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Abstract

The main purpose of this research is to act in concern with the bilingual
nation promotion policy by exploring the English training needs of civil
servants and providing relevant policy and strategic recommendations. The
research methods included document analysis, questionnaire surveys, and
focus discussions. Based on the literature review, an online questionnaire
survey was designed to investigate current English tasks of each division
and English training needs of civil servants in the division. The participants
were heads of administrative divisions that employed the aforementioned
civil servants from Years 2020 to 2021. A total of 536 questionnaires were
collected, but only 434 were found valid. In addition, based on the results
of the survey, four online focus group discussions were organized, with 19
division heads (8 from the central government, 7 from the local
government, and 4 from the police) participating.

The major findings of the present study are as follows:

1. English websites are ranked the highest of all the English tasks in
each division, followed by English propagandas, foreign guest
receptions, English counter services and foreign-related document
translations.

2. With regard to the self-managed English tasks, English websites,
English counter services and foreign guest receptions are of the
highest priority. English propagandas and foreign-related document
translations are of the second and third priorities, respectively.

3. As for English language proficiency in different skills, current
officials are mostly considered “fair”, but future officials are mostly
expected to be "good", “excellent” or “native-like”, and this
proportion is 3 to 5 times higher than that of current officials when
they take office.

4. English training courses for civil servants are listening, speaking,
reading, writing and translation/interpreting in order, and self-
directed learning resources are still of the highest priority.

5. The contents of English training for beginning civil servants and that
of promoted civil servants are suggested to be non-distinctive.

6. The English scenarios required for high-ranking officials are mainly
official briefings, foreign guest receptions, and official
correspondence.

To make the English training feasible, we suggest that the National



Academy of Civil Service (NACS) make a policy to improve civil
servants’ ability to use English in official situations. In addition to a
learning map and course outlines, three-dimensional training
strategies are proposed:
1. To offer contextual English courses in person and online.
2. To create immersive scenarios to teach English for civil servants.
3. To cultivate lifelong learning skills in English for civil servants.
Finally, it is recommended that the NACS create online learning
passports, digitalize contextual English learning materials for civil servants,
and establish an interactive learning platform to provide civil servants with
self-learning resources.

Keywords: civil servants, English proficiency, learning map, training
strategies, bilingual nation
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R Btk E Y BT R~ 128 $8(integrative orientation) & 4
WATEA B R AR FRE AT U A - A s
RIS BRI PR RERSEFEY AF o ML LR
(instrumental orientation) » & #f #i if H_F W& 4 &k J ﬂf‘zé E3F 0 R T
AR AR ETEE 4 o JI&Gardner kg o B AR T B
LTI R R Y RS L R
L7 e 2T HFA DL 04§ ABRFEHFTT 2 ize
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FEVAARPEBELR > LERDFY F - 00 FaHn
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- HEE T BV PRSI REFE R gy RG4S
ST T RS P EL A L LD R TR
A2 4F T_# % % (course-specific motivational component) > 4o @ < F -
Fit - FoE 2 BB B Zarip i ok B (7 8V F Hieeap) a8
BHEHES BHTEE PRSP F4 ﬁ%mxpﬁcﬁmé %
Benf) R E2 B2 HEh kB LR %) RFHLH P~ 3
(‘51‘7: FEF T A B ZE F b Ha(F IEREF AR 4 (affiliative drive )

A (P RLAL ) 2 FABRNIRAAEEE - KL F
VR et e Y 5908y femf e H 29 230
TP L&gﬂ B ke el P ARSI (GRE Fleh £ 1Rl e

ﬁi
a\-
i

B2 P PRAR A EFSVSBEL LN @
BRF YRR RBL 2[R SEF ARSI AL
B0k ABFIR AR F o RE RS e B R

VT LEY EREE YA RTE R N Bt

Fuw s PRpErEFTRS

FUAHE AR ARG L Hibd FRE = Eoe R FRT
B3 7 423 > Salehi, Shojace {r Sattar (2015)3% 5 » R & it &
A ZERFIRLE A > A m DT Y k5 (Virtual
learning environments, VLE) &% & & fri#ic = & ¥ (E-learning)4p B )&
POFRF LA gl R KE R EF Y AR
g% ##{cinie § ¥ (Curtain, 2002) e i=8 ¥ 7 £ g3 '] 0 (e Prig
KEH# § 3 @t A7 o Palloff fo Pratt (2003)4p 1 » L3k chgliTie
BEUPHERSE > LB pytend ke L5 0 B U Y ¥ g
# - Bolliger f= Wasilik (2009) R 45 ! ?{§ AR P EY B P
WA R o WD R Y RS RAER L T (R TR 2 R
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T 7 #LH (Information and Communication Technology,
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% ¥ B8 o Curtin (2002) Z_& ICT & &v { f§ H 3 %-F 5
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“rec i Akour(2006)75 5 > G FFF R R A 4 S LB 52
ARAR B L FoW A fg et 3 AIATES 34 & 3R o Trucano (2005)
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& 77 3% o Salehi, Shojaee fr Sattar(2015)#% % > 4k iy 49 7 > E*
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F R FTE E o
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R AR BN REFEL o3 0 By RE DI R LR AR
fmw‘t I ;;gr_! ZHRPHERITFERR IRV FE -FY R B
REMZEEY R B> 31 I RhaOEFREFTRBD &> Hi¥
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K+ F = (Richardsand Schmidt 2002; #f B % 2012) - f gt L
T > p a8y (Self-directed Learning, SDL) = 3 #iF* 52k 4% o

PAEY X HLZpAFY S AL FY (Selfregulated
Learning, SRL) - % & p Bandura (1977) it ¢ somiis > p 5 ¥
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EERAFEVER DA P ARV AF LR P RETOFEE
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B E & R EE Y Terg g R g R R
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3 E MR avk o BB F Lfer A aSdER { § 22 K =]
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Madyun ,2008) > Fcf % @z % 1996 & % (% L83 & | Baph mie
LERE RKE R OTEEA R SR e e
LB e A B REEREA LIRS : B Yt BRE A %
¥ Y ek > 70 e E 4 deie g Y (Parkinson, 1999) - Kazu
4= Demiralp (2016)% i * ‘“ffg‘:%s—,} ErNFERGTH® T PRT EIRAK
BAUEFTH T BREH FTRTERER LKLY N4 gred
PR cF LB R P HARN I R ERY H2 A F 4 RF
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English Briefing Skills

Practical English for Civil Servants

® .«

& *‘\/

J.'

Chun-yin Doris Chen
National Taiwan Normal Univ.

I. Introduction

oto guide your targeted audience with
a view to its gaining relevant
knowledge in your professional field

ENGLISH BRIEFING SKILLS
AT A GLANCE
oSelf-introduction
oBriefing Tips
oUseful Sentence
os-minute Briefing

Self-introduction

o What'’s in your name? Alliteration
« lam Incredible lan.
« Iam Marvelous Mary.
« Iam Gorgeous Gordon.
o You can also offer other information like
« Whereare you from? (Do your roots show
anything about who you are as a person?)
« Do you have any special skills? What are your
hobbies and pastimes? (What do they tell about

you?) .

Self-introduction

o Example:

o Hello, I am Incredible lan from Yilan. I like
jogging and playing the piano in my free time.
Besides, I am good at cooking, math and

Nice to Meet you

o Write down your self-introduction in Self-
introduction Worksheet . Use at least 3 sentences.

o Use Alliteration to introduce your name.

o Tell your hobbies, pastimes or something your are
good at.

o Introduce yourself to at least 4 people.

o Jot down your new acquaintances’ names &
hobbies in your Worksheet.

o Find one partner who have TWO things in
common with you. Then, sit together. .
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o

Self mtroduction Workeet
Nice to Meet You.

I My Seif-imroduction’ Write at least 3 sentemces 1o imtroduce yoursedf De sure 10 wse alleration to
imtroduce your name Tell people about your hobbues, pastimes and specialties ~

Name & Hometoun Hobbies, Pastiznes, Specialticss
Togging. playing the piano, cooking. marh and " !

origami

Example| Incredible [ from Yilane

II. Briefing Tips: Before the
Presentation '

oKnow your material.

» Good speakers stick to what they know.
Great speakers research what they need to
convey their message.

v Know more about it than you include in
your speech. ;

Supporting Evidence (1)

oUsing examples:

+ A real example: Use a story to illustrate your
points.

+ A hypothetical example: Use an unreal
situation to create a realistic situation.

Supporting Evidence (2)

o Using statistics:
« Are the statistics representative?
« Are statistical measures used correctly?
- Are the statistics from a reliable source?

oAnalyze the audience.
Deliver the message they want (or need) to
hear. They want you to be interesting,
stimulating, informative and entertaining.

Meeting Your Audience’s Needs

oUnderstand audience diversity and
interests

o Adjust content so that it is appropriate for
your audience’s current understanding of
what s/he is being presented

o Understand your audience’s attitude
toward your guidance
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oCraft an introduction and a conclusion.
Set the context and make sure the audience is
ready to go and end.

Useful sentences: Introduction

o Hello, everyone. My name is ./lam
Alliterative Adj.+ Name .
o And today I'm going to talk about

give a presentation on

share withyou about ______
o The presentation will be in __parts: _, __,and ___
cover
o Please feel free to ask questions during my
presentation. ‘
Please hold your questions until the end of my .

presentation.

oFocus.
Help your audience grasp your message
by focusing on your message. Stories,
humor, or other “sidebars” should
connect to the core idea.

oOrganize ideas logically.
A well-organized presentation can be
absorbed with minimal mental strain.
Bridging is key.

Presentation Order

oFrom Part to the Whole Order
oChronological Order

oSpatial Order

oCausal Order
oProblem-Solution Order
oComparison/Contrast Order

Useful sentences: Sequences

o First, I'd like to talk about [topic1]

o In conclusion, [main points of topic 1] 3
To conclude,

o Okay, I'd like to move on to [topic 2]

o Lastly, I'd like to talk about [topic 3]
first, second, third, fourth, ...
next, then, after that, last/lastly

additionally, moreover, furthermore,...

oEmploy quotations, facts, and
statistics.

Don'’t include these for the sake of including

them, but do use them appropriately to

complement your ideas.
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Useful sentences: Conclusion

o I'd like to conclude today’s presentation by
summarizing the following main points.
o To end today’s presentation, I'd like to ;

o If there are any questions, please

o I'd be happy to address them.

o Know the room.
Arrive early, walk around the speaking area
and practice using the microphone and any
visual aids.

oAnalyze other speakers.
Study the strengths and weakness of other

speakers.

oPractice, practice, practice!

v Rehearse out loud with all equipment you
plan on using. Revise as necessary. Work to
control filler words.

v Practice, pause and breathe.

7 Practice with a timer and allow time for the
unexpected.

v Practice your bodily action—mainly eye
contact, posture, and gesture.

o Visualize yourself giving your speech.

Imagine yourself speaking, your voice loud,
clear and confident. Visualize the audience
clapping - it will boost your confidence.

Consider drawings, maps, charts, tables,
graphs, and films.

Plan when to use visual aids and how to show

them.
B

oAvoid distracting mannerisms.

Have a friend watch as you practice and look
for nervous expressions.

oArrive early.
It’s a great idea to look around the room and
get a feel for the location especially if you
have never been there before.
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BRIEFING T1PS CHECKLIST 1

BEFORE THE PRESENTATION, DID YOU ....7

© Know your material
o Give supporting evidence

o Know the room

O Analyze other speakers

O Practice, practice and
practice

© Visualize yourself giving
your speech

o Avoid distracting
mannerisms

O Meet your audience’s needs

o Craft an introduction and
conclusion

o Havea focus

© Organize ideas logically

© Employ quotations, facts,

I11. Briefing Tips:
During the Presentation

o Have handouts ready and give them out
at the appropriate time.

or statistics o Arrive early
The 25 Public Speaking Skills Every Speaker Must Have
. by Andrew Diugan, 2007 .
http //sixminutes dlugan com/25-skills-cvery-public-speaker-should-have/
oTell astory.
Everyone loves a story. Points
oRelax. £ A

Begin by addressing the audience. It buys yo
time and calms your nerves. 3

oStart strong and close stronger.
The body of your presentation should be
strong too, but your audience will remembe
your first and last words.

ANy

wrapped up in a story are more
memorable, too!

olIncorporate humor.
Knowing when to use humor is
essential. You don't have to be as
funny as a professional comedian / ’
to liven up your speeches.

o Vary vocal pace, tone, and volume.

A monotone voice is like fingernails on the
chalkboard.

v Learn to breathe.

~ Have a good flow.
v Speak loudly enough and just.
+ Be expressive.

oPunctuate words with
gestures.

Gestures should complement
your words in harmony.

~ Smile!
« Express emotion with your
facial muscles.
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oUtilize 3-dimensional
space.
Chaining yourself to the
lectern limits the energy and
passion you can exhibit.

o Complement words with
visual aids.
Visual aids should aid the
message; they should not be
the message. They help you
present professionally.

.
oKeep your visual aids: ‘@ g
v visible y _,‘v’l
~simple '}
v colorful /'"

7 justified -- not too many or too few
slides

oConnect with the audience.

Eye contact is only the first step. Aim to have
the audience conclude “This speaker is just
like me!” The sooner, the better.

olInteract with the audience.
Ask questions (and care about the answers).

&.

oObey time constraints.
Customize your presentation to fit the time
allowed, and respect your audience by no,
going over time.

oLead adiscussion.
Not every speaking opportunity affords time
for a discussion, but know how to engage the
audience productively. .

o Conduct a Q&A session.

Use the Q&A to solidify the impression that
you are an expert, not (just) a speaker.

oDon’t apologize for any nervousness or
problem.
The audience probably never noticed it.

o Exhibit confidence and poise.
These qualities are sometimes
difficult for a speaker to attain,
but easy for an audience to sense!

oKnow when to stop talking.
Use a timer to time your
presentation when preparing it a
home.
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BRIEFING TIPS CHECKLIST 2

DURING THE PRESENTATION, DID YOU ....?

o Have handouts ready and
give them out at the
appropriate time

O Relax

o Connect with theaudience
O Interact with the audience
© Obey time constraints

O Lead a discussion

0O Start strong and close .
o Conduct a Q&A session

stronger
o Tell a story © Not apologize for any
nervousness or problem
o Vary vocal place, tone and Ny
velume © Exhibit confidence and
O Punctuate words with PORE
gestures @ Know when to stop talking

0 Utilize 3-dimentional space
© Complement words with
visual aids

IV. Briefing Tips:
After the Presentation

o Seek and utilize feedback.
Aim for continuous improvement, and
understand that the best way to improve is to
solicit candid feedback from as many people
as you can.

oGain experience.

Your speech should represent you as an
authority and as a person. Experience
builds confidence, which is the key to
effective speaking.

V. Common Public Speaking
Mistakes

o Start with a whimper.

Don t start with “Thank
you for that kind
introduction.”

http://www.toastmasters.org/MainMen
uCategories/FreeResources/NeedHel
pGivingaSpeech/TipsTechniques/10
TipsforPublicSpeaking.aspx

oFail to use relaxation techniques.

Do whatever it takes - listening to music,
breathing deeply, shrugging your shoulders -
to relieve nervous tension.

oRead a speech word for word.

oSpeak without passion.

The more passionate you are about your topic,
the more likely your audience will act on your
suggestions. .

oEnd a speech with questions and
answers.
Instead, tell the audience that you will take
questions and then say, “We will move to our
closing point.”

oFail to prepare.
Your reputation is at stake every time you
face an audience - so rehearse well enough
to ensure you'll leave a good impression! .
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VI. CONCLUSION SOURCE
. . o PPT Template: Toucheng Qianggu
o No presentation or presenter is perfect. o bt/ 12h wikinedia sig/wiki/ 3
« https://eng.taiwan.net.tw/mr.aspx?sNo=0002019&lid=080
621

o Stay hungry, stay foolish.

Ve

(

), The End

i

&
®
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F 5. v English
1 | B3R B XX H = About Us/ About XX
2 | & Accessibility (Statement)
7 ¥
3 o rr g E Advanced Search
Efp
4 | gEa Bilingual Glossary
PP P
ERET Book a tour
6 | i Contact Us
Lt
7 |- ? (3)% Download
" ” o FAQ (Frequently Asked
ARE KT B
8| ¥ FoNER Question)
9 |( ‘}4)_.}5 7 Home
10 | @4 Introduction
1 |#F BT B Keywords
12 | Bosrib 4~ prm e o2 News / News and Events/
T Newsroom
13 | 370 f5 News Release/ Press Releases
sal o Organization(s)/Structure and
14 | e ih/fe 52 B .
i i F ¥ Functions
15 | wepe s s Photo Gallery
= =
N Please enter key words
16 | 5~ Mtz Y
17 F 4 Policies
=S R G
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Privacy and Security Policies

18 |"EF L Fa% 25y
19 |22 5% IR 5 Publications
Related Websites/News/
A T e Wt
e Videos/Links
21 | & XPRFE~ ] RPRFE SerV1f:e/ Online Service
/Serving the People
22 | b E;‘yj Sitemap/ Site map
23 | ket E Statistics
Tour
24 | 2B XX H =
25 | B 8 XX~ XX 2 # Write to/ Email XX
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M4 DR ABE P E

BB ik ¢ R b English
1 4 in regard to;

2 4 B with regard to;
concerning;

3 e regarding

4 W% hereby

d forward,;

. 2 present (—1 7H /),
Please find as attached.;
Please see attachment(s).
submit (T & E =¥ b s H )

6 e R Please find as attached.;
Please see attachment(s).

. to draft;

! e drafting
8 — O xR s 2 F & |prescribe/prescription;
Lo formulate/formulation

9 |kF#E i it amend/amendment

10 J repeal
(specially) appoint;

11 Fix (politically) appoint;
political appointee
appoint (someone) as a special
envoy;

12 v (specially) appoint;
designate (someone) as a chargé

= AR d'affaires
L special envoy;

13 ks chargé d'affaires (*F %)

14 = & appoint
appointment

15 R appoint

16 N “ppoint;

appointment;
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engage (a consultant);

employ
17 w3 letter of appointment
, . your;
g (T
18 P (THLE) your esteemed * (#&:8 % # )
19 Fo(rHET) T ABRBE RpER T your
our;
20 B (B -
L this
21 < (THE) your
b
22 FOHT) | empmapmes O
our;
23 >~ (pF ’
(4 this
you;
We respectfully request that you
, review this project.
24 & & s & .
" The +(3} 4);
We are pleased to inform the
A+ Director-General that ...
We respectfully request your
25 R S consideration of this matter.
Please kindly consider this matter.
Please review and instruct. ;
(This) will be at your
discretion. ;
26 mEHE TP o L
LA Please kindly review this matter
and render/convey your decision. ;
Please advise us of your decision.
27 ) ki you
‘ M) ~ ¥ , :
28 %( @(i> i 1 BE 418 BE 2 @48 lyour (XxX)
5 2
. . (the) said (xxx);
29 7% B ) pE .
' L the aforementioned
30 |512501 |4 sl b s B 2 F |as decreed by;
5 . » £ oy as instructed by
- BT MR A | _
31 (M k2 |k in accordance with

ke pER
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¥ AGRE 2 P

' |Receipt of xxx is respectfully

32 % )
*3E ) £y acknowledged.
33 o w4 T 748 Bk < |Receipt of xxx is hereby
e P ¥ acknowledged.
34 . % w42 T 7 Bk < |Receipt of xxx is hereby
= P acknowledged.
35 R ). R R in reply to
Ry (F3)..7 xxx (be) carried out in accordance
36 ORIy s gy [0 00)
ELL with yyy
- oy ¥ F 2R < {2 |This is further to xxx. ;
BN =S o
F K 57 This is to follow up on xxx.
38 - ¥ 7R < {2 |This is further to xxx. ;
CY AR ES ..
' K 57 This is to follow up on xxx.
39 g ¥ 7R < {2 |This is further to xxx. ;
" k&3 This is to follow up on xxx.
S s A L _ _
ﬁ“; 3B s ﬁ i L . f' Per your instruction, we promptly
40 ﬁ AP N A L e q‘ﬁ e = = XXX
Per your xxx, we have already
2 4w s 2 .
S I yyy. ;
41 e e e _ _
KR S ok Per your instruction/request, we
FyEi(%x have xxx.
Fd2i® |, _ L Per your xxx, we have just
g L B E R T P TS ] e :
A2 B recently yyy.
¥ o
2 e Lad ) We haYe completed the above
43 SR Jﬁr‘ s e items. ; .
xxx have been carried out.
" BE SRS & T ¢ EyEEye 5 \We have repeatedly attempted to
= = XXX.
AR e L RS _ _
45 b o Having carried out xxx, we yyy.
(54
ABE(FE B RA S EA
46 |PrvE R O|BRYE AT H AHTRLTREI  Xxxis hereby approved.
X A T
Fezo AR~ regretfully, xxx cannot be
41 |, R S A
%) N approved.
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48 z " xxx is hereby denied.
(=
XXX needs to be reviewed and
49 BT o
' rectified.
- o #Tsd sF  [xxx must be reviewed and
=Ry (# &+ %t5 &) rectified.
XXX must be reviewed and
51 7 F favteie :
mT improved.
. HT @M iT R _
52 i e & z : We hereby agree (with xxx).
&
We agree and will act accordingly.
53 N s Regarding ... , we agree and will
act accordingly.
£ oEpl & - A ¥ 748 £ 7 7 |Regretfully, we cannot agree and
PR 7% [ 8 are unable to act accordingly.
55 R 3 Proposal approved.
56 %R -7 4 B F%.8 2 < |Suggestion approved.
57 B HTE * Request approved.
58 T 15 3R decision deferred
AR FR
59 ;E?% “ “ approved
— 4N B
N N regretfully, cannot approve;
d ) N (= ol -
60 p;?% © We regret to inform you that xxx
b cannot be approved.
o _ (Kindly advise,) is this
61 |3T §E+ {7 .
o ~ acceptable/feasible?
(Kindly advise,) is this
62 L5 :
LEiw appropriate?
Please review and instruct. ;
(This) will be at your
ot o 2t B M e g & |discretion. ;
6 p :;;(ﬁ - #1713 4557 >+ % |Please kindly review this matter
, é\; ) Y ‘ * 3r2b 4 2 ¥ ¥ & |and render/offer/convey your

2L2_ 3R

decision. ;
Please advise us of your
decision. ;
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Wi R AARE Y

Please review and instruct. ;
(This) will be at your
discretion. ;

g R . . :
L i !, , |Please kindly review this matter
64 Eaikn 'Miﬁﬁ &3
and render/offer/convey your
SEFERZ ﬁ‘ L.
decision. ;
Please advise us of your
decision. ;
, P s i 22 Kindly clarify;
65 HHw Pt R M e dndly clartty
Hoo g &7 0 |kindly advise
M R e
66 A % > 1% P 2 % |Kindly approve and file.
F % o
9
Fe | 213 ?m—-fg 2
67 FER 0t B8 4 |Kindly review.
pg ~ %Iﬁ’] o
Kindly approve and submit to
L CERT S
68 GRKE e,
PR - oo )
Kindly approve and forward.
R A ~ mE
69 FhR B Es ~ fe & 9% |For your reference.
I
;?—:H__ % EL ~ pg ﬁ*?
%°**%%%%
. Tz b = H i+ > g For your review. ;
70 ERais T - A
T ﬁ#ﬁfs? e 3 % % |For your reference.
8ot o A E AR
Ear- L
p g (< AL
For your information. ;
L|ERT) [ g dhryawE |
For your reference.
Please act as needed and reply. ;
72 AR LY FHELY 4
¥ g ¥ Please take note and reply.
) FHAP BT W N
73 AR AR @ Please look into this and reply.
1
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AR AR PR E S B R

. N L R REIELY
74 = A PRYER 4R @ Please act as needed and reply.
, FHATEL Y ER : :
75 WARA R s Please take note and retain on file.
v 2= 3
FH &P - o f T |Please take note and forward. ;
76 Famge 77 :
& it J Please take note and notify ***,
"H P #Fx LE_p
77 ol e AR #p o s # ik PR 4p T |Please reply by (date).
pHpPwAR o
& fH % - B |Please take note and act as
78 AR .
TE o needed.
# 3¢ H% -~ B |Please take note and act as
79 * b & o
7F ° needed.
Hp N
o (o & FH % PyET |Please act as needed and reply. ;
80 |PE(H aman p T Py
<) * 1R Please take note and reply.
Please circulate and ensure
& FH jr = {48 “7|\compliance. ;
81 swam | P
BT ¥ RE PE 7% - [Please circulate and make sure
everyone acts accordingly.
Please review and instruct. ;
(This) will be at your
discretion. ;
8 R = te iy B3k 25|Please kindly review this matter
B~ L FEP o and render/offer/convey your
decision. ;
0 i{ 2z Please advise us of your
2% ( decision. ;
GRE F ‘ N ;L«_&_?'—%I'E]T:,ri’—q % #I‘J’E\ - -
83 [ % ) WEE o TR Kindly review.
FOfE
%Mﬂ;{'?jﬂ Kindl iew this and
Y o b g indly r(_av_lew is and convey
. your decision.
& °
L o b For your information;
85 Bz % HEET 5

For your reference
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86 s e E & (cc
HTiTHM 5>
bi¥ 2% :
87 |[#iEF X 4R cc:
88 T s 4 | cc
Please see attachment. (& #£) ;
89 1o ¥ b 48 B v i | Please find attached. (% #8/3 o );
i+ Please see the enclosed. (% & #&
, )
iz
Please see attachment. (& #£) ;
%0 B AGER ¥-T 7 & T & 4% i [Please find attached. (& £8/3 & );
o~ HfiE P iE v it Please see the enclosed. (# & #r
)
, WEELY R
91 ERE R 91 . ' ' Respectfully,
I Please advise if this is
02 |%hiE i _
acceptable/feasible.
03 ke, £ (Kindly advise,) is this request
% 7 appropriate?
G OB R Y i ) L.
o R A ”\ LES N ! Regarding your application
EAV =R lEy 44 ) %,:
i WW%%T ( for/to ...
BREZ S 4IES
7= A4 . A5
o - LA F 1A% %9 | oonfirmed as complying with xxx;
..... fs I alen RN I S . }
x4 J?‘ * 2 3% | confirmed to comply with xxx
HIAP ) 0
, FRET 0 G
96 FE - has been approved by xxx
g 5 M 00 £
00 * 00 poox
Rz &% > £ |% 0000000000 3. -
97 N xxX has been declassified

313—&0& (-&\:’ Kﬁ‘-*
W) holgs

PO
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98

W
&
)@.\
3

= G
b 2L

EREIER N ' Y
00 # 00 * 00
pooF %
0000000000 %
IR o Sl
S

Regarding..., please change the
level of classification.

99

SB1 Y B
i 7

T= &

A g  OORKFTRF
Sfn o L EF R
(SR IR
SRR S AR
SERERES Y R P
B2 % 5 iEw
3 HERZAEN
T% 2 N H Wk
oA M 2 M
#ooEgR TR R
ECEIRE NI P
OO ER R T

. [ T R
BB F .E'_#«L 3

As this matter falls within your
jurisdiction/authority, it is hereby
forwarded for your attention.

100

101

102

103

104

dod 5 ¥

Subject:

E 7 ]
(104)= 3 * 25
Pt g8
1040128150 %
AR E ()RR
e 1) -
BPE AZoER
FooofEd Mg R

Explanation: ;
Details:

Proposal:

Proposal of amendment to xxx;
Proposed amendment of xxx

if approved,
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] f;b,f% AN g

kindly forward to xxx ;

105 i L A R
S H LG T to be forwarded to xxx
2 ik o
e Aed £ Rl
RN R
106 FHgil For details, see Attachment 1.
dog R HE
$o4e 12015 4w _ .
107 s AR Please circulate '_[o subordinate
v, .. |personnel/agencies.
€ 4 0 T AT
CRE LK
SR HE
93 # 57 26 p A&
108 i e B 2801 = ¢ % Fo be announ.ced for
P implementation upon approval
v HARE 2 RR
o F L g s
L~ 4 2% > |notify all relevant agencies to
¢ #F 3] ~ F M~ limplement (this) accordingly;
| 2 (FEEE I 0 4F notify all relevant agencies to act
109 AFLARM IR (PRI e upon this accordingly;
a=x FFE L > &40 % % to be issued to relevant agencies
¥ oo Fr g A 17 |for implementation;
% Ap M 8 M PHR - for notification to the relevant
Fi 3 & # |agencies for implementation
At R &
110 SR promulgate
111 wE i L EE N 1] k% 2 |issue
112 o #E%E 8% & |announce
113 T £ 27 A8 |declare
114 Az annour.me;
proclaim
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ERERER NI S
B £ % p
115 EHRLABR (T 5. |(please) consider declassifying
ESC N 1] S0 2B BT XXX
Hippaai
iMoo
116 7R this is to be declassified
AR EITRE
BrE o 5rbs
117 Ep s & & o 4P 1 ¥ |expense consolidation
ARER SRR A
BIFE o
request for approval;
118 & T
proposal for approval
submit a request for approval;
119 rER submit a proposal for approval,
submit an official request
template(s) for official
120 225 document(s);
document template
" sample official document(s);
121 O R > ©)
sample document(s)
(Your assistance/xxx) is highly
appreciated. ;
122 Epe PIEEIETE
(Your assistance/xxx) would be
highly appreciated.
shall become effective from the
date of
123 patpsis promulgation/announcement;
shall take effect from the date of
promulgation/announcement
o We hereby submit this proposal
124 % 76 # M y prop

and draft plan.
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