTHET
Commercial Pilot oI arga s
Credit Policy Eukiin
Credit Facility U e
Destination T
Entertainment RS, TR
Entrance AT, YARIER
Entry afafy,
Entry Permit AU

Event ARG/
Executive BRI
Familiarization Tour URETeA SRI/ATAT
Fare fepzman
Feedback yfdfear

Flight =

Delegate ufafafer
Domestic W,
Experience 3qHa

Guide ATieRH, &R
Guidance AR

Guide book HaRfet
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Guide tour [EERGEIE
Innovation BEISIN

Hired Vehicle fomTe 1 ates
Hostess TepIRoN, ufeiast
Journey RIEI

Meeting Ly
Networking SeafdT
Operations YTl
Partnership SRy
Package Gdpst
Passenger it

Passport URIA

Pilot A AT
Pilgrimage GiBpIF
Promotion EEIMETREPIT]
Presentation ugfd

Policy gifeRdy
Proposal EESIE]
Productivity 3dreehdl

Public Transport Frdsife yRkag

Recovery




wva gded Rara Ana [,
(WA T T I )

REKIL
(e HTH

Registration EEica)
Schedule PRI, IRt
Service Jar

Single journey SheE<! ATAT/Tehed AT
Single journey ticket et AT feape
Sustainability f&Rar
Strategy T

Take off flight 3STH ATAT
Travel RIEI
Transportation uRagd

Tour grAT

Tourism e
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Sttt gumT

Engineering Division

Bond JY-TF

Breakage ge-e

Breakdown W1, g
Completion certificate HHTYA YHTOT-UF
Completion report g Raé
Construction work famfor-ert
Consultancy services TR /ARARS Aara
Condition et

Cost of Maintenance STIR&IUT AT
Disagree 3TEH BT
Detailed inspection ﬁ?ﬁﬁﬁ'ﬂ&m
Detailed project report faa ufaisrn favé
Devaluation Aqaq
Development foera

Eligibility T

Emergency 3muTd-fRAfe, 3T, 3maTaeTd
Evaluation Heich
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Evaluation committee e Affd
Execution of contract a1 T
Executor fafes, fwme
Expenditure on project IREST R =g

Ex parte T Y&, T a1
Expert fRwa

Expertise oo, ﬁ‘}[ﬂfﬁﬂ
Extension work o Frf

Heavy Equipment WY 3T T 3THIT
Highest bid E=nt il

Land & Building tribunal Uff Mg oRkat
Landscape Y-£%d, ez
Layout R, STt
Lease Tgl, g W &l
Lease Agreement Uel AHSIAT

Lease deed GeTTAT
Machinery F, TR
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Maintenance RA-IMT(d, &I
Maintenance charges ITIQUTYHR
Maintenance cost IREUT |
Multilateral agreement IgusHT R
Movable property Il Iy
Notification JfagaT

Original Contract el PR/
Original estimate Tl AT/ I
Planning ST/ §4TT
Planning period st 3afe

Plant I

Project estimate RANSTT A
Seal R, Hevda HAT
Sealed quotation HEeG IeI0T
Sub-contract 3u foey, 3u 3
Technical consultancy services At IRTHRI JaTq
Tender R, Ffaq

Tender box TR0, FAfag od
Tender Fee TR B, fAfder e
Tender form TR, ffaey wid
Tender money TR MR, ey afy
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Tender notice R Afew, Ffda gaan
Tender rate ], FAfaaw

Tenure PP, 3afe

Term and condition [EREECRIG

Under construction fmionefi=

Upkeeping RARATG

Workshop HTRIRITAT, HHRTAT, IHRITY




e RERE
IR HARTYRI ATIR YHTT

Ashok International Trade Division

Bulk AT, A6

Bulk Purchase ERGIPIRCR A GERGH [
Burden of taxation DHR-UR

Cargo STRIST ATed, TR
Carriage inwards 37Tdeh HTA HTST
Carried forward 3T, 3 & ST T
Cartage TS, HTST

Closing stock Y AT, 3ifdw wie
Code PIs/fEAN/He/FHe-Tad
Consignee RIS, AT T a1
Consignment T, W1 3T HIA
Consignor WP, AT Wi ared
Cost of sales fasht afea @ma
Custom duty JRIeH

Dutiable el

Duty S, FAA, Yo
Excess Duty 3iferfRerd e




wva gded Rara Ana [,
(WA T T I )

REKIL
(e HTH

Exchange earning oM g1 31517
Excise duty 314 Jeeh
Excise tax 3dTg P
Export trade control fafa =R fdsor
External accounts fazita ezat
Foreign collaboration faen Fean
Foreign exchange earnings ﬁi’\fﬁﬂaﬁm
Foreign venture ez 3ew

Free on board (FOB) urd 9= R
Free port Hord g

Free sale /e fadht
Freight YTST, AT HTST
Global st
Goods in transit AR HTA
Immigrant STyaTt
Imminent 3, e
Import duty TATd eeh
International AR
In-transit AT
Inventory TRt
Overseas TYGUR, yart
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Overseas service THGUR Ja1

Port trust Tl &/
Sale fasht

Sale proceeds et 3ma/fash! &
Sales Tax fasht

Trade MR, 08

Trade negotiation IR 1At

Trade promotion TR Y&
Trade and marketing services IR Td faqor deeft Jarg
Transit URTHA, URdegd
Transit charge URTHA Y4R
Transit duty URITAA R h
Transit permit URITAA RfFe
Transportation equipment IRagd IuTR
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U FfETerd TUTT

Company Secretary Division

Book value

3iferd qwr

Brokerage

T, [T Y

Capitalization

Eicw

Capital loss Yot g1
Company Act o rfefram
Company history file U feigd BIse
Company law administration o fafer g
Company limited by shares QR- T Byt
Debenture &R, Hora
Dividend ATHIRT

Dividend appropriation account S AT, oAt
Dividend rate ATHRI R
Documentary evidence YA 18F, SXATAST A18T
Equity sfaadt

Equity shares sfaadt AR
Exchange Market faffma s=R

Face value

Jifpagea
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Futures market IR SSTR/BRIER
Gain SFATY, TATHT
Gain Sharing YATRT HEHTSTT
Government securities TRHRY ufeyfaar
Growth Tafg

Half yearly return Jrefaniyen fqaRoft
Incorporated Company femfea o=t

Listed stock I i

List price It HAd

Limited company fafd g

Limited liability S
Liquidation i, gRkfFeRer
Liquidation of assets uRequftrt &1 afkamra
Market penetration TR JaT

Market Potential ISR/ fasa ST
Market price TR A

Market rate IR R

Market value EISIRKICE

Net assets g uffar
Net earning fae HAE

Net investment g fawr
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Net worth faa arfadiy
Share T, RRR, 3T
Share application money QR 3T FARIR el

Share capital

AR it
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BIee YT - WTe] 9 U3, [idw ud 3edmeq,
BISIHITYT IITHTT, TH.TH.E
Hotel Division - Food&Beverage, Service&Production,
Housekeeping Department, MM&D

Banquet bar ufaist/dade SR/ALRITAT
Blanket Agreement ATh PR
Business PRITR, FTHT
Business connections I HII
Business cycle IaHI dsh
Business hours HRI-THT
Business income I 3T
Business Management/Administration I e €/ IR
Business year I IS
Cafeteria FheRAT, 3TUTER
Cancellation fees IE B &I Yo
Commercial EliEsEd
Commercial establishments aifoif & ufage
Commission FHRM, 312N, Te
Complimentary araTef

Consumer STHIERT
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Consumption 3YYT

Conference T

Corporation o

Cost of operation YT AT

Cost of production 3cdTe @rTd

Costing @A e, AT neaT
Cuisine JTISER, UTeh YOIt
Documentation eRaH, SEATASIIHR0T
Housekeeping 8 AT, BI3YHITT
Lunch TEATE WIS, GUeR oI WSt
Luxuries i axqu
Occupancy srfe

Occupant srferfy

Operating cost PEIGERIUG]
Operating profit PEIGERUIR
Operating staff YT HaR/aT
Package Tour st ATATT

Practical NS
Production JedTed,
Facilitation Ifaer Jar, TRefta=or
Non Vegetarian AR
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Purchase book AIE 981, I T8
Purchase committee % afafa
Purchase control %3 fAior
Purchase order i
Purchase price CRR ]
Purchase procedure SIS Ufomar
Purchase sanction %4 Ht
Purchasing power g Tferd
Purpose ERISEEE]
Quality control TG fioT
Quality product ST AT/ OTaT HTe/3eTS
Quantity HIAT

Recoupment 3myfet

Requisition TT-u3, Sifergor
Stock T, A9 AT
Stipulated 3 HAT
Stock-in-purchase yfehard i
Stock-in-trade SR AT, faeh! ATet
Stock price I HIAd

Stock register e AR

Stock valuation
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Stock verification

REKIL
(e HTH

Store VSR, JHTE, T

Store in transit AR FHTH/HER

Stores not available HER UT 7T

Stores other than spares SHfoifier goit & e ame
Stores requisition T Y AT-g=t
Surplus stock eIy ¥R

Target &g

Tariff TR, SR®B

Tourist ieh

Tourist agent Ted Tl

Tourist guide Tied S

Tourist visa yfee dist, wed yavT U
Traveler art

Unlimited stock IR T
Verification of stores HTeT hT HATIT

Visa YR, dist

Visitor 3P, R




e RERE
o= 9 SRar yumT

Finance and Accounts Division

Abnormal price M S
Abnormal profit STAHE oY
Above par Jfage R
Accidental profit ST T
Account iaT, <, e
Accounts for the year a9 & wRa/ATa
Account book an/ag
Account head a3y
Account joint HY o Q1T
Account, maintenance of wra/fEaTe RaA
Accountable person ITRerdt e
Accounting period wRaTh Jrafer
Accounting year wRaTH Iy
Accounts receivable AERY ARaT
Actuals TRARID HPS
Additional assessment fafeaa Fefzor
Additional income FAffed 3ma
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Adjustment IS

Advance payment ErniEipeRiunict
Advance adjustable OIS ORI
Adverse entry vt geRreT/viafy
Agent, commission 3Teferan
Aggregate Caal

Amount outstanding STV T{RY, ST AT
Amount unpaid 31 Ry

Analysis of accounts oRaT-faReyor
Annual Accounts qIffe wva

Annual income qfies 3

Annual budget ISP Fo1e

Annual dividend I TR
Annual estimate qTies AT
Audited accounts TG oA

Audit fee AATIAGT e
Audit ruling aRaraRien fafaofa
Average profit 3 oy

Bad debt 3MRMeR 50T, galt 3BT
Balance 3R

Balance in hand JIhs a1k, ALY AT




wva gded Rara Ana [,
(WA T T I )

JASTHTST
(e HTH

Balance opening g Ay

Balance, sheet [s(GERCF)

Bank draft S g

Bank guarantee I TR
Benevolent fund fRasrt fAfer

Bill FESIICEREAIEL
Bills payable & faa

Bills receivable e fael

Book adjustable AT JE ST
Budget 93¢, - &I <dl
Budget estimate 31 I
Budgeting §37C ST

Budget provision §31C a1

Budget revised IRNferd gs7c

By instalment fPEagr

Calender year PoieR I

Capital dsit

Capital assets Uit afqmfoar
Capital budget LEiCE

Capital employed GUIEIEEISLRE

Capital expenditure

YT =&
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Capital gains

REKIL
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YSTTA @

Capital gains tax

YT @ FR

Capital goods

YT ATe

Capital outlay Uit afke
Capital requirements ‘Fﬁﬂﬁ HEGHATT
Carry forward 3T & ST

Cash Book Jps T8l

Cash at bank S H JAhs
Cashincome TS 3™

Cess ERET

Cheque A/ EATRT

City compensatory allowance TR yfergfd o
Closing of accounts e §g Fxm
Competent financial authority Tem fam wfaery
Contribution WG, 3RIEH, FTeH
Concurrence Tgofe

Controlled expenditure frifa=g

Cost oTd

Currency T, et
Currency exchange e fafma
Crossed Cheque RiEcnicED
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Debit advise AT 6 AT
Debt B0
Deduction T[T, Feld!
Deduction at source Id IR derdt
Deficiency Y, AT
Demand Liability -1

Deposit STHT, e, STHT BAT
Disbursment Tfgeror

Dishonour SHf, IRABR HAT
Employee's contribution PHART IRTEH
Employees provident fund HaRt vios fAfer
Errors & Omissions expected HA-ID, ikl
Excess payment 3ifeieh 3rgrRt
Expenditure g, 9d
Expenditure statement g fqarur

Final Payment 3iferm T
Finance accounts e

Financial position faeia feafa
Financial Bill fo fadas
Floating capital AR Yt

Fund fafer
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Grant and recovery HR 3R It
Gross profit bl T

Head of account a3y
Imprest 3
Incidental expenditure wiiie g
Insolvency fearem
Instalment T
Investment 3w, dett e
Joint Account TS @=a/aTen
Ledger ECIRIRCIGIEE]
Ledger entry AT SeT=1/9fa g
Letter of credit JIg-g

Levy 3SR, 3!
Liquid reserve g fatd

Log Book 1T ge/epTe it
Loss gt/ &fe/arer/gear
Marginal cost rd @
Misappropriation GO, e
Net profit faa Hiaa

Net return fad @
Non-plan expenditure TR-TIST1 ad/a
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Opening balance URfHS STHT
Outstanding STATYRUT, ST, 91!, AT
Outstanding balance 11 AY, THIAT BT
Outstanding dues TP G

Over head 3uReag

Paid up capital & Ysit

Passed for payment WA & el oy
Pay certificate A YHTOT-T3
Payee SATETT, 9T ATl
Payee's account SATCTAT TAT
Payment order WITAT 3TERT
Profit and Loss accounts GICHIEEEG)]
Statement of accounts GEGINECRY
Sundry expenses fafay @t
Sundry payments fafae =
Supplementary budget RSP sl

Tax home pay IR UGIE)
Take home pay IEEGKChE
Taxation PRI, P Tl
Tax system R YOTTA!
Treasury ST, ITSTHIT
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Travelling allowance AT HAT

Turnover F fThl, ST PRIIR
Working Capital FRIRAA YTt

Write off ¢ T ST, AT AT
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TR&IT THTT/Fefchdl THTT

Security Division/Vigilance Division

Complainant Rreprar ot

Chief Security Officer TR JRaT faHRt
Complaint R
Complaint book Rieprad gfeder
Complaint handling Rl R Briarg
Compliance report 3T A
Conciliation Jete, Juedr
Conciliation Committee g afffe
Conciliation proceeding Jelg HrRIaTer
Conclusion T, feed

Confiscation

STed AT, TR0

Contravention Ercoion

Control foizoT
Conveyance allowance AR =T
Criminal case PBISTERT T JeheHT
Deputy Security Officer 3 e AfaaERt

Disciplinary action

TS PrIaTs
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Dispute EGI

Domestic enquiry 3RS ST
Emergency 3ATADTA
Emergency exit SMUTABTA (T
Enquiry qud1o, St
Escort AR&D

Essential service EIECINEEIY
Explanation TFIH0T, IRAT
Explanatory note RATHS feeqofy
Explicit Y, had
Ex-service man Ydyd Jfew

Fact a2

Factual q2aql, dTES
False charge R 3R, o7 SeatH
False statement fhrean foaror, ger 9=
Fine AT, 3720308

Fire Exit % e
Firstinformation report T g Raié
Forfeiture il

Fortnightly report Trfgres o
General Diary T ST
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Guidelines AT
Habitual defaulter 3T gt
History Sheet Y gd
Identity card Ugdrd U
lllegal 3@y

Incident Report AT 3RAT
Indiscipline STIRIEIAT
Indispensable 3raRerd
Inspection fees frigror 3o
Instruction 3R, fegraa
Investigation 3AYYT, STTT-UgdTe
Jurisdiction 3fEBR &, SATEBR
Jury 3.[3 s
Lady Security Guard T GR&T Test
Objection 3mafa

Offence IR

Penal code s fear
Pending decision faofa gR a
Permission A
Petitioner e, anfrepTerar
Proceedings FHrRIaTE!
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Security gR&m

Security Check IRETT ST
Security Control Room IRan Ao e
Security Guard BRI
Security Supervisor &N gha e
Statutory provision Fifafes 3uder
Surprise Checking 3T Rt
Supply Gate 3MYfed gR
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fafer gum

Legal Division

Act &, rfafam
Administration of justice GTIRROT, ITI-YRMHT
Administrative TRIT/ SR /SR
Adjournment T

Appellant 37T & aTeT
Appearance 3ufAfa

Arbitrator U

Bail STHEA

Bailee Suffed, 3R
Bailor 3uferar

Breach T, AT

Breach of conditions QAT B AT

Breach of contract Jifar |

Breach of faith EEIR e

Breach of law fafeim/er dear
Breach of trust AT |/ AT H @I
Certified copy YO ufer
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Certified documents YHTIOTd Uei<d, SHIOTA S&Tast

Court degree Ty feu/f

Contempt 3TGHTAT

Deponent aneft

District Court e =mare

Disposed Off frgerT

Execution BRI

High Court 3 I-™TAd

Indemnity bond arfergfe sera

Judicary YT

Judicial AT, JTeTetclt

Judicial disputes =1 faarg

Judicial enquiry T/ TeTeld! St

Judiciary =arraTfetet

Judgment foofg

Labour appellate tribunal 977 31Te iferaon/
9 IR =TaTferaoT

Labour arbitration e faara=

Labour dispute iffis faarg

Labour input offes fAfay

Labour Union i g, AoiR 99
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Law ﬁﬁlm’-ﬁ
Law suit HbcHT
Litigation HHGHATSIT
Objection 3mafa
Respondent 3TRardr
Review petition eter arferesT
Supreme Court 3dH IATAd
Succession ISR
Succesor ISR
Surety bond gfery, s
Unlawful g

Write petition STRATY, JHTCRT ATfIHT




wva gded Rara Ana [, TS 5
(o e ) g HTH

AT HHTYA S U/ IR GHTT
Human Resource Management Division/Administration Division

Absence ufRAfa/R-gert
Absence record srufaafy Rer
Absentee statement Ul faaRor
Absorbed labour [ERIEGRIEED
Absorption STARINOT, THTGT
Academic s
Academic qualification Qs Frgary
Acceptance of tender TR Tefa
Accomodation FJTE/3MarE
Acknowledgement qradt/ied gaT
Acknowledgement due IS aradt afed
Addendum IRIV/ITRD
Adequate wage it Haigt
Adhoc e

Adhoc payment e qraE
Adjournment T
Administration ERUGET
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Administrative head R JET
Administrative sanction RIS HT
Admissible Hieri/urea
Advance ERuiTE DL
Advance copy sfomufa
Adverse report it Raie
Advice HeATe, TRTAR, e
Agenda PRIt
Allocation ELCINCRIcE]
Allotted efed
Allowance HT
Allowance city IR Yl
Allowance conveyance AR} T
Allowance dearness HETS T
Allowance extra duty tferfRerd sgfe wrem
Allowance outstation qfe: T =T
Allowance overtime IR T/
tferfRer wma v
Allowance travelling RIPIRGI
Annexure ey
Appeal Kiiret
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Appellate authority 3rftet ferert
Appellate powers el ArfeaR
Applicant 3MASH

Appoint frgerd &em
Appointee ﬁwmﬁ
Appointing Authority ﬁgﬁﬁuﬁmﬁ
Appointment fafe
Appointment permanent it g fart
Appointment temporary 3 fgfae
Arrear Ecapll

Authority feeR

Authority letter iR I
Autonomous body g e
Award Yare, sifafrolg
Back-office I 3ifthg

Back reference fiear garan, Ty
Basic pay oA 3

Benefit faa, QIEWIT, fedemy
Board of Directors R SE/fAeRTe AUse
Bonus Eipk:]

Bonus wage system ST AT oTett
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Branch JMRAT

Branch office TIRAT BT
Broom g

By hand fecsci

By order SRR/ 3T &
Career Development Scheme ufeer/HRaR e disrn
Casual leave TR RED Dt
Casual payments 3B YA
Casual workers 3fad Yffe, Afe HHTR
Certify YATOTd 3T
Character and Antecedent IR 7 gdad
Character Certificate TR gHTOT
Charge Sheet 3R U

Chief T

Circular R

Claim el

Claimant [HECN
Clarification ReiiEaul
Committee Tfafa

Commuted leave FUIARA Pt
Commuted pension FYTARA o=
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Compensation

REKIL
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g3mrast, gfaes, wfagfd

Compensatory allowance

yfergRe W=,

Compensatory leave

Competent authority Term ifereprRy
Confidential Mg
Confidential letter o= o
Consent Tmfd, Teufd
Consultant TRIFRIGTAT
Contract Tifdey, 1, e
Contractor IPeR, Tfdemr
Correspondence TF-IdeR, AR

Corrigendum

Courier HRETED, HRERX
Daily wages ?ﬁmna'cﬁr fegrst
Dearness allowance TETS Wl
Declaration form GIVOT BiH/ T
Delegation of powers faaa &1 yarisr,
ifeaar dgHr
Departmental enquiry favmita s
Deputation ufafgfe
Depreciation value eI Hed
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Departmental promotion fayrita ugafa
Demi official letter STERTSHT T
Designation qeam™

Dispatch register Iyor IR
Disability 3T fedemy
Dismissal A, geegfer
Domicile iferar

Draft GTEY, HEH,
Draft Agenda R HT 7S
Draft for approval STFHIGAT AT

Duty roster

S IR, Foicd Tt

Dwelling a1y, drg ¥, A1
Equipment JUIHR/3GHT
Emoluments aRefear
Employment ISR

Employee evaluation FHART T
Employer's contribution foiear 3iIeE
Envelope oot

Encashment ST, YA, ATGERRT

Establishment

Estate Duty

IS Yoh
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Evacuation Rfaaor, forspmroT, areft gt
Execution Frareq, wrifa
Examination e, S
Exemption HIHY, g

Exemption certificate O, JHIUT O
Extension of time 3rafer g

Family pension qTRaTRRes/ aRar d=r
Farewell T, faerg

Factory building PRAT bl SARA
Festival advance R TR

Fees B, Y

File TS, BISel BT, AR BT
File board EIELKIS

File number IS HAT

Fitness certificate 3R JHTOT-U
Fixation [ERGE]

Fixed pay fraa daa
Forwarding 37O

Gazette notification ST STfERIET
General circular I IR
Grant-in-aid HETIdT g




wva gded Rara Ana [,
(WA T T I )

JASTHTST
(e HTH

Gratuity 39ard

Grade 9oft, Fife, uasHn, I8

Grievance procedure Rieprad fAaror ugfa

Government undertaking IRERI 3UHH

Half pay 3MET AT

Hand-ing over charge BRIVR o1

Handling charges 3BM-Ra HI 34,
TTS-3RIS YR

Head of Department fayrmeg/maTeTe

Headquarters AT

Hindi version e TuTaR

Home travel concession A farad

House rent allowance TSI fehrar e

Implementation I, PRI BT

Incentive e

Increment I afg

Indent HITTH

Industrial Dispute Act 3itefiies foare afafam

Industrial law e s

Industrial peace 3fenfies nfa

Industrial unrest 3itefiie rnfa
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Issue o, S e
Item Ha

Institute A

Internal resources 3R IAqTE
Insubordination Jfo=a, e
Infra-structure HIETAT

Joining date HRITEUT aRa/fafd
Joining report FHRITRYT RUte
Justice Buet

Labour o, YA, 7SR
Labour contract 9T ST

Labour welfare 9T FHeATOT/H A HeTor
Last pay certificate 3ifem e vHToT U
Licence TS, AT
Leave rules ol frammae
Leave without pay femaaT ogt
Leave with pay Faad et
Magazine fieT, STHA

Mail HeA, 31  STe1
Management Training yeE gfRIgToT
Man-day fegrel, om feaw
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Man-hour A HeT

Manpower SRfe

Manual labour RIS 9|

Manpower planning STeRIfe ST

Medical Bill faferean fam

Medical certificate of fitness AT YHTOT-UA

Medical leave AR St pel/ e pet
Medical report ferfrean &Y Raé
Memorandum A9

Minimum wage

ATH Hfet

Minutes GARED]
Mortgage dEP, 38T
Most urgent TRH AT D
Negligence ATORATET
Newspaper HER 9
Night duty allowance A S T
Night Shift 03 Bl aR/ATet
No demand certificate STEh! FHTOT T
Nominee fAel, Afda safed,
I sfae
No objection certificate 37Taf JATOT O
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Notice Board Harug

Offer of appointment frgfed v

Office copy BT e

Office memorandum AT AT

Office order P AR

Official language RTSTHTET

On deputation yfafrgfed &

On probation aRRdteneit

On the job training 3idT: B ufigror

Out of turn promotion ST Ut weyafa

Overtime allowance 3iferRer ma v
IEaf

Parliamentary question TIT U, TS U

Patronage FREUT

Pay scale EGEbic

Pension oRE

Performance appraisal e gt

Performance report e favé

Post Tg, STh

Posting and transfer order AATAY 3R TATATAROT 31MeRT

Post facto sanction PRI
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Possession e, IfaHR
Probation period uRRdtenei= srafa
Rebate oe, 9¢1
Representation yfaffe, snaraet
Reviewing officer Iter sifadRt
Screening Jdter, s«
Shifting IHTEROT

Secrecy MY

Staff council FHHAR IRYG, W IRYE
Stationary ARa
Standing committee et Fiafa
Standing orders T 3TRRT

Stern action Pl PRATS

Store USR, §HgT BT
Substantive pay qA-UG ddd

Temporary appointment

Unauthorized absence

Unauthorized strike 3HfePd g8dTa
Unqualified 3R
Unskilled labour AP HfiH
Verification of service JaT H1 AT
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Wage fixation eI fgas

Witness Jreft, TaTe

Working hours HRI-TH, HH & He, BRI He
Workmen FHBR

Working knowledge FHTHBISH ATH/BTHBTSH
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