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by hand HAER , EH AEE
c.c. [carbon copy] Bl A% 5 BIA % 5 BIALE
captioned subject 1% 78 Pt it 25 75
confidential Fg e
counterpart HERME HF NG OB
countersign s s g

covering memo

date back to [date]
Directors of Bureau
distribution list
enclose/enclosed
enclosure [encl.]

for action

for consideration
for deliberation

for ease of reference
for enquiries

for further action
for information [f.i.]
for necessary action

for reference
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for retention Dt E=ZE ; DIt ER

From: ... 234 NURSTETLE

from [date] to [date] inclusive HIHHIZ[HHHI(BEEM KEEEN)

further to my memo dated [date] KREFEHBHIFHFEELIE > - ;

[HI1Z#HREZ > HECKIH

Heads of Department HE M E R

Head of Grade 2 E R

if/should you have any queries/enquiries 4[] F %¢ 1] ; 21 H & 3

in accordance with R %R

in connection with HE o B

in due course ik M®REHE  £8EE R

in respect of R RN

in this connection BARIE — B s fESE A s Bt Stk E

in view of R R AR R

interested parties ERAGHE s BRESH

interim reply 7% VL ERE

on individual merits % A8 B &

once the outcome is available —ﬁ%%;%ﬁTﬁ%

operational grounds HIEFHE R

Our ref.: ... &7« eee s KR SRE SRR R e

Permanent Secretaries SEEEMERE

please approach ... SEG] e o FEHL- 5k #&

please call ... EEE ; R E e

please contact ... A B s Whag s g5 7

please feel free to contact ... at/on SEME EE(EIEEME R Wk 1
[telephone number]

please note that ... AR j e UGB E

refer to your memo under reference Wt P EEZEWNT » Bt FHE %K
[MUR] A SC B | it {5 25 FE R

reminder U

reply as follows BB s EEBEWUT

reproduced herewith AT s EEWT
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restricted

secret

section heads

see distribution list

subject officer

subject to ...

subject to approval

the matter is being looked into
the matter is receiving attention
To: ...

top secret

undersigned

under the same series

Urgent

urgent by fax

urgent by hand

very urgent

via: ...

we spoke

with effect from [date]

with enclosure [w/ encl.]

with reference to

with retrospective effect from [date]
without any further notice
without enclosure [w/o encl.]

Yourref.: ...
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