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12.0 Objectives 
_____________________________________________________________________________________ 

This Unit is based on Official Language. It gives you an idea about various aspects of Odia as an official 

language and translation of official transactions from English to Odia. After going through this Unit you 

will be able to: 

1. Understand the basic need and nature of an official language in vernacular and legal status of Odia 

for such use; 

2. Know about the principles governing translation of administrative terminology, i.e., the specific 

words and phrases used in official language, as laid down by the Government of India. 
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3. Be well versed with the administrative terminology used to denote specific meanings in official 

works both in English and Odia; 

4. Practice and develop your skill in translating documents written in English to Odia as an official 

language; 

_____________________________________________________________________________________ 

12.1 Introduction  
_____________________________________________________________________________________ 

For a long time in the recent past, translation was being looked down upon as an inferior work than 

writing original texts. Nevertheless, indigenous vernacular writers earned national and international 

repute only when their works were translated into a national or international language. Thus importance 

of translation has gradually earned its due recognition in literature. Multilingual people get their due 

respect when their services are sought as interpreters when world leaders, bureaucrats and eminent 

scholars speaking different languages meet and interact with each other.  

Moreover, increasing importance of English worldwide in the field of science and technology and other 

fields, has posed a threat to the very existence of various regional languages and dialects. It is however a 

universally accepted fact that a child can understand science and other subjects more easily and 

effectively if that can be taught in his mother tongue. In the same manner, a common man can conduct his 

own transactions with the government departments, banks and other offices if he is allowed to do so in his 

vernacular language. This will also reduce his financial burden and a lot of his valuable time will be saved 

as he need not run to advocates and consultants requesting to pen down his representations or work on his 

behalf.  

This has given rise to the ever increasing demand for carrying out the official works of the government in 

the regional language. The language used for official transactions of the government, its various 

departments and their subordinate offices with the legal sanction under the Constitution of India is known 

as the Official Language.  

Keeping in view the importance of saving the regional languages, and also to facilitate the common 

people to communicate with the government departments in their own language, various States of the 

Indian Union have been enacting laws for implementation of their own regional language as the official 

language of the State. Efforts have gained momentum to prepare the glossaries of terminology used in the 

field of science & technology and the general administration for transacting official business and 

preparing text books for the students and also ensure uniformity of the terms used therein. Owing to many 

such factors besides others, translation has emerged as a separate and independent subject in various 

universities that aims to create professionals in the field.  

_____________________________________________________________________________________  

12.2 Legal Provisions regarding Official Language  
_____________________________________________________________________________________ 

In a bid to replace English with our own language in our day to day life, provisions have been made in the 

Constitution of India for adopting Hindi with Devnagari script as the Official Language at the Centre and 

regional languages with their respective scripts at the State level; so that government servants feel bound 

to accept it and work accordingly. The State governments too have enacted laws in consistence with the 

constitutional provisions to use their own regional language in the official work procedures. This has also 

enabled us to prepare study materials in various subjects like science, mathematics, social studies etcetera 

in various Indian languages so that our children can learn these subjects easily in their own mother tongue 

without learning a foreign language.  
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It is therefore necessary that we know some of the rules regarding government correspondence and 

translation of official texts into any Indian language, so that we can reproduce the text in accordance with 

the rules laid down under law. A translator should therefore remember some of the important facts and 

Rules about the official language. 

12.2.1  Rules pertaining to the official language of the Indian Union  

1. For effective implementation of the Official Language, the country is divided into 3 regions: 

a) Region (A), i.e., Bihar, Chhattisgarh, Haryana, Himachal Pradesh, Jharkhand, Madhya 

Pradesh, Rajasthan, Uttaranchal and Uttar Pradesh, and the Union Territories of Delhi and 

Andaman and Nicobar Islands,  

b) Region (B), i.e., Gujarat, Maharashtra and Punjab and the Union Territory of Chandigarh. 

c) Rest of the country other than Regions (A) and (B) are placed under Region (C).   

2. As per the Official Languages Rules: 

(a) All Communications to the offices of State Governments and the Administration of the Union 

Territories or persons residing in various States under Regions (A) and (B) shall be made in 

Hindi. 

(b) Communications to the offices of the remaining States and Union Territories as well as persons 

residing therein, i.e., in Region (C) may be made in English. 

(c) Correspondence with Central Government offices located in all regions shall be made in Hindi.  

(d) All communications received in Hindi, irrespective of their source, shall be replied to in Hindi. 

(e) In case a person responsible for drafting a letter does not have sufficient knowledge of Hindi, 

the draft prepared by him in English will be translated into Hindi and the letter will be issued in 

Hindi.  

(f) Both Hindi and English are used for:- 

(i) Resolutions, general orders, rules, administrative and other representations, notifications 

and press communiqués; 

(ii) Administrative and other reports and official papers laid before a House of Parliament; and 

(iii) Contracts and agreements executed as well as licenses, permits, notices and form of 

tenders etcetera.  

12.2.2  Some facts and Rules pertaining to the official language of Odisha State 

1. The Orissa State Legislative Assembly has adopted Odia as the language for Official purposes of 

the State vide „The Orissa Official Language Act, 1954.‟  

2.  English language continues to be used in addition to Odia in the State Legislature vide Orissa Act 

No.18 of 1963.  

3. Although Odia is used as the language for official purposes, the international form of Indian 

numerals are used in stead of Odia numbers as per the provisions of Act No. 12 of 1985.  

4. Government work started to be done in Odia in the Heads of Departments and their subordinate 

offices from April 1984 and that in the State Secretariat from April 1985. However, Office of the 

Registrar, Odisha High Court, Offices of the Justices and their sub-ordinate offices have been kept 

out of the provisions of this notification. Besides, it does not affect the use of English in the 

following activities as well:  

(a) Correspondence with Government of India and other States; 

(b) Work procedures of any court or Tribunal; 

(c) Judicial and Quasi-Judicial work procedures and all matters related to or arising out of it; 

(d) All works related to technical subjects; 
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(e) Accounting and all related matters; 

(f) Correspondence with all non-governmental persons, firms, companies and offices those who 

send their letters in English; 

(g) Traffic Symbols; 

(h) All other matters that need English to be used as per law. 

5. Government of Odisha has approved the „The Odisha Official Language Rule 2016‟ on 12
th

 

August 2016. After gazette notification, the Odisha Official Language Act 1954 formally came 

into force on Tuesday, the 16
th

 August 2016. Accordingly, Odia has to be used for all gazette 

notifications, bills, amendments, acts, ordinances, orders, rules and regulations issued by the State 

Government. 

____________________________________________________________________________________

12.3 Administrative Terminology 

_____________________________________________________________________________________ 

  

12.3.1 What is Administrative Terminology 

As we already know, the language used for official transactions of the government with the legal sanction 

under the provisions of the Constitution of India is known as the Official Language. It is related to the 

general administration of a particular geographical entity.  Administration means the rule of the law over 

the people of a specific geographical entity to ensure peace and harmony among its inhabitants. There are 

rules and regulations along with a judiciary and „law and order system‟ to ensure that they work properly; 

and the activities of the government agencies to ensure proper implementation of these rules is called 

administration. The rules and the official procedures to administer them have to be done in some 

language, as it is the medium of communication from person to person; and the language adopted by law 

of the land for such purposes is called the Official Language of that State or nation as the case may be.  

In order to accomplish various activities of the official procedures, the official language needs specific 

words for specific meanings so as to discard any form of ambiguity arising out of it, lest there should be 

confusion in implementing the law of the land effectively. When a word acquires a specific meaning in a 

sentence it is called a „term‟ and the study of such terms is known as „terminology‟. 

12.3.2  Definition of Administrative Terminology   

Before going for the definition, let us have a clear idea of the topic. As we have discussed above, when a 

word is used in official procedures with a specific meaning, we call it a „term.‟ „Logus‟ in Greek means 

science, study or knowledge. Thus „terminology‟ means the study or knowledge of such terms that are 

used in the offices to discharge certain functions in a particular language. The vocabulary of all such 

words and phrases with typical specific meanings is known as „terminology.‟  

When such terms are used in the administration, it is „Administrative Terminology‟, if used in the 

knowledge of science, it becomes ‘Scientific Terminology’ and when related to a technical subject, we 

call it „Technical Terminology.‟  

When such a term is widely accepted and used in administration or in any science and technology spread 

over a long span of time, it acquires „technicality‟ with that specific meaning or sense in respect of that 

branch of activity or knowledge. Thus the phrase „technical term‟ is not confined only to the technology 

sector, rather refers to a wider meaning.  

The way of presentation and the structure of a sentence changes according to the subject and context of 

the text; and the same word very often acquires different meanings when used in different contexts. 
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Let us be clearer about the term ‘Administrative Terminology.’ An example can make the idea clear 

and easy to grasp.  Let us examine the word „interest‟ in its various usages.  

In literature, „interest‟ means „liking‟ or „the state of wanting to know more and more about something or 

someone;  a quality exciting curiosity or holding the attention;  e.g., „a tale full of interest‟ or „an 

interesting story‟ means a subject in which one is concerned very much. Thus, in literature, the term 

„interest‟ in Odia means ‘eêPò.’   

However, when we use „interest‟ in commerce or banking matters, it means „the money that is paid for 

allowing some body to use your own money.‟ You keep your money in the bank, and bank pays you some 

„interest‟. You borrow money from bank or someone else, you pay him some money extra, and that is 

called „interest‟. Thus, in Banking and commerce, the term „interest‟ in Odia mostly means ‘iê].’ 

In legal matters, „interest‟ means the advantage or benefit of someone in doing something; i.e., self-

interest. So in legal matters, „interest‟ in Odia means Êû[ð.  In legal matters, this term also means „a share 

or involvement in an undertaking,‟ a legal concern, title, or right in property, i.e., in this context we can 

translate it as ‘bûM’ in Odia language.   

Thus we see that „Interest‟ is a common term in literature meaning „a quality exciting curiosity or holding 

the attention.‟ However, it acquires technicality when used in commerce & Banking with the specific 

meaning of „a small amount of money received or paid for lending a bigger amount to someone else; and 

in legal matters with the specific meaning of „advantage or benefit of someone in doing something like a 

crime or help etc., i.e., self-interest.  Thus, „interest‟ is a technical term for Banking and Legal matters 

with their respective specific meanings.  

Again, suppose the word „interest‟ is used in a legal procedure with the specific meaning that of the 

Banking sector, it will carry the technical meaning according to its context therein. It is similar in other 

cases as well. For example, let us consider this sentence in a lawsuit: 

“It is interesting
1
 that the accused made a fraudulent attempt to give his own account number in the 

agreement with the sole interest
2
 of devouring the large amount of interest

3
 arising out of the huge 

investment made by his ancestors, without sharing the same with other members of his family.” 

Here the first „interest‟ carries the normal meaning as in literature, its second use bears the technical 

meaning of legal matters and the third „interest‟ that of the commerce and banking sector; although the 

entire sentence is the part of a legal document. 

We thus see that while translating the word „interest‟ in Odia language, we have to give different 

meanings or its Odia synonyms according to the context of the text in the source language, i.e., English.  

Though a long list of such words can be drawn, this one example is sufficient to make the point clear that 

a translator has to be ever vigilant and judicious about the sense and meaning that a particular word is 

used, while doing his bit of job. 

Nevertheless, it is very difficult to draw any such clear-cut borderline among various fields of 

administrative terminology, as these subjects most of the times overlap each other; and what matters 

actually is the context or sense  that the term is used therein. Nevertheless, every branch of 

administration, science and knowledge has developed its own vocabulary, and the standardized method 

has become conventional in that particular department of administration or knowledge.  

Before we go deep into the meaning and various aspects of the term „Administrative Terminology‟, we 

can well guess and understand that it is concerned with the day-to-day affairs of administration of the 

government, department, institution or organization; and the specific words or terms bearing specific 
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meanings or sense used in transacting such activities. It is very essential that we use the right and best 

words in that particular language.  

Thus we can define ‘Administrative Terminology’ as: 

Such words and phrases that are used in specific sense or acquired meaning in a particular field of 

science, knowledge, administration or any other human activity, taken together is called 

„ADMINISTRATIVE TERMINOLOGY‟ and that specific legally authorized language through which the 

administration works is called the „OFFICIAL LANGUAGE.‟  

12.3.3 Scope of Administrative Terminology 

At the outset it comes to our mind that Administrative Terminology is concerned only with various 

activities of the general administration of governmental or private organizations like appointment, posting, 

salary, conduct, leave, disciplinary action, functioning of the official procedures etc. However, a cautious 

and deep consideration of the question reveals that its scope goes much beyond the official transactions. 

According to the Commission for Scientific and Technical Terminology set up by the Government of 

India, it comprises of the following fields: 

1.   Administration and Management; 

2.   Statistics, Commerce, Banking and Revenue; 

3.   Law, Vigilance; 

4.   Various subjects under Science and Humanities, Politics and  Parliamentary bodies; 

5.   Publication; 

6.   Health and Life-sciences; 

7.   Railways, Posts and Telegraphs; 

8.   Departmental Terminologies; 

9.   Engineering- Civil, Electrical, Mechanical. 

Besides, we feel that such other aspects of the activities of the modern civilized life like sports, 

advertisement, media etc., too need to evolve such common terminology for easy understanding and 

grasping by the common man. The scope of „Administrative Terminology‟ thus becomes a vast ocean of 

words and phrases that need to be put in common practice not  only by the people related to the concerned 

fields departments, but the common man too should be used to it, as because all such offices and 

departments are created and functioning only for the people.    

_____________________________________________________________________________________  

12.4 Standardization of Administrative Terminology 
_____________________________________________________________________________________ 

  

 12.4.1 Need for standardization of Administrative Terminology  

 Down through the centuries of its use in various countries of the world, English has gradually evolved a 

common set of administrative terminology and phrases for common use in the official language. In India 

we also evolved such terminology in Urdu language during the Mughal period and most of it has now 

descended and is being used in the official language of the Central government and other Hindi speaking 

States. Many such words are widely used in the revenue department even in Odisha. 

 However, after independence when we are bent upon using our indigenous languages for official use, we 

have to work hard to have a common set of such terminology. As we have seen above in the foregoing 

sections, a single word acquires different meanings with the change of context; we have to be very careful 

about choosing words for official language. Similarly, many a times, the same act or thing is denoted by 

different words in the same language. However, we have to select a particular word for a particular 

meaning in official language; otherwise it may create a lot of confusion or give rise to untoward situations. 

Needless to say that it becomes easy for the masses to work in a particular language when we use the same 

vocabulary for things carrying the same meaning. 
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 For the purpose, government of India and the State governments have been engaged in the evolution of a 

common Administrative Terminology in various languages of India through various departments. In view 

of the pressing need of such terminology, authors, publishers and law houses too have contributed a lot. 

Government of India has even set up a permanent „Commission for Scientific and Technical Terminology‟ 

to develop, cause to develop and monitor development of the vocabulary of administrative terminology in 

various Indian languages. Supreme Court of India have opined that it is the apex legal authority for such 

work in India. It is therefore necessary that before we go for preparing English to Odia glossary of 

administrative terminology, we should be aware of the rules laid down by the Government and other 

constitutional bodies thereof from time to time. 

 Let‟s have a quick look at the principles laid down by this commission before we proceed to translate 

English administrative terminology into Odia.  

12.4.2   Principles for Evolution of Administrative Terminology  

During the process of translation, one may not get the correct synonym of an administrative term in 

the target language even after referring to various standard dictionaries and available glossaries. In such a 

situation the translator is bound to either coin his own word or transcript the original word of the source 

language in the script of the target language. For the purpose of evolution of a common set of 

Administrative Terminology, the Commission for Scientific and Technical Terminology has laid down and 

approved a set of principles as under: 

1. „International terms‟ should be adopted in their current English forms as far as possible and  

transliterated in any Indian language; viz., : 

a) Names of elements and compounds, e.g., Hydrogen, Carbon dioxide, etc., 

b) Units of weights, measures and physical quantities, e.g., dyne, calorie, ampere etc., 

c) Terms based on proper names, e.g., Marxism (Karl Marx), Braille (Braille), boycott (Capt.     

Boycott), guillotine (Dr. Guillotine), gerrymander (Mr. Gerry), ampere (Mr. Ampere), Fahrenheit 

scale (Mr. Fahrenheit) etc., 

d) Binomial nomenclature in such sciences as Botany, Zoology, Geology etc., 

e) Constants, e.g., 𝜋, g etc., 

f) Words like Radio, Petrol, Radar, Electron, Proton, Neutron etc., which have gained

 practically world-wide usage., 

g) Numerals, symbols, signs and formulae, used in mathematics and in other sciences, e.g., sin, cos, 

tan, log etc.  (Letters used in mathematical operation should be in Roman or Greek alphabets.) 

 2. The symbols will remain in international form written in Roman, but abbreviations may be written in  

 Odia and standardized form, especially for common weights and measures. e.g., the symbol „cm‟ for 

centimeter will be used as such in Odia, but the abbreviation in Odia may be ùi.cò. This will apply to 

books for children and other popular works only; but in standard works of science and technology, the 

international symbols only, like cm., should be used.  

 3. Letters of Indian scripts may be used in geometrical figures, e.g., K, L, M, but only letters of Roman  

  and Greek alphabets should be used in trigonometrical  relations, e.g., Sin A, Cos B, etc. 
 4.  Conceptual terms should generally be translated. 

 5.  In the selection of Odia equivalents simplicity, precision of meaning and easy intelligibility should be  

  borne in mind.  

 6. The aim should be to achieve maximum possible identity in all Indian languages by selecting terms: 

(a) common to as many of the regional languages as possible, and  

(b) based on Sanskrit roots. 

 7. Indigenous terms which are commonly used in our languages for certain technical words, as Zûe for  

  telegraph/telegram, cjû\ßú_ for continent, WûK for post etc., should be retained. 
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            8.    Words from English, Portuguese, French etc., which are widely used in Indian languages should be    

retained, e.g., ticket, signal, person, police, bureau, restaurant, deluxe, etc. 

            9.   Transliteration of International terms in Odia script should aim at maximum approximation to the 

Standard English pronunciation with such modifications as prevalent amongst the educated circle in 

Odisha. 

10.  The international terms adopted in Odia should be used in the masculine gender, unless there are  

   compelling reasons to the contrary. 

11.  Hybrid forms in technical terminologies, e.g., MýûùeõUòZ for „guaranteed‟, ùKûWKûe for 

„codifier‟, etc.,  

    are normal and natural linguistic phenomena and such forms may be adopted in practice keeping in  

    view the requirements for technical terminology, viz., simplicity, utility and precision. 

12.   „Sandhi‟ and „Samasa‟ in technical terms- Complex forms of Sandhi may be avoided and in cases of  

    compound words, hyphen may be placed in between the two terms, because this would enable the  

    users to have an easier and quicker grasp of the word structure of the new terms.  As regards 

@û\òaé¡ò  

    in Sanskrit-based words, it would be desirable to use @û\òaé¡ò in prevalent Sanskrit tatsama words,  

    e.g., aýûajûeòK, fûlYòK etc., but may be avoided in newly coined words. 

13.   „Halanta‟- Newly adopted terms should be correctly rendered  with the use of „hal‟ sign wherever  

     necessary. 

14.   Use of „Pancham Varna‟- The use of @^êÊûe may be preferred in place of _õPca‰ð ; but in 

words like  

    „lens‟ etc., the transliteration should be ùf^è and not ùfõi. 

 _____________________________________________________________________________________ 

12.5   Administrative Terminology in Odia 
_____________________________________________________________________________________ 

  

   12.5.1    Need for standardization of Administrative Terminology in Odia  

 Though Odia is being used in official works in some departments since 1954, we still have a long way to 

go. We refer to the English pattern every now and then, and mostly depend upon its translation in Odia.  

We have to apply „Look Back and Move Forward Method‟; i.e., look back how our predecessors worked, 

and then move forward accordingly while using our own intelligence, wit and vocabulary striving to 

make it more decent, intelligible and acceptable. We need to bring the same kind of uniformity in Odia as 

in English, in terminology, language and expression in respect of the official works in various offices. 

 For the purpose Law department, Government of Odisha has published some glossaries of administrative 

and technical terminology, sample usable common notings, and drafts of letters, note-sheets, office orders 

etc. in Odia in two compilations, viz., ‘_âgûi^ g±ùKûg’  and ‘ieKûeú bûhû ijPe’ 

corresponding to administrative terminology and noting-drafting respectively.  Besides, some private 

authors and publishers have also tried to bring out such compilations that have been of immense help for 

the beginners in the government and other offices to work in Odia language.  

 In spite of the publications and circulars of the Government, all the material available taken together is 

like a drop in the ocean. A person endorsed with the job therefore has to refer to other private authors‟ 

publications and even consult bilingual or trilingual dictionaries to effectively complete his work; and 

while doing so, has to select the most appropriate Odia synonym of the English term according to the 

context of his work.  
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 We should not coin new words when existing words are sufficient. However, even after all the exercise 

cited above, we may not sometimes find a suitable term to perfectly fit to the context.  In such a case we 

have to coin a new word or phrase taking into account the guidelines laid down by the Commission for 

Scientific and Technical Terminology, Ministry of Human Resource Development, Department of Higher 

Education, Government of India and those laid down by the Government of Odisha on the subject.  The 

only rules that should govern the admission of new words can be whether there is a need for it, and 

whether it will be acceptable to all concerned. 

 12.5.2 Glossary of Administrative Terms (English-Odia) 

 A Glossary of Administrative Terms accepted and used by the Government of Odisha is available for 

your easy reference. We have also given another glossary of common administrative phrases mostly used 

for noting and drafting purposes. Getting by heart these words and phrases will not help; rather you need 

to do a lot of practice to memorize them. Thus you need not refer to the glossary every time you need. 

The best way to practice the administrative terms and phrases is to draft as many official letters, 

memorandums, circulars, notices, tenders, notifications and other various kinds of official 

communications as you can; and that will make you well conversant with official noting and drafting 

procedures as well. You may in the beginning feel it difficult, but gradually you are sure to gain 

momentum and have a good command over the official language in Odia.    

_____________________________________________________________________________________  

12.6 Noting and Drafting 
_____________________________________________________________________________________ 

  

 While working in the office, you have to be very careful about the language you use in the files. Your 

language should also be understandable for the common man who is your real master and for whose 

welfare you are appointed. Therefore, you have to be very careful while working in the official language 

by using your intelligence, discretion and resources. Though a translator is not supposed to handle cases 

independently, he has to follow the laid down principles of the government while preparing the translation 

of the document assigned to him for the purpose. 

 12.6.1 Directives of Government of Odisha on noting and drafting: 

 A few directives regarding the language of noting and drafting in the Government of Odisha offices like 

the Secretariat, Heads of Departments, and their sub-ordinate offices have been mentioned in the Orissa 

Secretariat Instructions (IWÿògû iPòaûkd @^êù\gûakú) and Orissa Records Manual, 1964 (IWÿògû 

@bòùfL _âKeY _êÉK) as follows:- 

1. The language used in the official transaction of the government shall always be  intelligible (easy to 

understand), clear, precise and contained; 

2. Decency in language will always be taken care of; 

3. In case a mistake committed by any higher officer or any other office has to be shown, it should be 

done humbly with a polite language; 

4. Everything will be mentioned directly in small sentences; complex and compound sentences and round 

about method has to be discarded. 

5. Ornamental language, Classical literary or poetic method of expression, idioms or popular sayings will 

not be used; 

6. Vindictive (@ûùl_cìkK) or harsh words will not be used; 

7. These rules will apply to Odia language as well, as are applicable to English. 
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8. Besides, while using Odia language, it will be appropriate to adopt the same work-procedure as has 

been being followed in case of official correspondence and noting in English. 

9. As per Government decision, English numbers will be used in all government works. Though these 

numbers are regarded as Arabic, but it had actually originated from India, and has been termed as „the 

international form of Indian numbering system‟ vide Article 343 of the Indian Constitution. 

10. While disposing a government correspondence, the date will be written in a specific manner. In the 

process first write Zû. Then the name of the month, then give a comma, and after that write the number 

pertaining to the year; e.g., Zû.15 @ù_âf, 1984. It will do if we don‟t write ‘Lâú’ for the Christian Era, 

but if any other Era is being used, then the name of that Era has to be mentioned after giving its number; 

e.g., Zû.17 `ûfþMê^, 1906 gKû±ö Moreover, while writing the date, we may not write the name of the 

month, and instead mention its number; e.g., Zû.15-4-1984. 

11. Further it has been clarified in the directives, that the names of the English months have been being 

written variously in Odia script viz., Rû^êdûeú, Rû ê̂dûeò, Rû ê̂@ûeú, Rû ê̂@ûeò, ~û ê̂dûeú, ~û ê̂dûeò, 

~û^ê@ûeú, ~û^ê@ûeò etc. In order to standardize it the names of the English months will be written as: 

Rû^ê@ûeò, ù`aé@ûeò, cûyð, @ù_âf, cA, Rê^þ, RêfûA, @MÁ, ùi_þùU´e, @KþùUûae, ^ùb´e, 

Wòùi´eö 

 12.6.2  Using Abbreviations in official procedures: 

Though abbreviations are in use in government procedures, it has always been advised not to do so. Still 

some such widely used abbreviations are in use while working in English. We should use the complete 

phrase in Odia in place of such abbreviations. For example: 

PUC= aòPû~ðý _Zâ 

DFA= @^êùcû\^ ^òcù« PòVû 

bdi= Cbd \ò^ iùcZ 

A few abbreviations in Odia too are in use; viz., Zû.=ZûeòL (date) U.=Uuû (Rupees) iõ.=iõLýû 

(Number)  

etc. It is however advisable not to use abbreviations in official work procedures.      

_____________________________________________________________________________________ 

  12.7 Glossary of Some Administrative Expressions (English to Odia) 
_____________________________________________________________________________________ 

  

It is advised that the translator should use the Glossary of Administrative Terminology, Odia 

nomenclature of various government offices and those of various posts, designations of the officers, and 

the Odia synonyms of standard administrative phrases given below while discharging their duties. It is 

however advisable that these phrases may be changed to fit the context if an officer finds it difficult to use 

them strictly in its original form. 

A brief glossary of administrative phrases, orders and expressions etcetera used in government offices of 

Odisha State as available in the aforesaid publications of the government is given below for your easy 

reference. 

12.7.1 Translation of Administrative Phrases (Noting and endorsement of Orders) 

PUC for perusal  :      aòPû~ðý _ZâUò _ûV Ke«ê 

PUC for kind perusal :      \dûKeò aòPû~ðý _ZâUò _ûV Ke«ê 

PUC is a report regarding… from… :   aòPû~ðý _ZâUò ...uVûeê...iõKâû«ùe GK eòù_ûUð 

@ùU 
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PUC along with its enclosures :    aòPû~ðý _Zâ Z[û Zûjû ijòZ iõfMÜ KûMR_Zâ 

Verbal orders:      ùcøLòK @ûù\g 

Our discussion may be recalled :   @ûce @ûùfûP^û cù^ _Kû«ê 

Notes above for kind perusal :   \dûKeò C_efòLòZ Uò_þ_Yú _ûVKe«ê 

Notes above explain the position fully :  C_efòLòZ Uò_þ_Yúùe @aiÚû _ìeû a‰òðZ 

ùjûA@Qò 

Notes from preceding page :    _ìað _éÂû /_éÂû- (Uò_þ_Yú)Vûeê Uò_þ_Yú _ûV Ke«ê 

page-N may be perused (N = Note):   _ìað _éÂû / ‘N’ PòjÜòZ _éÂûVûeê Uò_þ_Yú _ûV Ke«ê 

This is in accordance with Section 12 of the Act:  Gjû @]ò^òdce ]ûeû 12 @^êiûeú @ùU 

This is regarding… :     Gjû... iõKâû« @ùU 

The letter at page-/C is self explanatory :   _éÂûu (_Zâ aò^òcd)ùe [òaû _Zâùe aòhdUò 

_âû¬k ùjûA@Qò 

           (C = Correspondence)  

Attention is invited to the letter at flag-„A‟:  ‘K’ PòjÜòZ _Zâ _âZò \éÁò @ûKhðY Keû~ûCQò 

As per Sec.15 of the Act this is permissible :  Gjû @]ò^òdce ]ûeû 15 @^ê~ûdú MâjYúd 

It is understood that :     RYû~ûA@Qò ù~ 

It can safely presumed that :    Êz¦ùe ]eò^ò@û~ûA_ûùe ù~ 

It is based on facts :     Gjû Z[ý C_ùe @û]ûeòZ 

It is supported by documents :   \fòf \ßûeû ic[òðZ 

It was previously submitted that:   _ìaðeê ^òùa\òZ ùjûA[òfû ù~ 

It appears that :      _âZúZ ùjC@Qò ù~ / ùaû] ùjC@Qò ù~ 

It appears to have been stated that:   Kêjû~ûA[òaû bkò ùaû] ùjC@Qò ù~ 

It will not be out of place to state that:   Kjòùf @aû«e ùja^ûjó ù~ 

It is needless to mention that :   CùfäL Keòaû @^ûagýK ù~ 

It appears quite reasonable :    Gjû @Zý« ~êqò~êq ùaû]jêG 

In this connection it may be pointed out that : G iõa§ùe \gûð~ûA_ûùe ù~ 

In view of the facts stated above :   C_efòLòZ Z[ýûakú \éÁòeê 

In these circumstances :    G _eòiÚòZòùe 

Keeping all these in view :     Giaê _âZò \éÁò ù\A 

It is therefore submitted that :    @ZGa ^òùa\^ Keû~ûC@Qò ù~ 

He may be asked to explain :    ZûjûuVûeê ùK÷̀ òdZ Zfa Keû~ûC 

He may be asked to explain his conduct :  ZûjûuVûeê ^òR @ûPeYe ùK÷̀ òdZ Zfa 

Keû~ûC 

He may however be permitted with the following conditions:  

         ~ûjû ùjC^û KûjóKò, Zûjûuê ^òcÜ iZþZðùe @^êcZò 

\ò@û~ûA_ûùe 

He may be allowed to draw :    CVûAaûKê Zûjûuê @^êcZò \ò@û~ûC 

He may be permitted to do so :   G_eò KeòaûKê Zûjûuê @^êcZò \ò@û~ûC 

No action may be taken, No action need be taken, No action is necessary:    Kû~ðýû^êÂû^ @^ûagýK 



12 
 

No action appears to be necessary :   ùKøYiò Kû~ðýû^êÂû^ @ûagýK ùaûfò ùaû] 

ùjC^ûjó 

Director may like to issue a DO letter to… :  ^òùŸðgK ...uê GK @¡ðieKûeú _Zâ ù\aûKê 

Pûjó_ûe«ò 

Director may perhaps like to see it :   ^òùŸðgK jêGZ Gjû ù\LòaûKê Pûjó_ûe«ò 

This Directorate may not agree to the proposal: Gjò ^òùŸðgûkd Cq _âÉûaùe i¹Z 

ùjûA^_ûùe 

There appears to be no reason, to agree to the proposal:  

         _âÉûaùe i¹Z ùjaû fûMò ùKøYiò ~êqò [òaûbkò 

ùaû]jêG ^ûjó 

May be given :     \ò@û~ûC 

May not be given :     \ò@û^~ûC 

Since no reply has been received as yet a reminder may be issued:  

         G~ûaZþ ùKøYiò CZþZe ^còkò[òaû ùjZê GK 

@^êiàûeK \ò@û~ûC 

A report/nil report may be given :    GK eòù_ûUð / gì^ý eòù_ûUð \ò@û~ûC  

This may await receipt of information from the Collector:  

         Ròfäû_ûk (KùfKÖe) uVûeê Z[ý còkòaû _~ðý« 

@ù_lû Keû~ûC 

Submitted for orders :     @ûù\g ^òcù« ^òùa\òZ ùjfû 

For favour of approval :    @^êùcû\^ _ûAñ 

Query above :      C_~ðêýq _âgÜ 

Observations of FD :     @[ð aòbûMe c«aý 

ORDERS  @ûù\g 

After the DA‟s noting, the officer has to endorse his order on the note-sheet. In this case too if it is found 

difficult to strictly adopt the phrases suggested herein, then it may be used with necessary changes. 

As proposed :      Zûjûjó ùjC / Keû~ûC 

As at „A‟  :      ‘K’ PòjÜ @^ê~ûdú 

Please speak/ Please discuss /Please bring up :  @ûùfûP^û Ke«ê / @ûùfûP^ûKê @ûY«ê / \éÁòKê 

@ûY«ê 

Put up on 5th December :    Wòùi´e 5ùe  ù_gþ Ke«ê 

Put up after my return from tour :   cêñ MÉeê ù`eòaû _ùe ù_gþ Ke«ê 

I agree :      cêñ G[òùe eûRò 

Yes :        jñ 

FD Concur :      @[ð aòbûM ijcZ / @[ð aòbûM ijcZò ù\CQ«ò 

FD regret :      @[ð aòbûM \êüLòZ 

Ask him to explain :     ZûjûuVûeê ùK÷̀ òdZ Zfa Ke«ê 

Let the officer submit his explanation :  @]òKûeú ^òRe ùK÷`òdZ \ò@«ê 

No, orders at page- be carried out first :  ^û, _éÂû... e @ûù\g _â[ùc _ûkòZ ùjC 

This may wait :     @ù_lû Keû~ûC 
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We will take it up later on :    _ùe aòPûe Keû~òa 

Representation is rejected :    @ûùa\^ ^ûc¬êe ùjfû 

Allowed to cross the EB at the stage of Rs. 450/- with effect from…:  Zû...Vûeê U450uû Éee 

\lZûa§ @ZòKâc KeòaûKê 

@^êcZò \ò@ûMfû 

Not allowed to cross the EB :    \lZûa§ @ZòKâc KeòaûKê @^êcZò \ò@û~ûC^ûjó 

Approved :      @^êùcû\òZ ùjfû 

Approved as at „A‟ :      PòjÜ ‘K’Vûùe aýq ùjaû _âKûùe @^êùcû\òZ 

ùjfû 

__________(Officer) to note  :     __________ (@]òKûeú) Uò_ò eL«ê 

Noted :      Uò_ò eLòfò 

Seen :       ù\Lòfò 

Leave granted :     QêUò c¬êe ùjfû 

Prayer disallowed :      _âû[ð̂ û ^ûc¬êe ùjfû 

________ is warned   :     __________ uê ùPZûa^ú \ò@û~ûCQò 

The officer should have been more diligent :   @]òKûeú @]òK Z_ôe ùjaû CPòZ [òfû 

The officer has not exerted fully :     @]òKûeú _ì‰ð cûZâûùe LUò̂ ûjû«ò 

Thanks. A reply may be sent accordingly :    ]^ýaû\ö Z\^êiûùe CZþZe _Vû~ûC 

Issue :        _Vû~ûC 

This may be dealt with in ____  :    Gjûe aòPûe... ùe ùjC 

This should have been dealt with in________:  Gjûe aòPûe ...ùe ùjaû CPòZ [òfûö 

Issue and put up :       _VûAiûeò ù_gþ Ke«ê 

12.7.2   Some Common Expressions used in official noting and drafting  

Some of the common expressions used in the process of noting and drafting in various offices are given 

here to provide some ready-made material for you; this will be of immense use for you while translating 

official documents. However, strict adherence to these expressions is not mandatory; you may change and 

use more appropriate expressions according to the context in hand. 

By order of Governor :      eûRý_ûku @ûù\gKâùc 

By order :        @ûù\gKâùc  

Contents of this letter may be brought to the notice of all concerned :   
         Gjò _Zâe aòhdaÉê iµéq icÉu \éÁòKê @Yû~ûC 

Consequent on / upon ________  :    ________ e _eòYûcùe / ________ KûeYeê 

Copy forwarded to________  for information and necessary action :   
         Gjûe ^Kf_____u @aMZò I @ûagýK 

Kû~ðýû^êÂû^ ^òcù«  

         _VûMfû 

Government has been pleased to decide :    ieKûe ^ò¿ZþZò Keò@Q«ò ù~ 

Government have had under consideration for some time past the question as to :  

         ......aòhdUò aòMZ KòQòKûk ùjfû ieKûeue 

aòPûeû]ú^ ejò[ôfû 

Government have observed with displeasre :   ieKûe aòeûM ijòZ flý KeòQ«ò 
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Government have viewed with concern the low standard of officers :   
         @]ôKûeúcû^u ^òcÜ cû^ ùN^ò ieKûe C\þùaM 

_âKûg KeòQ«ò 

Government have been pleased to allow Shri ABC to ________:  
         ________  ^òcù« gâú @cêKuê ieKûe @^êcZò 

ù\AQ«ò 

I am directed to say / inform that :     cêñ ^òùŸðgKâùc KjêQò / RYûCQò ù~ 

I am desired to  inform that :     cêñ @ûù\gKâùc RYûCQò ù~ 

In accordance with ________  :     ________  @^êiûùe 

In continuation of ________  :    ________ Kâc @^ê~ûdú 

In forwarding / enclosing herewith________ :   Gjû ijòZ ________ _VûAaû / iõfMÜ Keòaû 

iùw iùw 

In inviting your attention to the____________ :   _____________âZò @û_Yu \éÁò @ûKhðY Keò 

In inviting a reference to____________ :    _____________âZò \éÁò @ûKhðY _ìaðK 

In partial modification of________  :    ________ e @ûõgòK _eòaZþZð^ Keû~ûA 

In pursuance of ________  :      ________ Kê @^êieY Keò 

In supersession of ________  :     ________ Kê @]ôKâcY Keò 

Instances have come to the notice of the Government :    NUYûcû^ ieKûeu \éÁòKê @ûiòQò 

Instances have occurred when officers have done such and such :  @]ôKûeúcûù^ G_eò Keòaûe ajê 

NUYû NUòQò 

It has been brought to the notice of the Government that :    ieKûeu \éÁòKê @Yû~ûAQò ù~ 

It has been decided that :      ^ò¿ZþZò ùjûAQò ù~ 

It has come to the notice of the Government that :  ieKûeu \éÁòKê @ûiòQò ù~ 

The undersigned is directed to say that :    ^òcÜ ÊûleKûeú ^òùŸðgKâùc KjêQ«ò ù~ 

This has been clearly laid down :     Gjû ÆÁbûaùe ^òŸòðÁ Keû~ûAQò 

This matter has been under active consideration of the Government :   
         aòhdUò iKâòd bûùa ieKûeue aòPûeû]ú^ ejòQò 

This may be observed strictly :     GjûKê KWÿûKWÿò bûaùe _ûk^ Keû~ûC 

This may be strictly adhered to :     GjûKê KWÿûKWÿò bûaùe _ûk^ Keòaûùe ùKøYiò 

aýZòKâc ^NUê 

With reference to__________ :     _____________âiwùe 

With a view to__________ :     __________ flýùe 

You are therefore directed to submit your explanation :  @ZGa @û_Yuê ùK÷̀ òdZ ù\aû ^òcù« 

^òùŸðg \ò@û~ûCQò 

12.7.3  Nomenclature of activities / transactions / Official documents 

Encashment of Earned Leave on Retirement :   @aie MâjYùe @RòðZ QêUòe @[ûðd^ 

Office Memorandum and Endorsement :    Kû~ðýûkd iàûeK I _éÂûu^ 

Creation of Post :       _\iéÁò 

Permanency of Temporary Post :    @iÚûdú _\e iÚûdúKeY 
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Letter of Appointment :      ^ò~êqò_Zâ 

Notification of Appointment :    ^ò~êqò @]ôiìP^û 

Order of Confirmation :      aûùjfò @ûù\g 

Order of Officiating Promotion :     iÚû^û_^Ü _ù\û^ÜZò @ûù\g 

Sanction of Journey Tour :      MÉ~ûZâûe c¬êeò 

Sanction of Leave Travel Concession :    QêUò bâcY eò@ûZò c¬êeò 

Grant of Earned Leave :      @RòðZ QêUò c¬êeò 

Order allowing to cross EB :     \lZûa§ @ZòKâc Keòaû _ûAñ @^êcZò @ûù\g 

Grant of Surrender Leave :      QêUò ic_ðY c¬êeò 

Leave Surrender Certificate :     QêUò ic_ðY _âcûY_Zâ 

Grant of Interest Free Advance :     iê]cêq @Mâòc c¬êeò 

Grant of House Building Advance :     Méj^òcûðY @Mâòc c¬êeò 

Part Final Withdrawal From General Provident Fund :  iû]ûeY baòhý^ò]ôeê @ûõgòK PìWÿû« _âZýûjûe 

Installation of Telephone Connection :    ùUfòù`û^þ iõù~ûMòKeY 

Acknowledgement of Nomination :    cù^û^d^ `ûece _âû¯ò ÊúKéZò 

D.O. (Demmi-Official Letter) Reminder :    @¡ðieKûeú @^êiàûeK      

_____________________________________________________________________________________ 

12.8 Summing up 

______________________________________________________________________________ 

1. The language used and accepted by law for doing all the works in the government offices is called the 

Official Language. 

2. Constitution of India provides that Hindi with Devanagari script will be used in the Central 

government offices all over the country as the official language of the Union. All correspondence to 

state government offices and persons residing in such States and Union Territories where Hindi is 

easily understood and widely used in public will be made in Hindi and to other States in English.  

3. As per the provisions of the Indian Constitution, various States have adopted their own regional 

language as the official language of the respective States and likewise Odisha too has enacted that 

Odia will be its official language. However, both in the Central and State offices, the international 

form of the Indian digits are used instead of writing them in the indigenous scripts.  

4. However, English can be used in the Parliament, State Legislatures, Courts and Tribunals, Judicial 

and Quasi-Judicial work procedures and all matters related to or arising out of it. Besides, English is 

also used for matters related to technical subjects, Tenders, Accounting and Traffic Symbols. 

5. Widely used and accepted words and phrases in the official language that denote specific meanings 

are known as the Administrative terminology. When such terms are used in the administration, it is 

„Administrative Terminology‟, if used in the knowledge of science, it becomes „Scientific 

Terminology‟ and when related to a technical subject, we call it „Technical Terminology.‟  

6. Since official work is being done in every sector of modern civilization, the scope of administrative 

terminology engulfs almost all the branches of human activity beginning from the government 

departments up to the media and sports. Though the Commission for Scientific and Technical 

Terminology has listed such departments, we have to look beyond that, because lack of a common 

administrative terminology in other walks of modern civilized life may also create a lot of confusion.  
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7. While a single word often carries different meanings in the same language, a single activity or thing is  

also denoted by many words. This creates a lot of confusion and may be misinterpreted in a sense 

other than that in which the sentence was created. This becomes all the more risky when the subject is 

related to science and technology. It is therefore necessary that words and phrases used for official 

purposes be standardized and approved by a legally authorized agency. 

8. For the purpose of bringing uniformity in the administrative terminology and creation of study 

material for the students, government of India has set up a „Commission for Scientific and Technical 

Terminology‟ under the HRD Ministry, Department of Higher Education to re-examine the terms in 

use, to create and cause to create and approve a common glossary of administrative terminology in 

various Indian languages. The commission is of permanent nature and is the supreme authority in this 

field. The Commission has laid down guidelines for translation of such terminology in indigenous 

languges. 

9. A translator is free to coin his new term according to the principles laid down by the central 

Commission if he fails to find the synonymic term in the target language in the approved glossaries 

and other standard dictionaries.  

10. Law department, Government of Odisha has published glossaries in two compilations, viz., ‘_âgûi^ 

g±ùKûg’  and ‘ieKûeú bûhû ijPe’ corresponding to administrative terminology and noting-

drafting respectively. Besides, some private authors have also tried to bring out such compilations. 

11. Govrnment of Odisha vide the Orissa Secretariat Instructions (IWÿògû iPòaûkd @^êù\gûakú) 

and Orissa Records Manual, 1964 (IWÿògû @bòùfL _âKeY _êÉK) have laid down certain 

directives regarding the language of noting and drafting in the Government of Odisha offices. It also 

gives the standard transcription of the English months, mode of dating a document in Odia etcetera 

while advising to avoid abbreviations except only the ones that have been widely in use.  

_____________________________________________________________________________________ 

12.9      Self-Check Exercises  

A. Briefly answer the following questions: 

1. What do you mean by an Official Language?  

2. Define Administrative Terminology. 

3. Does Administrative Terminology engulf activities of all the departments of the government and 

even the banks, judiciary, sports and media etc.? Justify your answer. 

4. Describe in brief the work done hitherto for evolving a common administrative terminology in 

Odia as the official language.  

5. What guideline is given regarding the use of words from foreign languages that are widely used in 

science and technology or day to day life?  

B. Answer the following questions in about 20-25 words.  

1.  Is the use of English in the Parliament or Legislative Assembly valid? Give reasons.  

2. Hindi or Odia digits are not used in Central or Odisha State government offices. What is the legal 

provision about it?  

3. What do you mean by „standardization of administrative terminology‟? 

4. How do you endorse a date on an official document correctly in Odia? 

5. What should a translator do when he encounters a term whose synonym in the target language is 

not available in any standard dictionary? 

6. Write down the correct form of English months in Odia. 

7. What do you know about the use of abbreviations in an official procedure? 
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C. Translate these Administrative terms into Odia as per the directions given below:  

1. „Administer‟ in medical science & law 

2. „Transaction‟ in general administration and banking sector 

3. „sense‟ in literature, medical science and law 

4. „draw‟ in literature, sports, and banking  

5. „Underground‟ in literature and law  
6. ‘Party’ in literature, sports, finance and law  

7. „Act‟ in literature and Law  

8. „Century‟ in literature Sports „Lodge‟ in literature and law 

9. „Counter‟ in literature and law  

D. Translate the following terms into Odia: 

1. Abeyance   iÚMòZ 

2. Warning  ùPZûa^ú 

3. Appointment  ^ò~êqò 

4. Approval   @^êùcû\^ 

5. Put-up  ù_gþ Keòaû 

6. Register _¬òKû, @bòùfL ajò 

7. Supervision  _~ðýùalY 

8. Inspection ^òeúlY 

9. Prospects _âZýûgû, i¸ûa^û 

10. Prospectus iìP^û _êÉòKû  

E. Translate the following expressions into Odia: 

1. PUC for perusal   

2.  PUC for kind perusal  
3.  Notes above for kind perusal  
4. Page-N may be perused (N = Note) 

5. This is in accordance with Section 12 of the Act 

6. Attention is invited to the letter at flag-„A‟ 

7. In view of the facts stated above 
8. Submitted for orders  

9. For favour of approval  
10. __________(Officer) to note 

11. Copy forwarded to________  for information and necessary action 
12. I am desired to  inform that 

Note:  If you read the whole unit at least once, you can easily locate the answers to the above questions. 

Find out your own answers first from the lesson and then compare them with the model answers 

given under Section-12.11. 

_____________________________________________________________________________________ 

12.10  Practice passages for translation of texts on various subjects 

_____________________________________________________________________________________ 

As has been stated earlier, good knowledge of the theory of translation does not give you the expertise of 

translating various types of texts from one language to another. The texts above have been given to make 
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you aware of the principles, methods and rules etc pertaining to translation of Administrative 

terminology.  

If we go for a word to word translation we may commit blunders. Go through the sentence in the source 

language, understand it clearly with its context, guess the contextual technical meaning of the words used 

therein and then reproduce it in the target language in its normal structure of sentences. Try to find out the 

laid down synonyms of the administrative terminology from the govt. approved glossaries and standard 

dictionaries to make your translation acceptable and intelligible. If you deviate from the commonly used 

terminology as per the context of the subject, people well versed in that field may find it difficult to grasp 

what you want to say, or may even mistake with a wrong meaning other than that what you had in your 

mind while presenting the translation. 

Remember that Odia and English have different structures of the sentences in respect of the position of 

the subject, verb, adjective and object etcetera. Since you have to refer to the concerned glossaries and 

other standard dictionaries every now and then, these reference materials should always be with you 

before you proceed to translate something. It requires a lot of patience, otherwise you may commit 

mistakes. Practice will make you remember the administrative terms and expressions that you come 

across time and again. No need to get by heart them.  

A few sample texts are given below which you can try to translate at your own. Besides, if you go on 

translating such texts from the newspapers everyday, you can become well versed not only in translation 

of official language, but also in the day to day official work transacted in the government offices.  

Pracatice passages for translation into Odia : 

1. TELECOM : (ùUfòKcþ) 

Example: 

While the number of Internet users in India is growing, that of transacting users isn‟t increasing at the 

same rate. For e-commerce firms struggling to attract new shoppers, the launch of Reliance Jio Infocomm 

Ltd‟s services may be the elusive market expansion push that companies and investors have been seeking 

since the start of the year. 

bûeZùe AõUeù^Uþ aýajûeKûeúu iõLýû aXê[ôaû ùaùk Zjóùe ù^Yù\Y Kûeaûe Keê[ôaû 

ùfûKu iõLýû ùijò @^ê_ûZùe aXê^ûjóö ùZùa ahð @ûe¸eê aýaiûd iõ_âiûeY ^òcù« ^ì@û 

MâûjKuê @ûKhòðZ KeòaûKê iõNhðeZ A-Kcið `ûcðMêWÿòK _ûAñ eòfûG^è RòI A^ù`ûKcþ fòü aRûeKê 

QûWÿò[ôaû ùiaû jêGZ GK iêa‰ð iêù~ûM iéÁò Keòaö 

Mint reported on Wednesday that India‟s top e-commerce companies are struggling to find the products and 

services that will expand a nascent market that has worryingly declined since the start of the year. Transacting 

users, those who buy things online on a fairly regular basis, jumped to 50-60 million at the start of 2016 from 12-15 

million shoppers at the end of 2013, according to industry executives. But the number hasn‟t grown so far this year. 

MZ aê]aûe còõUþ ù\A[ôaû eòù_ûUð @^ê~ûdú bûeZe gúhð A-Kcið Kµû^úMêWÿòK aýaiûdùe ahð 

@ûe¸eê Pûfò[ôaû ùgûP^úd cû¦û @aiÚûKê Rúa^ýûi ù\A_ûeòfûbkò C_ôû\ ùLûRòaûùe fûMòQ«òö 

AõUeù^U Cù\ýûMúcû^u Kjòaû @^ê~ûdú AõUeù^Uùe                                                                                                                              

@[ð KûeaûeKeò ^òdcòZ bûaùe @^þfûA^ùe aòbò^þ Rò^òh_Zâ Kâd Keê[ôaû MâûjKcû^u iõLýû 

2013 ùghùakKê 1.2-1.5 ùKûUò [ôaûùaùk 2016 @ûe¸ùe Gjû 5-6 ùKûUòùe _jõPòiûeò[ôfû; Kò«ê 

PkòZ ahð Gjò iõLýû G_~ðý« @ûC aXÿò^ûjóö 

Now translate yourselves: 

Reliance Industries Ltd (RIL) chairman Mukesh Ambani said on Thursday that Jio, RIL‟s telecom arm, will launch 

its long-delayed (ajêaòk´òZ) 4G services next week and expects to attract 100 million customers in the “shortest 

possible time”. Its launch will expand the e-commerce market by significantly reducing data charges and improving 

mobile Internet speeds, said analysts. 

http://googleweblight.com/?lite_url=http://www.livemint.com/Companies/0pTM6UU61TtZscGQRc6OrL/Amazon-India-Flipkart-looking-at-next-big-innovation-to-boo.html&lc=en-IN&s=1&m=448&host=www.google.co.in&ts=1472877545&sig=AKOVD666MpLdA4FFPI7B8XfWbU7j_DVRtg
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2. Mechanical Engineering: (~ûªòK AõRò^òdeòõ) 

Example: 

The principle of Manual Metal Arc Welding (MMAW) commonly called ‘Stick Electrode 
Welding’ is, as for all arc welding processes, based on the electric circuit. The electric arc formed 
between electrode and workpiece has two objectives, to melt the edges of the joint forming a 
melt pool on the workpiece, and to melt the tip of the coated electrode. The electrode is 
consumed and acts as a filler material mixing with the melted base material to fill up the joint. 

iû]ûeYZü ‘ÁòK  AùfùKâûÖW ùIßfØòõ’ bûaùe _eòPòZ  jÉPûkòZ ]ûZa @ûKð ùIßfØòõ (SùkA) e 

cìkZZß @^ýû^ý iaê _âKûe SùkA bkò ùa÷\êZòK _eò_[ C_ùe _~ðýaiòZö AùfùKÖâûW I SùkA 

Keû ~ûC[ôaû ]ûZê c]ýùe iéÁò ùjC[òaû ùa÷\êZòK @ûKð \ßûeû \êAUò Kû~ðý iû]ôZ jêGö Gjû ]ûZêe 

SùkA ùjC[ôaû ]ûeKê ZekûA GK Zek ùlZâ _âÉêZ Kùe Gaõ _âùf_òZ AùfùKÖâûWe @MâbûMKê 

c]ý ZekûA \òGö Gjû\ßûeû AùfùKÖâûWþUòe KòQò @õg aýajéZ ùjûA _ìað _âÉêZ Zek ]ûZa \âa 

ijòZ cògò ‘`òfe’ _\û[ð bûaùe ZûjûKê ù~ûWÿòaûùe iûjû~ý Kùeö 

Now translate yourselves: 

Initially manual metal arc welding was done with bare (ùKøYiò _âùf_ ^[òaû / @^ûaéZ) metal 

electrodes without any coating, a process that was first introduced (@ûe¸) in 1888 in Russia. 

The first coated (_âùf_òZ) electrode was patented (ù_ùUõU) by the Swedish engineer Oskar 

Kjellsberg in 1905, but it took some years of refining coatings (_âùf_e C^ÜZòKeY) and testing 

the reliability of welded joints (RGõU) before the process (aò]ô) was accepted (@û\éZ) in the 

fabrication of steel constructions (Áòf `ýûaâòùKi^). In 1938, however (ùZùa), the world’s first 

wholly welded oceangoing (iûcê\âòK) ship was launched (ùfûKû_òðZ ùjaû) in Malmo, thereby 

introducing (PûfêKeòaû, @û\éZò fûbKeòaû, @û\éZ ùjaû) MMA welding as a production process 

for the maritime market (cýûeòUûAcþ cûùKðU). 

3. Legal Matters: 

Example: 

Subject to the provisions of Article 346 and 347, the legislature of a state may adopt any one or more of 

the languages in use in the State or Hindi to be used for all or any of the official purposes of that State: 

]ûeû 346 I 347 e aýaiÚû @^ê~ûdú ùKøYiò eûRýe aò]û^ibû eûRýùe _âPkòZ ùMûUòG aû 

ZùZû]ôK bûhû Kò´û jò¦úKê eûRýe icÉ aû ùKøYiò aòùgh Kû~ðý _ûAñ eûRbûhû bûùa ùNûhYû 

Keò_ûeòaö 

Provided that until the Legislature of a State otherwise provided by law, the English language shall 

continue to be used for those official purposes within the State for which it was being used immediately 

before the commencement of this Constitution.  (Art. 345 of the Constitution)   

ùZùa ùKøYiò eûRý aò]ô \ßûeû @^ý aýaiÚû ^Keòaû _~ðý« i´ò]û^ fûMê ùjaû _ìaðeê AõeûRú bûhû 

ù~Cñiaê Kû~ðý ^òcù« aýajéZ ùjC[ôfû, ùijòiaê Kû~ðý _ûAñ @^êeì_ bûaùe aýajéZ ùjaö 

(i´ò]û^e ]ûeû 345)  

Official Language or communication between one state and another or between a State and the Union:  

The language for the time being authorized for use in the Union for official purposes shall be the official 

language for communication between one State and another State and between a State and the Union; 

eûRýMêWÿòKe _eÆe aû ùK¦âieKûeu ijòZ ù~ûMûù~ûM- 
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aZðcû^ _ûAñ eûRýMêWÿòKe _eÆe aû ùK¦âieKûeu ijòZ ù~ûMûù~ûM ùlZâùe ùK¦âúd Éeùe 

ieûKûeú Kû~ðýKkû_ ^òcù« aò^òŸòðÁ bûhû eûRbûhû bûaùe aýajéZ ùjaö 

Now translate yourselves: 

Legal (aò]ôK iÚòZò) status (aò]ôK iÚòZò) of Odia as the official language of the State of Odisha and 

provisions therein:  

(1) The Orissa Official Language Act (@]ô^òdc), 1954 was enacted by the Orissa State Legislative 

Assembly.  

(2) Orissa Act No.18 of 1963 provides that English may continue to be used, in addition to Oriya in 

the State Legislature.   

(3) Act No. 12 of 1985 provides that although Odia shall be used as the language for official purposes 

the Odia numbers shall not be used and the international form of Indian numerals shall be used. 

(4) By means of a notification (@]ôiìP^û) of the General Administration (iû]ûeY _âgûi^) dated 29 

March, 1985 work started to be done in Odia in the State Secretariat from April 1985. 

(5)  However, Office of the Registrar (^òa§K, KêkiPòa, ùeRòÁâûe), Odisha High Court, Offices of 

the Justices (aòPûe_Zò) and their sub-ordinate (@]É^) offices have been kept out of the 

provisions of this notification. Besides, it does not affect the use of English in the following 

activities as well:  

(a) Correspondence with Government of India and other States; 

(b) Work procedures (Kû~ðýaò]ô) of any court (^ýûdûkd) or Tribunal (^ýûdû]ôKeY); 

(c) Judicial (^ýûdòK) and Quasi-Judicial (^ýûdòK KÌ, aò]ôi\ég) work procedures and all 

matters related to or arising out of it; 

(d) All works related to technical (ùa÷hdòK, _â~êqòaò\ýû i´§úd) subjects; 

(e) Accounting and all related matters; 

(f) Correspondence with all non-governmental persons, firms, companies and offices those who 

send their letters in English; 

(g) Traffic Symbols (~ûZûdZ _âZúK PòjÜ); 

(h) All other matters that need English to be used as per law. 

(6) Government of Odisha approved the „The Odisha Official Language Rule 2016‟ on 12
th

 August 

2016. After gazette notification (ùMùRU @]ôiìP^û), the Odisha Official Language Act 1954 

formally (J_PûeòK bûaùe, ~[ûeúZò) came into force (_âbûaú)  on Tuesday, the 16
th

 August 

2016. Accordingly, Odia has to be used for all gazette notifications, bills (aòfþ), amendments 

(iõùgû]^), acts (@]ô̂ òdc), ordinances (@]ýûù\g), orders, rules and regulations (@ûA^Kû^ê^) 

issued by the State Government.  

Administrative matters: 

4. Inter-Office Note:  (@û«ü Kû~ðýûkd Uò®Yú) 

This is to bring to the notice of all concerned that while tenders (^òaò\û, ùUŠe) are floated (RûeòKeòaû, 

_âiûeY Keòaû), the Bill (aòfþ, jòiûa`Ÿð) of quantities should be got checked up by the Chief Executive 

Officer so that defects/omissions/errors (ZîUò aòPêýZò, bêfþbUKû) in specifications (aò^òŸòðÁ aòaeYú)  

and the items (\`û, _âKûe)  of works, are timely obviated (\ìeKeòaû). If this rule is not adhered to 

carefully, it may invite complications at the stage of checking up the tender schedules (@^êiìPú) and 
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processing (_âKâòdû, @MâMZò, ~ûõP Keòaû) the tenders. In case any such defects/errors in the issue of 

tender schedules are noticed in future, it will go to the personal responsibility of the officer responsible 

for such negligence. Strict compliance (@^ê_ûk^) is expected in respect of all concerned in this regard.  

While ensuring this, the tender notices should be so floated that there should be sufficient time left so as 

to check up the tender schedules in the office of the CEO. Issuance of corrigendum (gê¡ò_Zâ) due to 

shortage of time for approval of the tender schedules should be avoided.  

5. Special Casual leave  (@ûKiàòK @aKûg) for participation by Government officials in sport 

events and tournaments of National or International importance 

In view of the important part played by sports in the national life of the country and in order to enable the 

Government servants who have acquired proficiency (_ûe\gòðZû) in sports so as to be invited to 

participate in events of national/international importance may not be placed at a disadvantage by such 

participation, the Government of India have decided to grant special casual leave for a period not 

exceeding 30 days in any one calendar year. The period of absence in excess of 30 days should be treated 

as ordinary casual leave or regular leave of the kind due (aùKdû _âKûe)/ admissible (Mâûjý)  under the 

relevant  rules applicable to such officials.    

Special Casual leave may be combined (iõ~êq) with ordinary casual leave or with regular leave as the 

Government official may desire, but combination of both casual leave and regular leave with Special 

casual leave is not allowed at one time.  
6.    Memorandum   (iàûeK)/ Offer (_âÉûa) of Appointment       

      No._____________ 

Indian Oil Corporation (^òMc) 

  Tinsukia, Assam 

Dated, the____ Sept. 2016 

                                                                       Memorandum 

       Subject-      Offer of Appointment 

With reference to the test/ interview held on_____ the Corporation is pleased to offer you the post 

of______in the scale of pay Rs._____ on following terms and conditions (iZþZð): 

1) Your appointment and continuance in service shall be subject to your being found medically fit by a 

Government Medical Officer not below the status (Ée) of Civil Surgeon (iòbòf iRð^) and also 

subject to your character and antecedents (_ìaðPeòZ) being found satisfactory on verification. 

Medical Certificate in the attached proforma (_âûeì_) is required to be furnished before reporting 

(ù~ûM\û^) for duty. 

2) Your starting pay will be Rs.____ per month in the above referred scale of pay. In addition you will 

receive Dearness Allowance (cjwû bZþZû) and other allowances, if any, according to the rules of 

the Corporation in force (_âPkòZ, akaZþZe), as amended (iõùgû]ôZ) from time to time. 

3) Annual increment (ùaZ^aé¡ò) would be subject to the rules of the Corporation in this behalf and 

would be granted (c¬êeKeòaû) on a specific recommendation (iê_ûeòi) of the Departmental Head 

for good work and conduct of individual during the period concerned. 

4) Your services will be liable to be transferred to any place in India in the services of the Corporation at 

the discretion (aòùaK, @ûagýKZû, aòPûe, ^ò¿ZþZò) of the management. 
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5) The Management reserves the right to terminate (^ûKPKeòaû, ùghKeòaû) your appointment at its 

absolute (iµì‰ð, ^òRÊ) discretion after giving you one month‟s notice or on payment of one month‟s 

wages in lieu of (_âZòa\kùe) notice without assigning (\gðûAaû) any reason.  

6) If willing to accept the offer, you should report for duty to the undersigned not later than______. 

 ABC 

Chief Executive Officer (Adm.) 

To 

Shri____________ 

________________ 

7. Un-Official Note  (@ù^ø_PûeòK Uò®Yú) 

Government of India 

Department/Ministry of_____ 

Subject- Interest on HBA on dismissal  (aeLûÉ) from service 

The present rules regulating (i´§úd) HBA (Méj ^òcûðY @Mâúc) provide inter alia (@^ýû^ý aòhd 

c¤ùe)  

that there will be no interest on outstanding dues (aùKdû ù\d) of HBA after retirement of an 

employee. 

1. A question has now arisen whether this rule applies to an employee who has been dismissed from 

service due to reasons whatsoever. 

2. This clarification is urgently necessary to settle a long standing dispute on realization of outstanding 

HBA dues in respect of an employee who was dismissed from regular service of this Department and 

has submitted query (Ròmûiû) under the RTI Act (iìP^û @]ôKûe @ûA^). 

3. This Department will be grateful if Department of Finance kindly offer their advice on the issue raised 

in para-2 above. 

XYZ 

Deputy Secretary 

Tel. No.________ 

Department of Finance 

Deptt. Of ____________ U.O. No. _________ dated ______ 

8. Notification   (@]ôiìP^û) 

(To be published in the Odisha Gazette, Part I, Section-2) (bûM, @^êùz\) 

     Government of Odisha 

Department of ____________ 

          Bhubaneswar, the _____ 20____ 

         NOTIFICATION 

No___________Shri XYZ, Under Secretary (@^êiPòa) in the Department of__________ is appointed to  

officiate   as Deputy Secretary (C_iPòa) in that Department vice Shri___________ transferred to the 

Department of__________ 

Sd/- 

ABC 

Joint Secretary (~êMàiPòa) to the Govt. of Odisha 

The Manager, 
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Odisha Government Press, Cuttack.  

9. Demi-official letter   (@¡ðieKûeú _Zâ) 

ABC             D.O. No.________________ 

Director (Adm.)                     Government of Odisha 

                       Ministry 

of________(cªûkd) 

                        Bhubaneswar, the_________ 

Dear Shri/ My dear, 

          Please refer (@aùfûK^ Ke«ê)to your D.O. letter No._____ dated ___ regarding__________. 

I am sending herewith a copy of the draft rule (PòVû ^òdc) relating to ______. I shall be grateful if  

you kindly go through it and let me have (@aMZ KeûAaû) your comments (cZûcZ) as soon as 

possible. It is proposed to convene an inter-departmental meeting (@«aòðbûMúd ùa÷VK) early next 

month to finalize (PìWÿû« Keòaû) the rules. 

         With regards,   

    Yours sincerely 

  ABC 

Shri_____________________ 

________________________        

10.  Letter and Endorsement  (_éÂûu^ _Zâ) 

No._____________ 

Government of Odisha 

Directorate of Higher Education 

Heads Departments 

Bhubaneswar- 751001 

Dated_________________ 

To 

The Chief Medical Officer, 

Capital Hospital,  

Bhubaneswar. 

Subject- Medical examination of Shri___________ 

Sir, 

Shri ABC is being considered for appointment as an Upper Division Clerk (aeòÂ KòeûYú) in this  

office. It is requested that he may be medically examined and a certificate of fitness (ÊûiÚý _âcûY_Zâ) be 

sent to this office. 

Shri ABC has been directed to report (C_iÚòZ ùjaû) to you at 10.30 AM on September 5, 2016 

for  

medical examination. 

Necessary copies (iõLýK) of the blank forms of declaration (ùNûhYû^ûcû) and medical 

certificate  

are enclosed. Kindly obtain Shri ABC‟s signature in your presence. 

Yours faithfully 

           Sd/- EFG 

Asst. Director (Adm.) 
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Copy (_âZòfò_ò) forwarded to Shri ABC. He should report to the CMO, Capital Hospital, Bhubaneswar at  

10.30 AM on September 5, 2016 for his medical examination. 

           Sd/- EFG 

Asst. Director (Adm.) 

11. Word Magic-1  

(a)  The teacher asked, “What do you mean by the term (_\, g±) „ultras‟? 

(b)  „Habeas Corpus‟ is a legal term (aò]ôK/^ýûdòK g±). 

(c)   The press termed (@bòjòZ Kfû, @ûLýû ù\fû) Modi‟s New York visit a triumph (aòRd). 

(d)   Today is the first day of the second term (iZâ, Kû~ðýKûk) of the year. 

(e)   A mid-term (c¤ûa]ô) by-election (C_^òaûðP^) in inevitable.   

(f)   The policy is near the end of its term (@a]ô). 

(g)   Always think over for long term (\úNðcò@û\ú) plans and avoid such short-term (ÊÌKûkú^) 

solutions. 
(h)   We will not accept these terms (iZþZð). The other party will never agree with this on any terms 

(ùKøYiò  _âKûùe) whatsoever. 

(i)  The question of financing the enterprise was not within our terms (aòPûe @ûùfûP^û, ^ò¿ZþZò) of 

reference. 
(j)   Try to be on friendly terms (iµKð) with everyone. 

(k)   The third party is trying to compete with us on unfair terms (@iû]ê C_ûd). 

(l)   The officer has taken the stand that women should be conscripted (aû¤ZûcìkK bûùa ùi÷^ý 

ùgâYúbêq Keòaû) on the same terms (@^êeì_ bûaùe) as men. 

(m)  They are not on speaking terms (iµKð). 

BANKING & COMMERCE : 

12. Loan Facilities for Short Term (ÊÌcò@û\ò) Agricultural Operations (KéhòKû~ðý) 

Kisan Credit Card Scheme  (aýaiÚû, ù~ûR^û) 

5. Crop loans are generally disbursed (_â\û^ Keòaû) by the banks through the mode (bûaùe, 

cû¤cùe) of Kisan Credit Card (KCC). The Kisan Credit Card Scheme is in operation (_âaZþZð^ 

Keû~ûAQò) throughout the country and is implemented (Kû~ðýKûeú ùjCQò) by Commercial 

(aýûaiûdòK) Banks, Cooperative (icaûd) Banks and RRBs. All farmers including small farmers 

(lê\âPûhú), marginal farmers (^ûccûZâ Pûhú), share croppers (bûMPûhú), oral lessees (ùcøLòK 

_…û]ûeú) and tenant farmers (\ò^cRêeò@û Pûhú) are eligible for issuance of KCC. KCC holders are 

also covered (@«bêðq) under Personal Accident Insurance Scheme (PAIS) against accidental 

death/permanent disability (@lcZû, aòKkûõMZû).  

_____________________________________________________________________________________ 

12.11        Model Answers to Self-Check Exercises 
_____________________________________________________________________________________ 

A. 1. The language used for official transactions of the government in its various departments and their 

subordinate offices with the legal sanction under the Constitution of India is known as the Official 

Language. 
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2.  Such words and phrases that are used in specific sense or acquired meaning in a particular field of 

science, knowledge, administration or any other human activity, taken together is called 

„Administrative Terminology.‟  

3. Yes, Administrative Terminology engulfs activities of all the departments of the government and 

even the banks, judiciary, sports and media etcetera. According to the Commission for Scientific and 

Technical Terminology set up by the Government of India, it comprises of all fields viz.,   

Administration and Management, Statistics, Commerce, Banking and Revenue, Law, Vigilance;  

Science and Humanities, Politics and  Parliamentary bodies, Publication,   Health and Life-sciences, 

Railways, Posts and Telegraphs, Departmental Terminologies, Civil, Electrical and Mechanical 

Engineering. 

 4.  Law department, Government of Odisha has published some glossaries of administrative and 

technical terminology, sample usable common noting, drafts of letters, note-sheets, office orders 

etcetera in Odia in two compilations, viz., ‘_âgûi^ g±ùKûg’  and ‘ieKûeú bûhû ijPe’ 

corresponding to administrative terminology and noting-drafting respectively.  Besides, some private 

authors and publishers have also tried to bring out such compilations. 

 5.  According to the guidelines set by the Commission for Scientific and Technical Terminology 

International terms should be adopted in their current English forms as far as possible and 

transliterated in Hindi and other Indian languages according to their genius. These include names of 

elements and compounds, unit of weights, measures and physical quantities, terms based on proper 

names like Marxism (Karl Marx), Braille (Braille), boycott (Capt. Boycott), ampere (Mr. Ampere), 

Fahrenheit scale (Mr. Fahrenheit) etcetera. It also includes binomial nomenclature in such sciences as 

Botany, Zoology, Geology etc., constants like „𝜋‟ etcetera, words like radio, petrol, radar, electron, 

proton, neutron etcetera, which have gained practically world-wide usage. However, we can modify 

them according to the sense and structure of our own official language, e.g., MýûùeõUòZ from 

„guarantee‟, ùKûWKûe from „code‟ etcetera, keeping in view our requirement, simplicity, utility and 

precision. 

B. 1. Use of English in the Parliament or Legislative Assembly is valid. As per the Official Languages 

Rules, 1976 both Hindi and English are used for administrative and other reports and official papers 

laid in the Parliament. The Official Language Act 1963 permits the continued use of English for 

specified purposes of Government work subject to certain conditions. English language continues to be 

used in addition to Odia in the State Legislature vide Orissa Act No.18 of 1963.  

2. Orissa Act No. 12 of 1985 under the Orissa Official Language Act, 1954 provides that according 

to the provisions of Articles 346 and 347 of the Constitution Odia shall be the language to be used for 

all or any of the official purpose of the State of Orissa, provided that where Odia shall be used as the 

language for official purposes, the Odia numbers shall not be used and international form of Indian 

numerals shall be used.  

3. A single word often carries different meanings in the same language. Similarly, a single activity or 

thing in any given language is denoted by many words. This creates a lot of confusion and may be 

misinterpreted in a sense other than that in which the sentence was created. This becomes all the more 

risky when the subject is related to science and technology. It is therefore necessary that the words and 

phrases used for official purposes be standardized and approved by a legally authorized agency.  

4. While disposing a government correspondence in Odia, the date will be written in a specific 

manner. In the process first write Zû. Then the name of the month, then give a comma, and after that 

write the number pertaining to the year; e.g., Zû.15 @ù_âf, 1984. It will do if we don‟t write ‘Lâú’ 

for the Christian Era, but if any other Era is being used, then the name of that Era has to be mentioned 

after giving its number; e.g., Zû.17 `ûfþMê^, 1906 gKû±ö Moreover, while writing the date, we 

may not write the name of the month, and instead mention its number; e.g., Zû.15-4-1984. 
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5. When a translator encounters a term whose synonym in the target language is not available in any 

standard dictionary, he should coin his own word keeping in view the guidelines laid down by the 

Commission for Scientific and Technological Terminology, Ministry of HRD, Deptt of Higher 

Education. 

6. According to the Orissa Secretariat Instructions (IWÿògû iPòaûkd @^êù\gûakú) and Orissa 

Records Manual, 1964 (IWÿògû @bòùfL _âKeY _êÉK) the names of the English months should be 

written as Rû^ê@ûeò, ù`aé@ûeò, cûyð, @ù_âf, cA, Rê^þ, RêfûA, @MÁ, ùi_þùU´e, @KþùUûae, 

^ùb´e, Wòùi´eö  

7. Though abbreviations are in use in government procedures, it has always been advised not to do 

so. Still some such widely used abbreviations are in use while working in English. We should use the 

complete phrase in Odia in place of such abbreviations. For example: PUC= aòPû~ðý _Zâ, DFA= 

@ ê̂ùcû\^ ò̂cù« PòVû, bdi= Cbd \ò^ iùcZ. A few abbreviations in Odia too are in use; viz., 

Zû. = ZûeòL (date) U. = Uuû (Rupees) iõ. = iõLýû (Number) etc. It is however advisable not to 

use abbreviations in official work procedures. 

C.  1.   Jh] aû AõùRKè^ ù\aû, fûMê Keòaûö 

2.   Kû~ðýûkdùe ùjC[ôaû Kûc official work, @[ð ù^Y-ù\Y remit, withdraw or transfer money. 

      3.   cûù^ aû aòùgh @[ð technical meaning, ùPZû aû ùPZ^û consciousness, aûeòaû aû @ ê̂cû^ 

Keòaû guess or   imagine. 

4.  UûYòaû, ùLkùe Cbd _l icû^ Éeùe ejòaû,  LûZûeê Uuû CVûAaû 

5.  cûUòZùk, @ûcôùMû_^ 

6.  ùbûRòbûZ, \k, aýaiûd iõiÚû, _l  

7.  ^ûUKe @u, Kûc Keòaû, @bò^d Keòaû, @ûA^ 

8.  gZû±ú, gZK aû gùj _GõU   

9.  aûiKeòaû, @bòù~ûM \ûLf Keòaû 

10.SeKû, aòùeû] Keòaû, aû _ûfUû @bòù~ûM Keòaû 

D.  1.  Abeyance   iÚMòZ 

2.   Warning  ùPZûa^ú 

3.    Appointment  ^ò~êqò 

4.   Approval   @^êùcû\^ 

5.    Put-up  ù_gþ Keòaû 

6.   Register _¬òKû, @bòùfL ajò 

7.    Supervision  _~ðýùalY 

8.   Inspection ^òeúlY 

9.   Prospects _âZýûgû, i¸ûa^û 

10. Prospectus iìP^û _êÉòKû 

 E.  Find out the answers from Section-12.7 


