
‚ã¶ãìÔ½ããÀ‡ãŠ/Reminder 

 

 

      Ôãâ.                      No. 

ÀÊãñãä¶ã ‡ãŠã¾ããÃÊã¾ã    Office of the C.D.A. 

      Þãñ¶¶ãƒÃ 18          Chennai - 18 

      ãäª¶ããâ‡ãŠ /Dated 

 

ÔãñÌãã ½ãñ/To 

¹ãÆ¼ããÀãè ‚ããä£ã‡ãŠãÀãè/The Officer i/c 

 

 ãäÌãÓã¾ã/Sub: 

 

 Ôãâª¼ãÃ:  Ö½ããÀã ¹ã¨ã ÔãâŒ¾ãã ---------------------------------------- ãäª¶ããâ‡ãŠ ----------- 

           Ref :  Our letter No. -------------------------------  Dated ------------ 

     

      * * * *          

                          ‚ãã¹ã‡ãŠñ ‡ãŠã¾ããÃÊã¾ã ‡ãŠãè „¹ãÀãñ‡ã‹¦ã ãäÌãÓã¾ã‡ãŠ ãäÀ¹ããñ›Ã/ãäÌãÌãÀ¥ã ‚ã¼ããè ¦ã‡ãŠ 

¹ãÆã¹¦ã ¶ãÖãè Öõ  1      ‡ãŠð¹ã¾ãã ƒÔãñ ¦ãìÀâ¦ã ¼ãñ•ãñâ 1 

 

                           The Report/Details regarding the above subject has 

not yet been received from  your office.  The same may be 

forwarded immediately. 

 

 

     ‚ã.‚ã(Êãñ)/SO(A)              Ôã.Êãñ.‚ããä£ã./AAO 



Acknowledgement 

                        

                   Ôãâ. /No.                 

                  ÀÊãñãä¶ã ‡ãŠã¾ããÃÊã¾ã    Office of the C.D.A. 

                   Þãñ¶¶ãƒÃ 18          Chennai - 18 

                   ãäª¶ããâ‡ãŠ /Dated      

 

ÔãñÌãã ½ãñ/To 

 

 

ãäÌãÓã¾ã/Sub  

 

         Ôãâª¼ãÃ: ½ãìŒ¾ããÊã¾ã   ¹ã¨ã ÔãâŒ¾ãã  

                        

     * * * *          

   

½ãìŒ¾ããÊã¾ã ‡ãŠññ Ôãâª¼ããÃ£ããè¶ã ¹ã¨ã ‡ãŠãè ¹ããÌã¦ããè ªãè •ãã¦ããè Öõ  1 

 

Receipt of HQ letter under reference is hereby acknowledged.. 

 

 

 

 

   ÔãÖã¾ã‡ãŠ ÊãñŒãã ‚ããä£ã‡ãŠãÀãè / ‚ã¶ãì¼ããØã ‚ããä£ã‡ãŠãÀãè ¨ãÊãñŒãã¨ãÉ 

 

         



NIL Report 

 

 

      Ôãâ.                      No. 

                 ÀÊãñãä¶ã ‡ãŠã¾ããÃÊã¾ã    Office of the C.D.A. 

      Þãñ¶¶ãƒÃ 18          Chennai - 18 

      ãäª¶ããâ‡ãŠ /Dated 

 

ÔãñÌãã ½ãñ/To 

 

¹ãÆ¼ããÀãè ‚ããä£ã‡ãŠãÀãè/The Officer i/cíì 

 

 

 

 ãäÌãÓã¾ã/Sub: 

 Ôãâª¼ãÃ:  Ö½ããÀã ¹ã¨ã ÔãâŒ¾ãã ---------------------------------------- ãäª¶ããâ‡ãŠ ----------- 

         Ref :  Our letter No. -----------------------------------  Dated ---------- 

     

`      * * * *         

 „¹ã¾ãìÃ‡ã‹¦ã ãäÌãÓã¾ã‡ãŠ ãäÀ¹ããñ›Ã Íãî¶¾ã ½ãã¶ããè •ãã† 1  

        

The report regarding the above may please be treated as NIL. 

 

 

 

              Ôã.Êãñ.‚ããä£ã./AAO 



‚ãØãñÆÓã¥ã ¹ã¨ã / FORWARDING MEMO 

 

 

             Ôãâ.                      No. 

                 

 

     ãäª¶ããâ‡ãŠ /Dated 

 

ÔãñÌãã ½ãñ/To 

 

¹ãÆ¼ããÀãè ‚ããä£ã‡ãŠãÀãè/The Officer i/c 

 

ãäÌãÓã¾ã/Sub: 

 

Ôãâª¼ãÃ:  ‚ãã¹ã‡ãŠã ¹ã¨ã ÔãâŒ¾ãã ---------------------------------------- ãäª¶ããâ‡ãŠ ---------- 

Ref :  Your letter No. ------------------------------------ Dated --------- 

     

`      * * * *      

   ---------------------------  ‡ãŠãè „¹ã¾ãìÃ‡ã‹¦ã ãäÌãÓã¾ã‡ãŠ ãäÀ¹ããñ›Ã ãäÌããäÖ¦ã ¹ãÆãñ¹ãã½ããÃ ½ãñ ƒÔã‡ãŠñ Ôãã©ã ¼ãñ•ããè 

•ãã¦ããè Öõ  1 

 

  The report regarding the above for ----------------------------- 

is forwarded herewith in the prescribed proforma. 

   

 

                 Ôã.Êãñ.‚ããä£ã./AAO 



 

Ôãâ. /No.                   

 ÀÊãñãä¶ã ‡ãŠã¾ããÃÊã¾ã    Office of the C.D.A. 

      Þãñ¶¶ãƒÃ 18          Chennai - 18 

      ãäª¶ããâ‡ãŠ /Dated      

 

ÔãñÌãã ½ãñ/To 

 

 

ãäÌãÓã¾ã/Sub  

 

           Ôãâª¼ãÃ: ‚ãã¹ã‡ãŠã  ¹ã¨ã ÔãâŒ¾ãã                                                   ãäª¶ããâ‡ãŠ/ dated 

   

`      * * * *          

  ‚ãã¹ã‡ãñŠ  Ôãâª¼ããÃ£ããè¶ã ¹ã¨ã ‡ãŠãè ¹ããÌã¦ããè ªãè •ãã¦ããè Öõ  1 

 Receipt of your letter under reference is hereby acknowledged.. 

 

 

 

 

        ÌããäÀ..Êãñ.‚ããä£ã./SAO 


