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1 Business Memos/Reports (3-2)
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Writing Basic Memos/Reports (Second Round)

O #ER-wmERI-

e XEWMA——A4, ETFTER1AVF-7v—P2 New Times Roman 12pt
« Aw4———Date, From, To, Subject

« 1/ ——0Opening, Body, Conclusion

o RHLOMFITATEZH

o T—R-HROETOMLHITEZH

o RAVFERIEICLR—FTETLSD (BEHFHMDFEFITAHE>TLVELDY)
o RRIZ---FBADOMFELA. KRB, BEITELH
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10,729 First Round, 1B %
115 First Round, 1ABE2%
11,712 First Round, 24 B #1%5
11,719 First Round, 24K B ¥ 2%
11,726 First Round, 34 B #1%5
123 First Round, 3B E 2%
12,710 Second Round¥T&t
12,717 Second Round, 1A B #f
1,7 Second Round, 1B E 2%
1,21 Second Round, 224 B #%5
1,28 Second Round, 2 KB E2f-F&H
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