HRd &R GOVERNMENT OF INDIA

fa@ #ATe MINISTRY OF FINANCE

IoEd f39TeT DEPARTMENT OF REVENUE
T HT HHEATAT

OFFICE OF THE COMMISSIONER

Heald H UT Fol 3G Yeh

CENTRAL TAX & CENTRAL EXCISE
Hifeast, COCHIN

Fe4Ig ASIEg $a+T, CENTRAL REVENUE BUILDING
IS, T, 99 s, Hifey, 1.S. PRESS ROAD, KOCHI-682 018
E-mail: cexcochi@nic.in Fax: 0484-2390608 Phone: 0484-2390404
BLY. Il /39/14/2018- IM.4T. ai@/Date: <%).08.2021
dar A/ To
wHft IeTHTN Fs FTETE,
T T 0T AT UG YoF, Fed HIFATAd, FifRT-18

All Sections/Divisions,
Central Tax & Central Exicse, Kochi Commissionerate,Cochin-18.

Agleg/AgIedl/ Sir/Madam,
v e 17.06.2021 wad 10.08.2021 &' AT TIHWNT FETadeT
aRfa f QA dowt & & Hifrg # 3udsy Fas Al & T} # e
T faolr W FRAE - ¥ |
Sub: Action taken on decision taken in OLIC meetings held on
17.06.2021 and 10.8.2021 related to quick notes in e-office -
Regarding.

weest : §-3HIfPE Aarer ¥ Yoo wEAT 336 H Faw AlgH (FeIa)l

Refer : Quick notes in page No.336 of e- office Manual(enclosed).

P $-3Mfhd 7 ey Faw Alel i vk gfd gfaa ®7 7 o AfaREd
Aew (Reaftrah) & @rr dere ¢8,3 §AR HPFATOT & aRss HARRAT GaRT 3R
39T F T S &1 3 stel(fevaforat) s cafed garT 3udlerhdt g At A
STST ST ThaT &1 39y e Aeq(fecaforat) s 3uaer $-3ifha wgal & fdr aifdar
T go & T BRIT S TFaT § 3R 37 YR Fg WHER & T Frderdt & v
AR THR & TE FATT & [T AT garr Sy arid¥es s & 3feafad 30%

FE AT & oreg &Y wred fRAr ST FehaT gl

Kindly find enclosed a copy of the quick notes available in e-office
along with certain additional notes in bilingual form which are frequently used by
the senior officers of our Commissionerate. Those notes can be added to the User
Defined notes by the individual. The available Hindi notes may be used in e-office
files in order to increase the Hindi noting and therefore achieve the target of 30%
Hindi noting as mentioned in the Annual Programme issued by the Department of
Official Language, Ministry of Home Affairs, Government of India for all Central

Government Offices.
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Encl: As above
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Hindi notes available in QUICK NOTES of e-office

L. 3rarelt RAE Fr gcher ¥ |

Await further report.

2. AT & S & |

Permitted

3. A

Approved

4. 3T & AT / T F:Y

Issue today

5. AL/ Hegrteared seqa|

Put up for orders/approval
6.%@3#%@%@/%@/%@/%
T / 9l FHI A Sl

Casual leave/Earned leave/Commuted leave/Compensatory leave advance
sanctioned as applied for.

7.3 & & TUT NG
Partially modified

8.39 #1d & Hafeq wruffear &

Give top priority to this work

0.39 ¥ / @Y & AV soie # e frar o

Provision has been made in budget for this expenditure.
10.38 Heddr /Fafiid w@r s

It was postponed
11.3@%%%%/@%3@@%

It is not necessary to send it to the secretary.

12. AT $ofh 39CTT @ WEEfAT AHe W) 3T Fars w5y
Please take appropriate action on the matter related to their gratuity.
13. AT 3T A 7T / IS T |

Please submit a draft /format of the reply/answer
14,5941 U F@d: qui fevaolt seqa #t

Please submit a self —contained note/comment.

15.9r ......... Fl FETAR AT Y|

Please inform...accordingly.

16.59a1 TaT |

Please discuss.
17.Wma@%ﬁ$@wmﬁﬁgﬁ:/@mmaﬁl
Please re-examine the matter as per latest instructions.
18.35a1 do 1 PG / FGT weqd Y

Please submit agenda/minutes of the meeting.



199 FFefla wrger & W geqd |
Please submit with the relevant file.

20. 5931 AT FHIMY|

Please call for information.

21 gIRE & & I snyfaaat 2o
Please see the comments/remarks in the margin.
2299 & AR

As discussed.

23.Rd ITEARF st

Issue Reminder urgently.

24.39 forar, eeare|

Seen, Thanks.

25.7AdH &1 FHR T F77

Lowest quotations may be accepted.
26.96T T FoTeT |

Creation of posts.

27 .9ah T gHITT|

Abolition of posts.

28.Mse aNRT / 3nTel At & ey
Retrospective effect/effective from the next date,
29.%%/%%@/9@%@&%&!
Issue press communique/press note.
30.391dT & v ure famar s

Passed for payment

31. 3 ... & ggag gl

I agree ....above.

32,85

Approved.

33.797 yEarfad|

As proposed

34.791 GnfRg|

As amended

35.98 HAHAT =™ /... & faarmeia &
The matter is pending begore the court.
36.1aeF s / &8 & &/ar FROT 2

What delays?

37.fadarfa @1 gamesr s o oy
Discrepancy may be reconciled.

38.21FaIT & GRS |

Delegation of powers.



39.90 FRaEE Y|
Expedite action.

40. 967/ faush-arfsir & gfgeaer & fv TE |
Submitted for countersignature of competent/controlling authority
41.96AT YTt i et

Consent is given.

42.99Fd e e mgiey & AT S|
Submitted for approval of Joint Director/Director.
43. ¥l TARNad /3reem)|
Permanent/Quasi—permanent/Permanent

44 TASESEOT AT ST

Explanation may be called for.

Abolition of posts.
qal S gAIeT|

Approved.

s

As amended.

TUT FeART|

As discussed.

T & AR

As proposed.

TJYT gEAfAT|

As slightly mentioned.

AR ®7 & T FNRT)

Await further report.

A RAE A g 3

Budget provision exists for this expenditure.

S ¥ / WA & U soie #F yrawr fRar o)
CL/EL/Commuted Leave/CPL/advance sanctioned as applied for.
aﬁmwﬁnﬁﬁmﬁ%@%ﬁh@/%@/mw
/ Rl FHIT AT ey #

Concurred in.

TANT gerT Y Sy ¥

Creation of posts.

gel 1 Foled |

Delegation of powers.

ATFAIT T YIS |

Discrepancy may be reconciled.



fsgaTfa &1 @@ w1 foar sy
Expedite action

M FRars Y

Explanation may be called for.

TISEHUT A ST

Give top priority to this work.

39 $1d & Fafer graffear &

I agree with .... Above.

A IR ... Q ggag gl

Issue press communiqué/note.

ya AT / o Reouuft sy Y

Issue reminder urgently.

WA HJEARF 3|

Issue today.

ST & AT / Sy &Y

JD/Dir. May kindly see for approval.
agaﬂﬁéem/ﬁéamﬂmamﬁmn&wqm
Keep in abeyance.

S Aeddl /F4fiT w@r )

Lowest quotations may be accepted,
YATH &Y TR T F1T)

Passed for payment.

AT & fav arg fRar o

Permanent/ Quasi-permanent/ Temporary
TR TurRiaq /3reardy| '

Permitted.

37AfT & S g

Please call for information.

SUIT FAAT HMT|

Please Discuss.

HUAT 4T A

Please inform ......... accordingly.

FULT ... $ deTER GRIT H|

Please process his/her gratuity case.

PIAT S I9ET H FEIT AHS W 3T Fars a3
Please put up agenda/minutes of meeting.
PN §5F &1 FE A T FRGH S
Please put up a self contained note.

$UAT Tsh TId: qr;U‘l' feogufy ER—‘{;H H|

Please put up draft reply.



HUAT JAR H AHET / TET TEIT H

Please put up with relevant file.

$UAT T Bl T TEIA

Please re-examine with reference to latest instructions.
maﬁmaﬂé@ﬁéa@wmaﬁrgﬁ:/mmﬁl
Please see remarks in the margin.

o @Ry # ¥ o avgiadt o
Retrospective/prospective effect.

el alig / 309Tel a9 g8rdT|

Sanctioned.

AT

Secretary need not be troubled.

= AT ARG & UrE/ T At STe gl o

Seen; Thanks.

<@ fordn, gegerg|

Submitted for counter-signatures of competent/controlling authority.
gera/ ae-afaet & gfdgeder & fav geqd|

Submitted for orders/approval please.

HEATAR/ JeTAIEATS TEI|

The matter is sub-judice/under consideration with .............
Ug ATHAT IRTAT .o & Rl g1

What delays?
froee / 0 & AT HROT § ?

User defined notes

1.Accepted- Fdihd |

2. Merits Acceptance- I[UTTa[oT T THfd |

3. Brief facts please - @faied aza suar {fSv |

4 Brief history of the case is as follows- #Hel &1 @alcd $fddd T8 TR g |

4.1f approved we may depute her for the same- 3R Hef{l fAer STl g dr
&7 30 33 & v fAged X &9hd § |

5.May kindly be approved before issue- SR &%=l & Ggel HOAT e
forar ST |



6.Notes on pre-pages may kindly be perused-$uar qd-gsai @ fordr a1
feoaforat &1 3geiiea fohar ST Tehdr §

7.List of ...nominations as proposed may kindly be approved before issue

of circular/letter - 9RIF/IT TR T T Ygol....... AT T G ST T
GEATAd & $HUAT AT fohar Smw |

8.Personal hearing was attended by the appellant by virtual mode/ video

call - 3rdietehdt & a3rel HIS/AMSAT el CaRT FTFAINA FoAars 7 7T o |
9.PH record is placed opposite - cafedard geIars Rels 3T I@r amn § |

10.Please obtain his signature - HUAT 3o GEFARR o &Y |

11.Brief facts and findings may be put up for issuance of order - 3Tc2r ST
el & T wfaied a2 3R fashy gedd e o1 @hd ¢ |

12.As proposed above please seek comments from the CPIO - J&T fh 3w
YEAAd & PUAT (P Sl GIAT HARRY) ARSI & feoaiorar gred i |

13.PH may be accorded on.............. date/time - =gfFderd lg?lm‘é’
................ fafR/aag o of 31 Idr § |

14.0rder No. ....is issued - 3Te2r T&AT....sIRT fohaT ST § |

15.The file may be permitted to call book - WTgel &I el geh Fel I
HeAfT & S FFA E |



Office

3. Search the user using input search parameters (User’s Department & Section name and User’s
name). The user’s current search and action scopes are visible in search results.

4, Click on ‘Remove’ icon under actions to delete the search privileges previously assigned.

Note:

= Removing User’s search privileges will set them back to default search privilege set for the complete
Ministry/Organization (i.e. Search Privilege set for Instance).

Quick Noting

The quick notes are the most commonly used phrases while preparing notes in note sheet. These quick
notes are available which when chosen are populated at the position of the cursor in the note. They are

available in two ways —

1. Standard — List of quick notings provided as a standard list to the end-users

2. User Defined — Users can prepare their own list of quick notings
This section describes the steps to create user defined list of quick notings.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Quick Noting’.

ot LoCR S |
WITHT rlman o m Bure 1 Pifomren Duisly

Boiave R hiwile o M T

P

Figure 451

2. Click on ‘Add Quick Noting’ at the bottom right corner of the screen.
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