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Administrative approval may be obtained
Administrative approval is accorded

Put up draft reply

Fix a date for meeting

Delay should be avoided

Please comment on the technical suitability of all
the offers

Please comply

Payment to be arranged

Budget provision exits

Submitted for perusal & further orders please
Discrepancy may be reconciled
Administrative action may be taken
Consolidated report may be furnished
Close the case

Acknowledge receipt of the letter
Address to all concerned

Approved ‘A’ & ‘B’ only

| agree with ‘A’ above

Permission granted

Redraft please

Please attach relevant papers
Consolidated report may be furnished
Orders may be issued

Financial concurrence is accorded
Draft letter is approved

Reply be put up from me

Please collect and put up

Give details

Please expedite compliance

May kindly see before issue
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