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Activities 
Addition & Alteration 
Additional 
Additional Secretary 

Adhoc basis 
Adjustment 
Administration 
Administrative 
Administrative approval 
Advance 
Advance payment 
Advisor 

Agenda item 
Allocation 

Allotment 
Allottee 

Alternate allotment 
Amendment 

Annexure 

Annual report 
|Appendix 

A 

Above cited/Above mentioned 
Absentee statement 

Absolutely 
Academic Qualification 

Acceptable 
Acceptance 
Accepted 
Accommodate 

Accommodation 

Accord 
In accordance with 

pÍGCIs/ffafui 

1 



Accordingly 
Account 

Accountant 
Account Book 

Acknowledge 
Acknowledgement 
Acquire 
Acquisition 
Act 

Action Committee 
Action 

Apply 
Appointing Authority 

Approval 
Arbitration 

Architect 
Architecture 
Arrears 

Attestation 

Attested 

Authentic 

Authorised 

Autonomous body 
Avail 

Availability 

Balance 
Balance sheet 

Basic pay 
Betterment Charges 
Boundary 
Budget estimates 
Budget provision 

B 

C 

HET 



Cabinet 
Cancellation 
Cancellation of allotment 

Cancellation Charges 
Capacity 
Cashier 

Cash payment 
Casual leave 
Cell 

Centre 
Certificate 

Charge 
Charge Sheet 
Check point 
Chief Engineer 
Circular 

Circulate 

City planning 
Classification 
Cluster 
Commercial 

Commission 

Commissioner 

Common 

Community Hall 
Competent authority 

Compulsory 
Condition 
Confirmation 

Construction 

Consider 

Consideration 
Construction 

Contact 

Contractor 

Conversion 

do, ifaI 
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Coordination 
Correspondence 
Cost 

Costing 

Daily Allowance 
Daily report 
Daily Wages 
Damage 
Damages 
Date of discharge 
Date of maturity 
Dead line 

Dealing Assistant 
Dealing hand 
Dearness Allowance 

Dearness relief 

Debar 

Debt 

Declaration 
Deceased 

Deceased person 
Deduction 
Deed 

Deed of mortgage 
Decorum 

De facto 

Defamation 

Deficiency 
Degradation 
Dejure 
Delayed tender 
Delay report 
Delegation 

D 

AITG-Merfrur 

fafe: 
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Delegation of powers 
Delegation 
Deliberation 
Delicencing 
Delimitation 
Demolition squad 
Demand note 
Demarcation 
Demerits 
Demi official (DO) 

Demise 

Demolition 
Demote 
Denial 

Departmental action 
Departmental enquiry 
Departmental proceedings 
Dependency certificate 
Depreciation 
Depreciation of duty 

Desealing 
Designation 
Detailed 

Detain 

Development fund 
Devotion to duty 
Dies non 

Dignitary 
Defaulter 

Denotify 
Department 
Depositer 
Duputation 
Despatch Register 
Director 

Disbursement 

faar-faef 



Dicsciplinary Action 
Discussion 
Dismissal 
Disposal cost 
Disputed 
Document 
Draft 

Drainge system 
Drawing & Disbursing officer 
Due date 

Duration 
Dwelling unit 

Earned leave 
Earnest money 
Eligibility 
Employee 
Encashment 
Enclosures 
Encroachment 
Enforcement Branch 
Engineer 

Engineering 
Estimated 
Evaluation 
Eviction 
Evidence 
Executive 

Extra ordinary 

Facility 
Factual lnformation 

Family Allowance 
Feasible 

E 

F 
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Final report 
Finance Member 
Financial Power 
First come first served 
First Quarter 
Fit for promotion 
Fixation of pay 
Follow up 
Forfeit 

Forged letter 
Forwarded 
Furnish 
Further promotion 
Future promotion 

Gazette 
Gazette Notification 

General terms 

action 

Genuine 
General provident fund 

Good Conduct 

Good Governance 

Governing body 
Government Estate 

Grace period 
graft 
Gratuity 
grievance 
Grant 

G 

Half Pay Leave 
Hand Over 
Head of Account 

H 

Head office/Head Quarter 
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High Power Committee 
Hire Purchase basis 

Honorarium 
Horticulture 
House rent allowance 
Housing Scheme 
Hypothecate 

ldentification 
Identify 
llegal 
Immediately 
Immovable property 
Impanel 
Impartial 
Implementation 
Implecation 
Improper 
Indorsement 
In fact 

In public interest 
In view of 
Inauguration 
Incapable 
In charge 
Incidental charges 
Increment 

|Incumbent 
Indemnity 
Indicate 

Indication 

Indiscipline 
Inefficient 

Ineligible 
Inheritance 

31412 



Initiate 
Inguiry 
Inspection 
Institute 
Institutional land 
Instruction 
Integrity 
Interested 
Interference 
Interview 
Investigation 
Irregular 
Issue 
Item 

Joining Report 
Joint 

Joint Venture 

Judgement 
Jurisdiction 

Justification 

justify 

Labour 

Land less 
Land Mark 

Land Lord 

Land Revenue 

Land Escape 
Last Payment 
Lease 
Lease Hold 
Lease Hold Basis 

HTHICHTR 



Ledger 
Legal Action 
Lessee 
Lessor 
License 
Local Body 
Local Shopping Center 
Low Income Group 
Lump Sum 
landuse 

Maintenance 
Maintenance Allowance 
Mal behavior 
Mal Practice 

Manager 
Mandatory 
Manual 

M 

Master Copy 
Measurement Book 
Medical 

Meeting 
Membership 
Memorandum/Memo 
Memorandum of Agreement 
Meritorious Service 

Minutes of the Meeting 
Middle Income Group (MIG) 
Minor Penalty 
Miscellaneous 
Misconduct 

Mixed Land Use 

Mode of Payment 
Modification 

Monetary grant 

fafaril, faforHôty 

fafàer 
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Most Urgent 
Movable Property 
Mutation 

|Muster Roll 

Necessary Action 
Needful 
Neighborhood park 
No demand certificate 

Nominated 
Nominee 
No objection certificate 
Notification 
Notified 

Objection 
Observation 
Occupancy certificate 
Office copy 
Officer in charge 
Officer on special duty 
Official 

Officiating 
On deputation 
On the contrary 

Opinion 
Option 
Order 
Out come 
Over allI 

Out of stock 

Overhead charge 

3T 
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Parliamentary Part payment 
Payable 
Penalty 
Pending 
Performance report 
Permission 
Perpetual Lease 

Personnel 
Physical Infrastructure 
Planned development 
Planning 
Plinth area 
Policy decision 
Policy matter 
Possession letter 
Possibility 
Postpone 
Power of attorney 
Preference 
Pre determined 

Preventive measure 
Priority 
Procedure 

Proceedings 
Progress report 

P 

Project 
Promotion 

Proposal 
As proposed 
Prospective 
Protection 

12 



Provisional 
Public hearing 

Quality control 
Quarterly 
Quotation 

Rank 
Rate 

Reasonable 
Receipt 
Recommendation 
Reconsider 
Recover 
Reference 
Refund 
Refuse 

Registration 
Regularization 
Rehabilitation 
Reimburse 
Relaxation 

Remarks 

Renovation 

Representation 
Residential 

Resignation 
Resolution 

R 

Retirement benefits 

Rules and regulation 

Safety 
Sale deed 
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Sanction 
Schedule 
Screening committee 
Scrutiny 
Seal 
Security 
Security measures 
Self contained note 
Self explanatory 
Seniority list 
Service book 
Session 
Show cause notice 
Solution 
Special allowance 
Specification 
Staff 

Standard 

Standing committee 
Standing orders 
Stream line 
Structure 
Submitted 
Subordinate staff 
Subject matter 
Sub head 

Supervision 
Supplementary 
Survey 

Systematic 

Table 

Technical 

Temporary 
Tender 

T 
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Tenement 
Tentative 
Tenure 
Terms & condition 
Through proper channel 
Top priority 

Top secret 
Town planning 
Travelling allowance 
Turndown 

Unauthorized 
Unavoidable 
Unconditional 
Under consideration 
Under secretary 
Under signed 
Under taking 
Undeveloped 
Uniformity 
Unnecessary 
Up to date 
Urbanization 
Urgent 
Utility 

Vacancy 
Validated 

Validation 
Valuation 

Various 
Venue 

Verified copy 
Verification 
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Vested interest 
View, point of view 

Vigilance 
Violation 
Voluntary 

Waiting list 
Walled city 
Watch and ward 
Weaker section 
Weaker section, Economically 
Wear and tear 

Weeding out 
Wind up 

W 

With retrospective effect 
Withdrawal 
Without delay 
Without prejudice 
Witness 

Working committee 
Working knowledge 
Workshop 

Yearly 
Yours faithfully 

Zonal 
Zone 

Y 
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Above mentioned 
A brief note is placed below 
A brief summary of the case is placed below 
Accepted for payment 
Acknowledgement has already been sent 
Acknowledge receipt 
Action as at A' above 

Action has already been taken in the matter HTH À RaIs Y8 Ì IT cht Action has not yet been initiated 
Action may be taken accordingly Action may be taken as proposed 
Administrative approval may be obtained 
Agreed to 
A list is placed below 
All concerned should note 

Approval may be accorded 
Approved as per remarks in the margin 
Approved as proposed 
As above 

As amended 

As far as possible 
As may be necessary 
As may be specified 
As modified 
As per details below 
As recommended by 
As the case may be 
Attention is invited to circular/office 
memo no.... dated on the subject noted 
above 

Background of the case 
Bills for signature, please 

Brief note is placed below 
Bring into notice 
By registered post 
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Call for an explanation 
Call upon to show cause 
Case has been closed 
Case is resubmitted as directed on prepage 
Charge hnded over 
Checked and found correct 
Circulate and then file 

Competent authority's sanction is 
necessary 
Copy forvwarded for information/necessary 
action 

Copy of the letter referred to above is sent 
herewith 

Day to day administrative work 

Decision is awaited 

Delay should be avoided 
Departmental action is in progress 
Discrepancy may be reconciled 

Disposal of cases 
Draft as amended may be issued 

Draft as amended is put up 
Draft for approval 
Draft reply is put up for approval 
Early action in the matter is requested 

Expedite action 
Expedite submission of report 
Explanation from the defaulter may be 
obtained 

Explanation may be called for 
Facts of the case in brief are as follows 

Following transfers and postings will take 
effect immediately 
For comments 
For concurrence, please 
For consideration 

For disposal 
For early compliance 
For favour of doing the needful 

feuuf ferY 
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For favour of necessary action 
For orders 
For further action 

For information 

For information & guidance 
For perusal 
For ready reference 
For signature 
For such action as may be necessary 
For suggestion 
For the time being 
For verification 
Forwarded and recommended 

From pre-page 
From time to timne 

Funds not available 

Further communication will follow 

Give details 

Give priority to this work 
Has no comments to make 

His request be acceded to 
I agree with'A' above 

I am directed to 
I am directed to state that 

I authorise you 

In addition to 

I have been directed to inform you/request4 MG T f 3T46 HfdT 

youlask you 

In compliance with 
In confirmation of 

In continuation of this office letter no.... 

In exercise of 

In favour of 

In regard to 
Inspite of 
In support of 

3TGUITef 

In the capacity of 

fery 

1.0 yT 2 H H 
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In the prescribed manner 
Is self -explanatory 
It has since been decided 
It is difficult to proceed with the case 
Keeping in view 
Leave travel concession 
Matter has been examined 
Matter is under consideration 
May be approved 
May be considered 
May be excused 
May be informed 
My be obtained 
May be permitted 
May be sanctioned 
May be treated as urgent 
May deem necessary 
May please see 
Mentioned above 
Necessary correction may be carried out 
Necessary steps should be taken 

Needs no commnent 
No action necessary 

No action required 

No funds are available 

No progress has been made in the matter 
Notes and orders at page.....may please be gH H4g yo... fy s 3GYÌ 3ÌR 
seen in this connection 

Objectionable action 
Obtain signature 
On account of 

On behalf of 

On deputation 
On temporary basis 
On the advice of 

On the compassionate grounds 
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On the subject noted above 
On verification it was found that 
Order may be issued 
Otherwise action will be taken against him 
Paper under consideration(P.U.C) 
Passed for payment 
Please acknowledge receipt 
Please discuss 
Please expedite compliance 
Please hand over your charge to Shri...... 
Please put up with previous papers 

Please speak 
Please submit your explanation on or before 

Put up 
Put up for perusal please 
Put up for verification 

Reasons for delay be explained 
Required information is furnished herewith 3felai y SHO HIg t T 
Requires modification 
Resubmitted as desired 

Return of file(paper)may kindly be 
expedited 
Return of the file may be awaited 
Revive of the case 

Sanctioned as proposed 
Sanction hereby accorded to 
Snction of the competent authority may be 
obtained 

Seen, thanks 
Seen & returned 

Self-contained note 

Should be given top priority 
Specific reason may be given 
Submitted ro order(s) 
Submitted for perusal 

faarrrei 

Such action as may be deemed necessary 

faf h|RU 
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The required papers are placed below 
This has reference to this office earlier 
correspondence at Sl. no... 
This is in accordance with the extant rules 
This is not admissible under the rules 
This is to certify 
This is to inform 

This may plese be approved 
This office has no information in this 
respect 

This requires administrative approval 
This reuires your personal attention 
Through proper channel 
Till further orders 

Timely compliance may be ensured 
To the best of knowledge and belief 
Under consideration 

Under intimation to this office 
Under mentioned 

Until further order(s) 
Up-to-date 
Upto the mark 

Urgent attention may please be given 
Urgently required 
Verified and found correct 

We need not pursue the matter further 

Which ever is earlier 

With concurrence of 

With immediate effect 

Without assigning any reason 
Without delay 
With reference to 

With regards 
Work in progress 
Yours faithfully 
Yours sincerely 

far 

fferfai 
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Abinitio 
Ad Alium diem 

Adhoc 
Adintenm 
Ad Valoem 
Bonafides 
Data 
De hors 
De facto 
De Jure 

Denovo 
Dito 
Errata 
Ex-cadre 

Ex-gratia(payment) 
Ex-Parte 
Ex-India 

Ex-factory 
Ex-officio 
Ex Post facto 

Ibid (ibidem) 
In timine 

In pari material 
In posse 
In presenti 
Injuria sine damno 
Insigma 
Interalia 
In se 

In toto 

Ipsojure 
Jus Adrem 

Manifesto 

fafea: 

fafecr: 
3rquf srfercaR 
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Modus Operandi 
Per annum 
Prima facie 
Sine die 
Status Quo 
Sub judice 
Suo Moto 
Ultra vires 
Vis-a-Vis 

yftat/qrftco 
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List of Designation of the Officers of Delhi Development Authority 

Vice Chairman 

Finance Member 

Engineer Member 
AT AIYt# (tt ye 3H1GTH LA| Pr. Commissioner (LD/H & CwG) 

Commissioner 
System) 

Chief Vigilance Officer 

Commissioner (Land Management) 
Commissioner (Land Disposal) 
Commissioner (Housing) 

(Pers./LM & 

Commissioner (Personnel) 
Commissioner (Planning) 
Commissioner-cum-Secretary 
Chief Architect 

Financial Advisor (Housing) 
Chief Legal Advisor 
Chief Accounts Officer 

Chief Engineer (East Zone) 
Chief Engineer (Quality Control) 
Chief Engineer (North Zone) 

Chief Engineer (Rohini) 
Chief Engineer (South Zone) 

Chief Engineer (Project) 

25 

Chief Engineer (Dwarka) 

Chief Engineer (Design) 



25 

26 

27 

28 

29 

30 

31 

32 

33 

34 

35 

36 

37 

38 

39 

40 

41 

42 

43 

44 

fMr (a) 

afts fafa faartt 

Chief Engineer (Head Quarter) 
Chief Engineer (Electrical) 

Director (Personnel) 

Director (System) 
Director (Building) 

Director (Nazarat) 

Director (Public Relation) 

Director (R.T.I.) 

Director (Hort.) South East 

Director (Hort.) North WNest 

Deputy Chief Legal Advisor 

Superintending Engineer 

Executive Engineer 

Senior Law Officer 

Deputy Director 

Assistant Engineer 

Assistant Director 

Junior Law Officer 

Private Secretary 

Personal Assistant 
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1, 

3.fT HGHHfAY 

5. 

6. 

7. 

10. 

8.HATZhR ( Hq) HatY 
9.f faH 

(List of D.D.A.Offices at Vikas Sadan) 

13. 

11. fafa fa 
12. HÉGT aTT 

15. 

14. f ygr aT 

17. 

16. 34|4TH 0aTT 

qETT 3YT ( AMPr. Commissioner (LD/H&CWG) 

18. fz fAia faT 
19.qfa 

20. 3T*,E, sT faT 

V.C. Secretariat 

21. yUreft fayrT 

Finance Member Sect. 

22. sfru fayrT 

Engineer Member Sectt. 
Authority Member office 

Pr. Commissioner (PR/LM & 
System) 

Commissioner-cum-Secretary 
office 

Advisor (PR) Office 
Personnel Department 
Chief Accounts 

Department 
Legal Department 
Vigilance Department 
Lands 

fagr (fA THT MaU) Director (LC) Department 

Department 
Administration 

Land Management Department 

Housing Department 
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Officer 

Financial Advisor (Housing) 
Department 
Quality Control Department 
Building Department 
R.T.I. Department 

System Department 
Training Department 



23. 

26. reT faHT 
27. eTA faT 
28. ry fa 

1, 

24. aTTT FT 

3. 

6. 

25. ffhHT A1 

4. 

7. 

9. 

qUreft T TfreT fraUT SAGR Cell 

10. 

11. 

Reception 
Medical card Section 

Security Department 
Maintenance Department 
Welfare Department 

(D.D.A. Offices at Vikas Minar) 

Commissioner (Planning) Office 
Chief Architect Office 

{ afrdT (fi ia) rtqs Chief Engineer (East Zone) 
Office 

fidT (3Tt ) Chief Engineer (North Zone) 
Office 
Chief Engineer (Design) Office 
Additional 

(Planning) Office 
Additional 
office 

Additional 
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Zone Office 

(Landscape) Office 

Commissioner 

fttt ydga yIIË RProject 

Chief Architect 

AE (sa) afauft yef Director (Hort.) South East 

Office 

Commissioner 

fARr (3T) 3t yfft Director (Hort.) North West 
Zone Office 

Manager (Flyover) 


