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No. ... is hereby cancelled

circulate

circulation list
delegation of authority
Departmental Secretary
Director of Bureau
Directors of Bureaux
display

distribute

Distribution of this circular is Scale
A/B/C/D

distribution scale
distribution/distribution list
enclosed

enclosure [encl.]
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Enquiries about/concerning/in R ABLS B ER > FHE(EGE AN
connection with/on this B, ¥ AEE BHEEMAE
circular/circular memorandum , ==
should be addressed/directed to AR GR AR
(somebody)

Enquiries, if any, should be MAEEEM » @EHEEEAN) (B @ o )&
directed to (somebody) at/on ESTI T ﬁ > FEME (B A
(telephone number) (5 A& =y

equal prominence should be given
to both the Chinese and English
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for action
for ease of reference
for information [f.i.]
for reference
Government Secretariat
hard copy
Head of Department
Head of Grade
hereby
in connection with
Internal
lapse
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made available for inspection at
conspicuous locations

Note:

noticeboard
Permanent Secretary
post on noticeboards
promulgate
recirculate

Ref.

replace

Scale A/B/C/D Circular
see distribution list
serve as a reminder

set out
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should be read in conjunction with ...
soft copy

specify

subject officer

summary of amendments

supersede

take immediate and appropriate action

The purpose of this circular is to ...

This circular supersedes Circular
No. ... of (date)

This circular/circular memorandum
announces that ...

This circular/circular memorandum
reminds ...

under the present arrangement
undersigned

update

with effect from (date)

with effect from the date of this
circular/circular memorandum

with enclosure [w/encl.]
with immediate effect
with retrospective effect from (date)

without enclosure [w/o encl.]
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