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(i) A brief note is placed below.
(ii) Agenda of the meeting is put up.
(iii) Approved as proposed.
(iv) Await reply
(v) Brief resume of the case is given below.
(vi) Call for explanation
(vii) Copy is enclosed
(viii) Delay should be avoided
(ix) Expedite action
(x) For comments please
(xi) Issue a circular
(xii) Kindly confirm

(xiii) Verified and found correct

(xiv) No action is necessary

(xv) Reminder may be sent ( 1 0><2)
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