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provided aCer the shipment.Paperback. Pages Number: 540 Publisher: Beijing University Press. Pub. Date :2010-
01-01. New o=ice secretary must write the book Introduction: documents Writing in the o=ice clerical skills and
qualities necessary. How to write a variety of justice. and is able to master the language style of the o=ice
clerical workers in a certain challenge. New o=ice secretary must write the book focuses on all aspects of o=ice
clerical work. style of language used to summarize the contents include a common public class secretarial
o=ice documents. transaction type documents. like documents and regulations. civil class documents. like
foreign a=airs documents. the concept of the language and writing style format were refined and accurate
description. The detailed. comprehensive type. examples of innovative and practical. with strong operational.
can be used as o=ice secretary of the essential reference books. Contents: first class public class Document
Writing Chapter command language style section command (order) A command (order) an overview of two
commands (make) an example of writing awards announced that the executive order that wanted to make
punishment of revocation order Instruction Section decided. decision outlines two examples of regulatory
decisions in writing the decision determines the disposition decisions on major issues of public policy-making
decision determines the decision to deploy the matter of appointment and removal of the decision in
recognition of the decision determines the punishment of the resolution I decided to Section III. resolution
outlines two examples of published writing the resolution of the resolution approved by resolution of the
deployment of the minutes of the resolution resolution resolution described in chapter II of circulars.
advertisements. notices notice a section like language style. circular outlines two weeks notice in writing
examples...
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