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All the letters, files, office orders
and other official documents related
to the Central Government's office are
required to be prepared both in Hindi
and English languages. Therefore, in
order to improve the implementation
of Hindi language in the office, it
was decided to publish the booklet of
departmental terminology.

NCESS is a Scientific Institution and
even though the frequently used words
are available in the Web, however
by selecting words used in different
sections of the Administration the
"NCESS Departmental Terminology"
is presented.

The compilation made by Sri.
N. Muraleedharan Nair is duly
acknowledged.

ftet. Teht <t v
Smt. Rajasree V.S.
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Action

Action, Administrative
Action, Circulate
Action, Disciplinary
Action, Discuss Please
Action, Follow up
Action, Immediate
Action, Necessary
Action, Not Required
Agree

Agree, |

Agree, I don’t

Agree, Director Did Not

Agree, Account Section Did Not

Approval

Approval, For
Approval, Draft for
Approve

Approve, Please
Approved
Approved, Copy
Additional
Additional, Secretary
Additional Bench
Advertisement
Assistant Allowance

Associate

Back Dated Cheque
Backlog

Back Payment
Back Reference
Backward

Bad Behaviour

Bad Character

Bad Climate Allowance
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Balance

Balance sheet
Ban

Bank

Bank Account
Bank Balance
Bank Credit

Bank Draft

Bank Statement
Base Year

Basic Pay

Benefit

Bilingual
Bimonthly

Birth Certificate
Border Allowance
Bribe

Bunching Of Vacancies
Business Hours

By Instalment

Certificate
Certificate, age
Certificate, birth
Certificate, caste
Certificate, character
Certificate, increment
Certificate, Last pay
Certificate, Medical
Certificate, No objection
Certificate, Payment
Certificate, Recovery
Certificate, Transfer
Certified

Charge

Checklist

Children Education Allowance
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Circular
Circulate

City Allowance
Claim
Clarification
Classification
Classified
Clear Vacancy
Clerical
Closing Balance
Closing Date
Closure
Committee
Compassionate
Compensatory

Confirmation

Daily

Daily Allowance
Daily Wages
Daily Report
Data Analysis
Data Collection
Date

Dated

Date Of Birth
Date Stamp
Dealing Hand

Dearness Allowance

Dearness Relief

Death Cum Retirement Gratuity

Death In Service

Decision Making Process
Deduction From Salary
Delegation Of Powers
Departmental Action

Deputation Allowance
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Despatch Register
Devotion To Duty
Disability

Disaster Management
Disbursement
Disciplinary Action
Disqualification
Documentary Evidence

Double Account System

Drawing And Disbursing Officer

Dues

e-governance
e-office

Earned leave

Eco friendly

Earth station

Ecology

Eligibility

Employees Provident Fund
Employee

Employer

Employer’s Contribution
Encash

Endorsement

Enquiry

Entitlement

Essential Qualification
Essential Service
Establishment Section
Estimates Of Expenditure
Ex-Cadre Post

Executive Staff
Extension Of Service
Extension Of Leave
External Audit

Extra Duty Allowance
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Extraordinary

Extraordinary Pension

Facility

Factual

Fair Copy

False Document
Falsification Of Account
Family Pension
Farewell

Feasibility Study
Feedback

Feeder Post

Festival Advance
Field Work

File Movement Register
Final Payment

Final Settlement
Final Withdrawal
Financial Assistance
Financial Implication
Fit For Promotion
Fixation Of Pay
Fixed Pay

Flat Rate

Follow Up Action
For

Fortnightly

Founder

Full

Fund

Furnish

Further Action

Gate Pass
Gazetted

General
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Gift

Gist

Glaring Disparity
Globalisation
Global Tender
Golden Handshake
Go Slow
Governing Council
Government Business
Gradation List
Grade

Grade Pay
Grading
Grant-In-Aid
Gratuity

Greetings
Grievance
Groundless

Group

Group Insurance
Group Pension Plan
Group Wise
Growth Rate
Guard Book

Guard File
Guiding Principle

Half Day Leave

Half Pay Leave

Half Yearly Report
Handling Charges
Head Of Account

Head Office

Head of Office

Higher Authority

High Power Committee

Hindi Teaching Scheme

R ST

Jefrertor

forereamdt faferer

o forats et arfadfa

i e o gt
ot A gl

st fodté
TTE-3qTE T

& freror Tisrn



Holiday Home

Holiday Pay

Honorary

Honorary Member
Hospital Leave

Hostel

House Building Advance
House Rent Allowance

House Tax

Identical

Identical Scale of pay
Identity Card

Tllegal

Immediate Action
Immovable Property
Impartial
Implementation
Incompetency
Incomplete
Increment Certificate
Index

Indiscipline
Individual
Induction Training
In Duplicate

Initials

Initial Pay
Inordinate Delay
Inquiry

Inquiry Officer

In Service Training
Inspection

Inspector

Institution

Integrity

Interim



Internal Audit
Inter Seniority
Irregular

Isolated Post

Job

Job Card
Jobless
Joining Date
Joining Period
Joining Report
Joining Time

Joint Account

Joint Consultative committee

Joint Funds
Judicial

Junior

Junior Administrative Grade

Junior Clerk
Junior Scale

Justice

Key Post
Knowingly

Laboratory
Labour Charges
Lame Excuse
Lapse

Last Date

Last Payment
Late

Latest

Leave

Leave Account
Leave Encashment

Leave Rules
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Leave Vacancy
Leave Without Pay
Length Of Service
Lien

Life Certificate
Local Purchase
Local Recruitment
Local Self-Government
Log Book

Lowest Tender
Lump Sum Grant
Lunch

Mailing List

Main Office
Maintenance
Malpractice
Maltreatment
Management
Manager
Managing Committee
Mandatory
Manpower
Manual

Map

Market Rate
Master Plan
Matching Grant
Maternity Benefits
Maximum
Medical

Member
Membership
Mental

Merit

Mileage Allowance

Mineral Resources
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Minimum
Ministerial
Monetary Limit
Monthly

Moral

Motto

Movable
Mutual

Negative

Name Card
Name Plate
Nationality
Natural

Nature Of Work
Net

News

Next Of Kin
Nominal
Nominated
Nominee

Non Gazetted
Non Official
Non Payment
Non Pensionable Service
Non Refundable
Non Taxable
No Objection Certificate
Norm

NOT Applicable
NOTE
Notification
Notified
Notional

Notional Pay
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Oath

Oath Of Allegiance
Oath Of Office
Oath Of Secrecy
Objection

Offence

Offer Of Appointment

Office

Office Campus
Office Copy
Office Hours
Officer

Official

Official Duty
Official Language
Officiating
Opening Balance
Option

Oral

Order
Organization
Original

Out Of Turn
Output
Outstanding

Outstanding Balance

Outstation
Overage

Overdue

Package

Package Benefits
Part

Part File

Partition
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Part Payment

Part Time

Pay

Pay bill

Pay And Allowances
Pay Day

Payment

Pay scale

Pending

Pension

Pensionable

Pension Payment Order

Performance
Personal
Personnel
Placement
Place Of Birth
Place Of Work
Pollution
Preliminary
Prepaid
Priority
Profession
Professional
Pro forma
Progress
Programme
Pro-rota
Public

Put Up

Qualification
Qualified
Quality of work
Quantum

Quarter
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Quarterly return

Query

Questionnaire

Raise in pay
Rate

Real
Reappointment
Re Appropriation
Reassessment
Receipt
Reception
Reconciliation
Record

Recoup
Recovery
Recruitment
Recurring expenditure
Re fixation of pay
Refund
Registered
Regular
Reimbursement
Rejection
Remittance
Remuneration
Representation
Research work
Resignation
Restricted
Resume
Retirement
Review
Revision
Rounding off
Routine

Rural
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Safety
Salary
Salaried
Sanction
Sanctioned
Scholar
Scientist

Scientific post

Screening committee

Security
Selection

Senior

Seniority cum fitness

Service

Service Book

Service Conditions

Settlement
Shift
Signature
Special
Specific
Specimen
Staff

Stamp
Standard
Standing
Statement
Statutory
Store

Sub
Subordinate
Superannuation

Supplementary

System
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Table

Tabulated

Tax

Taxable

Technical
Technology

Tender

Tenure Post
Terminal Benefit
Terms

Terms And Conditions
Terms Of Reference
Test Audit

Thumb Impression
Timely

Time Scale

Total Service

Tour Diary

Tour Programme
Training

Training Period
Transfer

Transfer On Deputation
Transfer Order
Translation
Translator
Transliteration
Transport Allowance

Travel Expenses

Travelling Allowance Bill

Triplicate
Tuition fee
Typing
Typist
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Ultimate
Unaided
Unanimous
Unauthorised
Unavoidable
Uncashed
Unclaimed
Unconditional
Unconstitutional
Undated

Under Consideration
Under Paid
Undertaking
Undesirable
Undisbursed
Undue

Unfit

Uniform
Unlawful
Unlimited
Unlisted
Unofficial
Unreserved Vacancy
Unsatisfactory
Unreserved
Untrained
Updation
Upgrade

Urban

Utmost

U-turn

Vacancy
Vacate
Valid

Valuation Certificate
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Vehicle

Venue

Verification
Verified Copy
Version

Vigilance Case
Vigilance Clearance
Violation

Visitor

Visiting Hour
Vitality

Viva voce

Void

Voluntary
Voluntary Retirement
Voluntary Work
Volunteer

Vote

Vote Of Thanks

Wage

Wage Agreement
Waiting List

Walk in Interview
Washing Allowance
Ways And Means
Weather

Weekly Arrear Statement
Weekly Report
Welfare

Whole Time
Withdrawal
Withdrawal Slip
Withhold

Without Delay
Workbook

Worker
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Working Arrangement

Working Conditions =t Refaat
Working Day et fam
Working Hours = T
Working Knowledge FriaTe I
Working Team EADE
Work Load FRIR
Work Study T ST
Worthless FFR
Write Off 2 WA ST
Write Up SrC)
X
X-Ray TR
Xerox Copy IS it
Y
Year El'ﬁf, qret
Yearly EULERISIEN
Year Book EIRED)
Year To Year aﬁﬁgam‘
Z
Zeal 3cdT8
Zero Interest RIGEIE]
Zonal SIEIRED
fataa
Miscellaneous
Annual Stock Verification a1tk ek FeamaT
Asset Verification qfETfT T gea
Central Sector Scheme T T qIESHR

Centrally Sponsored Scheme EFPACENGRISEID]
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Group Head PRREEIE]

Joint Option FPEID?F IEETS

Junior Research Fellow ST I AT
Local Organizing Committee T SFEET |Hfd
National Seminar fusies gt

Periodical Review SIEiBed W&WT
Professional Update allowance ik SRR T
Project Assistant EECISCIRHRED
Project Staff TS AT

Research Associate
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Scientist ERlIEED

Screening Committee B gt
Shortlisted Candidate Fffﬂ'ﬂﬁﬁﬁr Il
Universal Roll Out g et

NCESS wufaars

Designation
Director
Manager

CM Chief Manager
M Joint Manager
DM Deputy Manager
AM
Scientist
Executive

Senior

Assistant Manager
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SO
SA
PO
PA
MTS

Junior

Scientific Officer i
Scientific Assistant o &
Project Officer q3d
Project Assistant 99
Multi-Tasking Staff kTR
Technician

Co-ordinator

Co-ordinating Officer

Librarian
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