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壹、總述 

ϩɁ ӟѩқἻ Ѭ ɀ╢ ф ἷ ф ᴅ ɀЪ Ầᶽףἷἳ

ᵅЮϩшה ɂЃ ἷ ϱӥἢẒЮфѬ

ɀ с ᴸЮѬ ɀҎѕфѬҎӄЮѬ ᴥ ф ᴅ
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ῡɀᶐң╦־сɂ 

ϰɁ Ѭ ᵑ ӵӎᴮұЮ ᴸ  ɂף

ϽɁ Ю Ɂᴸ╫ Ю ḮỸ ɁӄԊ Ю ӄ

Ѭ Ɂ ӄ Ɂ ἢẒЮѬ Ɂ ẅ

ᴅ ᵑ ѕ Ἳ Ю ỸѬ ἷẦҒ Ӳ Ỹ ἳ

ЮѬ ɀ ᾝ─ᵠᴅ Ỹῡӄɀᶐ ẋ ᴭᴸ ỸẦѬ

Ю ɀẂף ӵӎᴮұЮי ᴸ ף ₀ɂ 

ӂɁ ӟѩқἻ Ѭ ɀ╢Ѭ ᴭ׳ѬἷԊ ᴮ ѬɁ ѵ

Ю֛ ♪ ɀчⱴϾ֟ḣ Ɇ 

(ϩ) ׳Ѭ Ɇ ɁὟ׳ ɁчѬɁ Ɂ Ɂ ɂ 

(ϰ) Ѭԝ Ɇ Ɂ Ɂ Ɂ Ỹɂ 

(Ͻ) Ѭ ᵡɆ Ɂ Ɂ Ɂᵡᴸɂ 

(ӂ) Ѭ Ɇ ֨Ɂ Ɂ ֨ѕ Ɂ Ɂ Ɂ∆ Ɂ

ɂ 

(д) Ɇẋ ᾝѕẦּב Ỹ ɂ 

 ὤѬ Ю эɁ‮ Ɂ♪ ɁѬ Ӳấѕ ẅ

ɀᶐẋӟѩқЮ ỸⱴЮɂ 

дɁ фѬҎ ЕԊ ᴸЮῡɀẦԊ ẰɁ Е ѕЫѬ

₀ ɀẋ фѬ ЕԊ ᵑ ᾝѕɴѬ ѕ

эᵑ ɵ ɂ 

тɁ фѬҎ ЕѬԝ ῡɀẦ ֛כ ▄ɀ ẋɴᴸ

╫ ѕἻ ֱ ֛כ ɵɁɴᴸ╫ ѕἻ ֱ

֛כ ɵѕɴфѬ ЕԊ ṕ ֛כ

ɵ ֛כ ɂֱ ᴅẦҒה ḥɀ ẋ ᴭ

ᴸ Ỹּב ɂ 

ϬɁ ϱӥɁᾝϱἷẦҒ”ᾝϱ ЮѬ Ҏ ЕԊ ᴸЮ

ῡɀ ẋ фѬ ᵑ ᾝѕ фѬ ЕԊ ᵑ ᾝ
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ɂ 

ϴɁ фѬ Ѐ ɀ фѬЮ Ҏ Еѯ֛כ־ףЮ

ᵑ Ͼɀ Ӳ Е Ɂ ἷẦҒ֛כ Ằ

▄ɀẂ־ ‮ ЕѬԝЮү ἳϾɀ ᴸ Ѐ Ɂ О

ᵑɂֱ ▄фѬ Ѐ Е ῡɀ ẋɴѬ ѕ

эᵑ ɵ ɂ 

ϮɁ ֱ ЮѬ Еэᵑ ɀ ִɀẂẋᴸ╫

ỸЮּב Ỹ Ʌ ִ ЕԊ ЮфѬɀ Ҏ ЕԊ

ᴸЮɂ 

ϺɁ Ѭ ӟӄɀӖ Ầἳ ѕ Ӳ ɀ чⱴӣӟɁ

ӟɁ᷊ӟɜԝɝɁ ֨ӟἷ ӟɂӣӟѕ ӟɀᶐӲ Ỹф

Ѭ ֨ɀ Ӳ֨‡ἷ ɅҎ ЕѬԝᴸЮῡɀ Ъ Ӳ֨

‡ἷ ɀẂ ‘ҡ Е ɂ᷊ӟɜԝɝѕ ӟɀ ҡ

֨‡ἷ ɂ᷊ӟɜԝɝɁ ֨ӟѕ ӟɀẦѬ чᵠ Ԁ

ɴ᷊ӟɜԝɝɵɁɴ ֨ӟɵѕɴ ӟɵɂ 

ϺϩɁ ֱ ⱴ ▄ч ɀ ɀẋЫӅᴸ╫

ᾝ 8 2 Ỹɀ Ỹч Ὣ  ɂ 

ϺϰɁ ֱ ḮỸЮ ԝɀẦ ӄᴸѬἻӲֳ ɀ чᵠ ỸɂЃἳ

ҎӲӟ ⱴἀῡɀ ү 2 ἷ 3 ḮỸɀлҎ

ֳ ᴸѬɂЃἳ ҎӲ ᴾֳ ⱴἀῡɀүӵ ᴾҊ

ᴸḮỸɀẂҎ ᴾֳ ᴸѬɂ 

ϺϽɁ ẋч Ю Ỹ Ѭ ɀה ᵠ ԝɀӖ ⱴ ┤Ю

ɀᴊϩ Ҋ ẋẦ ɀ֚ᴸ ɀ֝ ᵡɂ 

ϺӂɁ 2 Ɂ 3 ῏ Ю ԝɀӖ ὫɴẒɜẾɝ

Ѭ ɵɁɴ ӵɵѕɴ ᶽɵɁɴ ѬѰ ז ɵ ɀ

Ỹ ֟  ‒ ɂϾ Ю ԝɀԋ

Ѹ ɂ 
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貳、公文製作 

ϺдɁ фѬ Юף ᵠ ὫהϾɆ 

(ϩ) фѬчⱴɴҕɵɁɴᵶɵɁɴₒɵɁɴẩɵɁɴфᵺɵɁɴẦ

ҒфѬɵ6 Ɇ 

̪Ɂ ҕɆфӐᾝ─Ɂ Ӑᾝ ồҕɁ ἳ Ỹ Ю

ᴸ╫ ₀ѕϱẅồҕ ẎӲɂ 

̫Ɂ ᵶɆ ᴅἻᵶ ἷ ᵺ ẎӲɂ 

̬Ɂ o Ɇ ԃᾝ Ɂ фѬἢ ẎӲɂ 

̭Ɂ ẩɆֱ ф ᴅϾ֟ ᶽЮϩ ẎӲɆ 

(̪) Ѐ Ἳ Ͼ ᴅἻ╢ԀɁԊ Ɂḇ ɂ 

(̫) Ͼ Ѐ ᴅἻ ḥἷ ᵺ ɂ 

(̬) ֬ ἷЪּב ᴸѬ ɂ 

(̭) ӥ Юӷ ɂ 

̮Ɂ фᵺɆֱ Ҋ ἷẋ ᾝҕ Ỹɀֲф ἷ Ỹ

Ю ↔Ӑốῐ ẎӲɂ 

̯Ɂ ẦҒфѬɆẦҒֹ ф ЮѬ ɀẑהɆ 

(̪) ẩɆ 

ӶɁ ὤф ӠḮ ♅ Ɂ Ṣἷ Ẏ

Ӳɂ 

ϪɁ Ѓ с Ɂ Ю ɀ

ѬԝɁ Ҡɀἷⱴϩ Ɂ◗ ẅ ᴸѬ

ᶐүẎӲɀẦἳ ЪהẩЮӣףἳɂ 

(̫) ῐ ἷ ῐ ɆҲ ἷ ẎӲ

ɜ ԝ‘הף 1ɝɂ 

(̬) ф ︡ ɆЃф Ѐ ɁⱣ Ɂ ῐ үҎ

ӣ ὫЮẅ ɀ ┌ɀ ɜẾɝ ϱה ᴅ
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Ӗ ɀү ︡ ᵑת 2֔ɀҎ 1֔ Ếɜ ɝ

ϱ ɀ׳ ѯ‘ẹɀҎẐ◗ᴤɜ ԝ‘הף 2ɝɂ 

(̭) ѩҕἷѩ Ɇ ‒ỹ Ἳ ᴅἻ╢ԀἷԊ ẎӲɂ 

(̮) ɆἼ ϱ ẅ ɀἷϾ ‒ Ѐ

‒ᴅἻ Ɂ ԀɁ ḥɁ≢ ẎӲɂ 

(̯) ᵺɆф Ӳ ᵺה ◗ ᵺɁּךṔ ᵺɁ ᵆ ᵺ Ʌ

ἷ Ἳ ϱ ϱẅ ᴅἻ ẎӲɂ 

(̰) ẩἷ‪ ɆҎ ϱἷ ᴾֳ ὤⱣ ἷֺ ф Ẏ

Ӳɜ ẩᵑᾝ ẑṢ‘ 6ɝɂ 

(̱) Ɇ Ӳϱ ẎӲɂ 

(̲) Ὣ Ɇ ϱɁẅɁᾼЮ Ὣ ẎӲɂ 

(̪̩) ἷ Ɇ ϱἷ ẋᾝҕ ỸẼ ẎӲɂ �ó )  
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8 Ἳ Ỹɴ Ɂ ɁὫɁ ɵЮ ḥɀẦᵑ ḥɆ 

̪Ɂ ӣ ɆѬז Ỏ ẅ ɀ ᵜ Ỏ ɀс

Ҋ ᵜ Ɂ♂ᴃɂш᷁Ҋ Ɂ Ṣɂ 

̫Ɂ ɆѬ ɁΎỸɂ 

̬Ɂ ὫɆӲ ɀ ҿ ɀч♅ ɀҊ Ὣɂ 

̭Ɂ Ṳ Ɇᴭ ɀ чᾄɀᴮ Ҟ ɀ ϩỸ־

сᶨתɂ 

̮Ɂ ɆѬ ᶐ ╟‮ ɀז ϸḥ ӣɂ 

̯Ɂ ϩ Ɇ с ֱ ᴾ Ѭ ɀѬזӲ Ɂ ף

ϸḥϩ ɀ֬ϩ ῌ ѯᾝЪү⁸┌ӽּהɂ 

̰Ɂ ʝ Ɇ ὤḤϩѬԝɀ ᵑ ϳ ᾪЮּךṔɀ ֱ ṣ≡Ɂ

ԃ ᴤ ɀ בּ ᴾẵ ɂἻ Ṣἷ ᾝɀ

ϸḥố ấ Ɂ шүᴸɀẂ ֱ Ӗ ЮѬԝɀ

ᶨת Ю ᵑ ɀҎẐЀ ɂ 

(ϰ) ᾒ ẅ  ϾɆה

̪Ɂ чὫɀẦ Ҏш Ɂ Ɂ Ὣḅ ⱴ ɀ

Ἳᴅ ῙᾪЮ Ɂ Ɂֽѯ‹ Ɂ ф ῡ

ɀᶐ ᵜɂ 

̫Ɂ ѥ ẒѬἷᾝҕ ѬɀҎḅ ṫẐ ⱴ≡ɀהӖ

Ẑ֛Ѭɀ Ҏ ЕѬԝɁ᷊ԝἷ ֨‘ ɂ 

̬Ɂ ẅ ἷѥ ϱֳɁֳֽɁᾼֳɁѰ Ɂ Ɂᾝז

Ѭѕᴅ ɀ ҡ ɀ ᵜ ɂ 

̭Ɂ ֱ ֳ ”ה Ӳᴅ ɀЪἀָאѬ ɀה Ѭ҈ ⁄

ῡɀ Ҏ╦ἠҡ ѬɀҎ ɂ 

̮Ɂ Ѭ  Ԁ Ṣɀ Ҏ ≡ɀἷ Ҟấ ṢẐẾѬῡ

Ḃ ɀЪ ᵑ ѩ ɀἷӲɴүᵰ ɵɁɴṔ ה

ᵅ ɵ ῙṤ ɂ 
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̯Ɂ ҎϩѬϩẅⱴ ₀ɀẒѬה⁄ϩѬ ẅῡɀ чⱴ

Ѭ ɂ 

̰Ɂ ѥ ѬẦ῏ ᶐ ḑⱴ ɀהɴ ɵɴ ɵ

ḑⱴɴʐʐɵɴӟɵɴ ɵ ɂ 

̱Ɂ ἀ ὫעѲѰѕ ᴾɂ 

̲Ɂ Ѭἷ ᴸЮ ԝɀ ϳẒѬ Ю ѬѰ ѕז

ɀ ‪◗ᴤɂ 

̪̩Ɂ ԝהРчᴸẦҒ ῡɀ ὤѬӡ ὫɀҎᵜ ᴸ

Ѭɂ 

̪̪Ɂ Ѭ Ыׄ ֳ ֬ Ҟ ɀ╜ █Ỹ ᶶɀ

ӵӎᴮұẋᶶ ֟ɂ 

̪̫Ɂ ז ϸḥ ɀЪ ɀהᴅ ḑɀ ὤ ḑ

ɂ 

̪̬Ɂ Ѭ ч ἷч ɀ чᵠ⁴Ҏ ɂЀϾӎұῙז

ɀϸḥъ ɀ ֛ ɁẾѬῡɁӟѬ Ӳ Г

ז ɀҎ Ӽɂ 

̪̭Ɂ Ѭ ᴅ 2 ҎЀῡ ᶣ ɀẂὤ ɜ֨ɝ

ἷ ֳ ɀ֬ ὤḤ ЮϾ ҡ ɂ 

(Ͻ) ч♅  ϾɆה

̪Ɂ ɴҊᴀɵɆ 

(̪) ⱴ֛Ѭ ɀҎ ὫᴸѬӼῌ ɀ ϸḥấ ḅ ɂ 

(̫) ɴҊᴀɵЪч ɀѬז ♅ֳ⁮ Юұ ɂ 

̫Ɂ ɴ ὫɵɆ 

(̪) Ӗ ẅ ɁẒ ἷ ӵɀᵑ Ю ɀ

ᾝὤɴҊᴀɵс ɀӲӟ♅ Ὣɂ 

ה (̫) ᴊɀѬז ♅ֳ⁮ Юұ Ʌהч

֟ɀ Һ֟ ɂ 
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̬Ɂ ɴ ᾝɵɆ 

(̪) ֲẾѬῡ ҞЮấ ḥ ᾝ־ɴҊᴀɵс ɀӲ

ӟ♅֟ ɂӟ♅♅ֳɀүֹфѬс ḑӲɴ≢ ɵɁɴ

ḥɵɁɴ ɵɁɴфᵺẅ ɵɁɴ Ԁẅ ɵ ֳ ɂ 

(̫) Ầч ֟с ὤ Ɂἷᶅᴅ  ₳ ɀ ֟

ⱴ‘ԝɂ 

̭Ɂ ɴҊᴀɵɁɴ ὫɵɁɴ ᾝɵ3 ♅ɀ Ɫ ӲɀүӲ

1♅ᶨתῡɀЪӖ₂ ת 2♅Ɂ3♅ɂ 

(ӂ) ᵑфѬɀ ᶽזҎϾ֛ᶽɁҨᶽי Ю ỸɆ 

̪Ɂ ч Ɇ Һ֟ Ҏ֛ᶽ ⱴϩɁϰɁϽɁɊɊɀ

(ϩ)Ɂ(ϰ)Ɂ(Ͻ)ɊɊɀ̪Ɂ̫Ɂ̬ɁɊɊɀ(̪)Ɂ(̫)Ɂ(̬)Ʌ

ᵏẦЫʄɜɝʅҎҨ₳ⱴЮɜ ԝ‘הף 3ɝɂ 

̫Ɂ сѬɆ 

(̪) ЫѬז ѕẕ֬ὤЫѬЫẎӲЮ Ҏ֛ᶽⱴ

Юɂ 

(̫) ‖Ἵᵓ Ӥѕẕ֬ὤӄѬЫẎӲЮזɁӄѬז

ҎҨᶽⱴЮɂ 

ϺϬɁ фѬ ѕᵑᾝ ὫהϾɆ 

(ϩ) ҕɆ 

̪Ɂ фӐᾝ─Ɂ Ӑᾝ ồҕɁ ἳ Ỹ Юᴸ╫

₀Ɇ 

(̪) ҕѬүЪч♅ɀ ϩ─⁸־ɀẑהɆ 

ӶɁ Ỹɴʐʐʐ▄ᴸ ₀ɵɂ 

ϪɁ ӣɴʐʐʐ ᾝɵ ʐ Ѭɂ 

҅Ɂ ѵɴʐʐʐ ᾝɵɂ 

(̫) ׄ ᾝ─ЮẰỸἷ ѵɀ֬ фӐ ɀүẕϳ֬ϩҕѬ

Ʌᾝ ồҕЮ Ӑɀԋ֬ɂ 
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(̬) фɁ Ӑ ҎҠ ὤ╫Ἑф ἷẦҒҞᾺ₧ѯףⱴЮɀ

Ẃ ὤ ЕфӐ фӐɅӖ ɀẂҎфѬчᴸֱ

ɂ 

̫Ɂ ϱẅồҕɆ 

(̪) ϱẅồҕɆ֑ᵜɁ Ɂ ɂ 

(̫) ϱẅồҕ ӵϱẅҊף ỸɀẂ ӵӎᴮұי

Ю ᴸ ף ₀ɂ 

(ϰ) ẩɆ 

̪Ɂ L ╫ Юϩ фѬҎɴẩɵⱴҊɀẩῌ ɀ ӲɴҊ

ᴀɵɁɴ ὫɵɁɴ ᾝɵ3♅ףɂ 

̫Ɂ L ╫ ₀Ҏẩ ɀׄ ₀֬ ɀүẕϳ֬ϩẩс

ɅẦѯףҎфѬчᴸἷҠɜ ɝ ╫Ἑф ἷ

ЕфӐ ɂᵏ ӐЮᴸ╫ ₀ɀẋӟ (ϩ)̪ɁἻỸᾝ

ồҕЮ Ӑ ᶶ ɂ 

(Ͻ) фᵺɆ 

̪Ɂ фᵺЮ чⱴɴҊᴀɵɁɴẋ ɵɁɴфᵺẅ ɵɜἷ

Ὣɝ3 ♅ɀ♅ֳЮЀЪ⁴ ♅ɀчז ҡҎⱢӲɀү

ӲɴҊᴀɵ1♅ᶨתῡɀЪӖ₂ ת 2♅Ɂ3♅ɂ 

̫Ɂ фᵺч♅ Ɇ 

(̪) ɴҊᴀɵ ḅ ɀфᵺЮӼῌѕ ḥɀẦѬז

♅ֳ⁮ Юұ ɂфᵺҠ ɀ Ӳ Гז Ὣ

ԀфᵺЮӼῌɀЪ ‒ ɁỮֳɀҠɜ ɝ

ὤ╫Ἑф ɁẦҒҞᾺ₧ἷ ЕфӐ Юфᵺɀᵜ Ӳ

֨‡Ɂᵜ ‒ ɁỮֳɂ 

(̫) ɴẋ ɵ фᵺẅԝЮ ӵ Ὣɀѥ ᴅ ᾝ ѕ

Ѭֳ ἷ Ẓẩɀ”Ӗ Ъ ẒѬѰ Ɂז ɂᴅ 2

ҎЀɴẋ ɵῡɀḤ ⁴ ɀẂчז ֟ɀҺ֟
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ɂ 

(̬) ɴфᵺẅ ɵɜἷ Ὣɝᴅ 2 ҎЀῡɀḤ ⁴ ז

Ẃч ֟ɀҺ֟ ɀẎ ᴊчὫɀ Ӽɂ

фᵺс ɴҊᴀɵ Ҙ Ὣẅ ἷ ӵῡɀḑ

Ӳɴ Ὣɵⱴ♅ֳɂфᵺהҺᴅ‘ԝɁ‘ Ɂ Ɂ

₀ Ѭԝ ɀ Ὣ ɴ◊◊Ѭԝɵɀфᵺẅ сЪ

Ӗ ɂ 

̬Ɂ ϩ О ὄ ἷ ᾼ₧ фᵺɀ ӲỸ₳э ף ɀ

ᵜӲ  ɂף♅3

̭Ɂ фᵺ ὤ ЮфӐ Ɂ ЕфӐ ɀἷᵢӲ Ҡ

Г Оấ ⱴ↔Ӑɂה Ғ ῡɀ Һᴸ ɂ 

(ӂ) ẦҒфѬɆ 

̪Ɂ ẩЮ ѕѬזӲ Ѹ ɴẩɵЮ Ỹɂ 

̫Ɂ Ỹ₳э  Ю ӵֱף ᴭᴸ ỸɀẂ ӵӎᴮұי

Ю ᴸ ף ₀ɂ 

ϺϴɁ фѬӲ ỸהϾɆ 

(ϩ) ɁӼῌѕ Ӳ ɀ Ӳɴ ɵɁɴᶵɵɁɴ◗

ɵɁɴ ɵἷɴ ԀɵɁɴ ◗ɵɁɴ ɵɁɴ

Ṣ ɵɁɴ ᴸ ɵɁɴ а ɵɁɴӠ‪ ɵ ɂ 

(ϰ) ἳɁ≢ ἳɁ ἳɁᵡ ἳЮфѬӲ ɀӖ Ὣ Ύ

Ỹɂ 

(Ͻ) ῏ Ӳ Ɇ 

̪Ɂ ᴅ ⁄Ю ɆЀ Ͼ ɴ ɵɅϾ Ѐ

ɴ ɵɅᴭ ɴӟɵɂ 

̫Ɂ ⁄Ю ɆЀ ɴГɵɅӑᴸ ɴ ɵɅᴭ

ɴӟɵɂ 

̬Ɂ ‒ ɆЀ Ͼ ɴ ɵɅᴭ ɴӟɵɅϾ
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Ѐ ɴ ‒ɵɀᴭ ɴӟɵɂ 

̭Ɂ ɜἷ ‒ɝ ɴ ɵɂ 

̮Ɂ ϱӥ ɴ֚ӱɵɁɴДБɵἷ ɴᵸɵɁɴ ɵɅ

ɴ ɵɀᴭ ɴӟɵɂ 

̯Ɂ L Ѭ ἷ ᴾ ɀהὤѬс֬ ѕɀү ⱴɴ

ɵἷɴ ᴾɵɂ 

(ӂ) Ӳ Ɇ 

̪Ɂ Ɂ ɴ֛ ɵἷɴ ɵɀהϩ֝ ѕɀӖ

ɴ ɵɅ ɴ ɵɂ 

̫Ɂ ϱϩ─ ɴ֚ӱɵɁɴДБɵἷɴᵸɵɂ 

ϺϮɁ Ɂ Ю ὫהϾɆ 

(ϩ) Юϩ ₀Ɇ  

̪Ɂ ἳ Ɇ 

(̪) ⱴ ф   ṢɀҎẐЀ ɁẂᵑḂ

Юẋ ɀчⱴϾ֟ 2 Ɇ 

ӶɁ с ᴾ ԝɆẋч Ỹ Ḯɀ

ӡЪӖ Ὣ ◊◊‒ỹז ɂ 

ϪɁ Ͼ ‒ ῏ Ѐ ‒Юɴ ɵɀѬӡ

Ӳ ʐʐ‒ỹז ɂ 

(̫)ɴ ɵⱴфѬЮ ӟɀẋֱ Ỹ ᶶ ᵡ┌ Ҟɂ 

̫Ɂ ѯףɆ 

(̪) ֚ ┌ Ɇ 

ӶɁ ᴅ ╫ ἳἷ Г ԝɂ 

ϪɁ ɀ Ӡ ԝɂ 

҅Ɂ Ḯ ԝɂ 

ϫɁ ϱẅ ԝɂ 

ӗɁ ẦҒἳ Ӗ ֚ᴸ Ỹ ԝɂ 
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(̫) ẕ Ɇ 

ӶɁ Ѭ с Һⱴ Ὣἷ Ҏἢ ᶽ ҡᾄ

Ю ԝɂ 

ϪɁ ẋᾝ ɀᵏ ҡ ὫЮ ԝɂ 

҅Ɂ Ъѕ֚ᴸ ԀЮ ԝɂ 

(̬) Ҏ Ҕ ⱴϩ ἷẑᴸἼ Ю ԝɂ 

(ϰ) Ю Ɇ 

̪Ɂ ףɆ 

(̪) ֚ ┌ Ɇ ╜ɴҊᴀɵɁɴ ὫɵɁɴ ɵ3 ♅

ף ɂ 

(̫) ẕ Ɇה ɀүЪч♅ɀҎ ף֟ ɂ 

(̬) ϩ ח ἷ ЮѬԝɀ ὤ ԝѬЫῙӹ

ɂ 

̫Ɂ Ɇ 

(̪) ɴҊᴀɵɆḅ ɀ ╦ɴ ɵЮ Ӽῌ ɀ

Ъч ɀ1♅ᶨתɂ 

(̫) ɴ ὫɵɆ ЮẒ Ɂ ᴅ ᾝ ἷ⁸ ɀҎ

ѕ ѯᾝЮчᾄ ɀᵑ Ю ɀẂ ч

֟ɂ 

(̬) ɴ ɵɆⱴɴ ɵЮ Ἳ־ɀ ɀ Ҟấ

Ṣɀἷ Ḯ Юѯ ɂ Ṣ ׄ ч ֟ɂ 

(̭) ɴ ɵЮֱ♅ чɀɴ Ὣɵ♅Ъ Ṣɀ

ɴ ɵ♅Ъ ɴ Ὣɵɂ 

̬Ɂ ӟѩқἻ ɴ ɵЮᵑᾝ ẑɀϾ ‒ ῏ Ѐ

‒ᴸѬ ϩ Ӳɀᴮֱ с ᴾ ԝ

ᴭᴸ Ỹɂ 

(Ͻ) Ю Ɇ 
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̪Ɂ фѬ╜Ѭᵠ Ю ɂ 

̫Ɂ Ɇ 

(̪) ╜ᴸѬẅ Юἳ ӲфѬֳ ɀהɴҕɵɁɴẩɵɁ

ɴ ẩɵɁɴфᵺɵ ɂ 

(̫) ϩ Ѭ ɀ ᴤϾ֟ ₀ Ɇ 

ӶɁ ᴅ ‒Ю ɀчӵ ‒ѕ ‒ ֳЮ

Ѭɀч ɂ 

ϪɁ ϩѬЮẾѬῡᴅ ɀс Г֬Й ῡɀ֬

ẕ ɀ Ъ֬Ѭ֟זҞɀẂ Ὣ◊ Ѭז ◊

Ʌс Й֬Г ῡɀӲ֬ϩ ч ɀהҎ Е

ѯף ῡɀүӲ ɂ 

(̬) ɴẩɵЮӣѬɀ ╜ Ỹ ӄɀẂ ᾒ Ͼ֟ẅ

Ɇ 

ӶɁ ᴅ ἷ Ѭ ῡɀ ɴҊᴀɵс־ Ὣɂ 

ϪɁ Ἴ фѬɀ ẒѬ ɀЪἀ־ɴ ɵс Ɇ

ɴ Ѭɀ ᴮ◊ ɵז ɀẒѬ ‒л

ɀ ᾝ ɀү Ỹ֟ⱴ‘ԝɂ 

҅Ɂ ╦Ю ɴ ԀɵɁɴ ◗ ɵɁɴ ɵ

ɀ֟ϳɴҊᴀɵɀЪ־ɴ ᾝɵ♅с Ʌᴮấ

ḥᴅἻᵑⱴ ɀ ֟ϳɴ ᾝɵ♅сɂ 

ϫɁ ɴ ὫɵɁɴ ᾝɵч ֟ ɀḤ   ϩ

ɂ 

ӗɁ Ѭӡ ‒ Ɂ ɀⱴ э Ṣɀ ‒ Ю

┌ү ɴỮɵɀֳ₀זҎɴʐʐɵ Ԁɂ 

ПɁ Ҏ ӟчᴸῡɀ ɴ־ ӟɵ Ͼ֟ὫɅה ḥ

ӟ׳Ếῡᵑⱴ ɀ₀ ɴ־ Ὣɵ♅с֟Ὣɂ 

ἕɁ הᴅ‘ԝɀ Ѭс־ ‘ԝֳ ѕ֔ ɅӣɁ

ӟ ‘‘ԝЪ֬ ɀ ὤѬсчᵠ ‘ԝֳ ѕ

֔ ɂ 
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參、處理程序 

ϰϺɁ Ѭ ᶶϩ  ϾɆה₀

(ϩ) ֱ Ѭ ɀ Ὣ чֱ ᴾЮ ɀҎ ш

ִɂ 

(ϰ) ֱ Ѭ Ю ɀẦѯףɁѩ Ɂ♪ ɁѬזɁӲ ɀ

ϸḥ Ὣɂ 

(Ͻ) ֱ ЮѬ ᵑ ɀᶐ ╜ ֬ϩ ᶶ ЫὤѬ ᴾ

ɂ Ю ᴾЪ֬־ϩ ἻѕҎ ЕԊ ᴸЮῡɀ

Ъ־ᴋ ɂ 

(ӂ) ֱ ╢Ỹ ϱ ׳ ѬѕчѬОᵑɅ׳

Ɂ Ɂ ЕԊ ѕ Ѭ ɀẂ ╢Ỹ ϱ ɂ 

(д) Ѭ ɀ Ắ Ɂ ɀЪ ɂ 

(т) ֱ ɀ Ӳ׳ Ѭ֬ ɂ 

(Ϭ) Ѭ ɁѲɁѰɀע ִ♪ ɀ Ὣ ɅѬ

Ы ɀϩ─Ҏ֔ע ⱴ ɀ ӄѬἷ ԝɀ Ӳᴺп

 ɂע︡

(ϴ) Ѭ ЫЮᴅ ϱ ɀᶐ ὤѬ ᴾ ἷ

ֳɀẂ ὫѲѰѕ ɜẑה 11 Ѳ 8 Ѱ 16 ɀ ⱴ

1108/1600ɝɀҎὫ ֑ɂ ֳӖ ɀҎ ὫⱴᵅϱἻ

ɂ 

(Ϯ) ֱ ־ ф ӄɀ ᴅфѬ׳Ếɀ ӵ Ѱϱ ╜

Ѱѕ Ở ₀Ю Ỹ ɂ 

(Ϻ) с ֱ ᴾ Ѭ Ю ɀᶐ ѕ ф↨ч

Ӑ ᶽɀ Ѭ ἷҎ Еѯף ⱴ׳ ɂ 

(Ϻϩ) ГἻ ᴾ ׄᴥч фЮ ɀ ԃфѬԊ

ЫѦɀỸ ЫԊ ɀҎҡ фѬЮ ɂ 
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(Ϻϰ) ֹ ḥɀ фѬ ὤ ЕфӐ ɀẂ Ҏ

Е ᵺῐɀЪҺᴸѬɅ ЕфӐ ЮфѬ Ὣ

ɀ ῡɀ ᴭ ЕфӐ ɂ 

(ϺϽ) ֱ ὤ֛ ЕфӐ Ἳ Ю ɀ с

ἳ ᴭᴸϾ ẎӲẂⱴӖ Ю ɂ׳Ѭѯ Ѭѯᵺῐ

ЕфӐ Ю ɀ ẋẦ Ẽּב ɀẂⱴ

ᶣ ɂ 

(Ϻӂ) ϱӥɁᾝϱἷẦҒ”ᾝϱ ὤ ҡ╫Ἑ фѬ ЕԊ

ᵑ ɀ ִ фѬ ЕԊ ᵑ ᾝɁɴѬ ѕ

эᵑ ɵѕּב Ỹɂ 

ϰϺϩɁ Ѭ ♪ ԀהϾɆ 
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創簽、稿

(

簽)
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肆、收文處理 

ϰϺϰɁ ׳ ᾒ ẅ  ϾɆה

(ϩ) ӄ׳ ϱ ẮфѬἷẩ׳ ɀ ‡ԝӄɀ ֚

ԝϱἻ╟Ю Ѭ ἷ ϩ◗ ɀẂ׳ Ɂ ɀ

Ὣ׳Ắ Ʌה Ѭ Ɂ ɀ ԝֺ ɂ

Ӡה ӄ׳ ᴾῡɀ ╢Ỹ ϱ ɂ 

(ϰ) ӄ׳ ϱ ẮЮѬԝ׳ ὤӄ׳Ѭ ɀẦ⁄┤ ѬԝɁ

Ѭ Ɂ ἷ‘ᴅ ‐Ɂ ῡɀ ׳ Ѭ׳

ϱ ɀẦ Ѭԝ ẋἳ Ỹ ɂѬԝ∆ Ѐ╢Ỹ׳

ԝϱỮֳῡɀ ҺӲ Ѭ ɀẂѸ Ѐ Ѭԝἳ ɀ

ἷ╜ ɂ 

(Ͻ) Ẓϱ╟֬Ѭԝ Ᵽῡɀ ֚Ҏ Ἴ ᴾ Ᵽɀהᴅ

Ӗ ֝ѥᴮἼ ᴾɀẦἻ╟Ѭԝ Ἴ ᴾ Ѭѩ׳

ɂ 

(ӂ) ׳ԝ ᾒ ∆Џ▓ᵰᶨ ɀהᴅ ἷὟ ɀ

֬ ԝϱὤ Ѭ Ɂ Ѐɀ Ὣ ἷὃ׳ɂ 

(д) ЕԊ Ѭϱ׳ ᾒ Ԋ Ю ЕѬԝɁ ח Е

Ɂ Ѭ ᴾɀѕ ◗‘ԝ Ѭԝᴅᵰ ἷ ḑɂ 

ϰϺϽɁ Ὗ ᾒ ẅ  ϾɆה

(ϩ) ׳Ѭϱ ẮѬԝὟ∆┌ɀ׳ ῡӄɀהⱴ Ѭ

ἷ Ὣ ז ЮѬԝɀ ὤ ┌ɀ ӵ ‒╢Ỹ

Ю Ѭ ϱ ἷ׳ԝϱ׳ὟɅהⱴ Ѭԝɀ ᵪ

ẒѬѕ‘ԝֳ Ɂ ▓ᵰּב ɀהᴅ ἷ ɀ

∆ ‮ Ὣӄɀ Ҏ ἷ ֲ Ѭ ◗ ɂ 

(ϰ) ѬсЮ ѬѰ Ѱ ἷ∆ Ѱ ▓ᵰּב

ɀבּה Ѱ ‒ ɀ Ѭ־ Ὣ׳ẮѰ ɂ 



文書處理手冊 

18 

(Ͻ) фѬ‘ԝה ‐Ɂᴅ ẫɁ ἷГỷᾼ₧ɀ ֚ Ҟ

ᴾἷἼ ᴾ ‮׳ ɀẂὤѬс‘ԝұ Ὣɂ 

(ӂ) ‘ԝ Ъ фѬч ⱴ ₀ɀӵ Ѭϱ׳ ὤѬ┌ Ѭ

‘ Ʌ‘ԝ ׄἷЪ‪ ῡɀ ‘ὤѬ┌ɀẂ Ὣʐ

ʐ ‘ԝז ɂ 

(д) ‘ԝӠẮᴥфѬ֚Ắῡɀ ″‘ԝẮ ┌֝ч ɅфѬהⱴ

┤ Ѭԝɀү֚ Ἴ ᴾ ɀẦ‘ԝה ӣ Ӡ

Ắ ɀ Ᵽ ɂ 

(т) ẒѬה Ɂ Ɂϱӥ ἷӷ ɀ҈ᴅ∆

ῡɀẦ∆ ‘ὤѬ┌ɀҎ ◗ᴤɅ фѬЮ∆ Ἳ

ɀЪ ɂ 

(Ϭ) ẒѬהᴅ ḍɀ Ѭ ɅẦᴅ ἳῡ Ҕⱴ

ɀẂ ῐ Ѭ ɂ 

(ϴ) Ѭ ‒╢ỸЮ ϱ Ὗ∆┌ɀה Ѭ׳

ϱ Ɂ ῡɀ ־ ∆ ҡ ɴӟԝ ở Ὗɵἷɴӟ

ԝӵʐʐʐ ᴾὟ∆ɵɀҎ ᵠɂ 

ϰϺӂɁ чѬ ᾒ ẅ  ϾɆה

(ϩ) ׳Ѭϱ ẮẒѬ׳ Ὗ ┌ɀ чѬϱ чѬɂ

⁄ה ЕԊ Ɂ Ɂ ἷӄѬѬ ɀ ╜ ᶶ׳Ѭч ɂ 

(ϰ) чѬϱ фѬЮ ἳɁ ἳɀẋӟ Ю

ɀ ỸἼ ᴾẂӵֱ Ỹ ᴾ ҡ ᴾ ┌ɀ

ẋᶶṲ ч Ʌ ẒѬӠ ч ᴥ Ỹс ⁄┤ ῡɀ

ҡ ɀҎ Ἴ ϱ Юᾒ ɂ 

(Ͻ) ẒѬс ѕ 2 ᴾҎЀῡɀ ҎẒѬἻ ׄἷ

ЮҊ ᴾⱴҊ ᴾɀὤ׳ ┌֝ᴸ ἷẵ ч

ɂ 

(ӂ) ẒѬ ┤ Ѭԝἷ Гῡɀ ֚ ɀ ┌֝ ḇ
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Ԁч Ἴ ɀPה ᴅѕ ч Ӗ ῡɀ ֬ ֨ч ɂ 

(д) ‒ἷ ᴾҊ ԊϾЮфѬɀчѬ ὤфѬЀҡ

ɴʐʐʐԊϾɵ ɂ 

ϰϺдɁ Ɂ ᾒ ẅ  ϾɆה

(ϩ) ẒѬᶨתчѬѩ ┌ᵪ־ẒѬӣ ᴾ Ԁ׳ѬѰ

ѕ ɀẂ ẒѬ ɁѬ Ɂ‘ԝѕ ӵ ὤ ׳

Ѭ  ɀч Ἴ ᴾɅ┤ фѬ ⁸ ч ɂ 

(ϰ) ׳Ѭ  Ю ɀף Ю ᴭᴸ ᵑɂ 

(Ͻ) ׳Ѭ ע╜ ᶶ ɀע≡Ы ה ‒ḕ ɀẦ

л ╟ ɀЪҺḕ ɂ 

(ӂ) ḤѰϾ 2Й ⁸ Ѭϱ׳ ЮѬԝɀ ὤ Ѱ

ч Ἴ ᴾɂ 

(д) Ѭ ӵ ‒╢ỸЮ ϱ ֲ Ѭϱ׳ ⱣẼ

Ѭ׳ ϳ ѬԝɀẂ־ Ѭ׳   ӵ с Ὣ Ъ

ӵɀἷҎҔ ἷҔֳ Ԁɂ 

(т) Ἴ ᴾֹ╬ ӆ Ѭ׳ ЮфѬɀ Ѭ

┌ ḥ Ѭѩ׳ ɀл ᾧӲ ѬѰ׳ ѕ Ѭ׳ ɂ 

(Ϭ) ЕԊ Ѭϱ׳ ὤ ẒѬ ┌ɀ Ѭ׳ ɀẂ בּ

Е Ѭ׳ ɂ 

ϰϺтɁ ᾒ ẅ  ϾɆה

(ϩ) ־ с ὤ Ɂ ѬԝɁ┤ Ѭԝἷ‘ᴅ

Г ‐Ɂ ᴅ ẫѕ ᾼ₧ЮфѬɀ ӵἼ ϱ

ᴭ╟ ɂ 

(ϰ) с ѬԝҎϾֱ֟ ⱴ Ɇ 

̪Ɂ ֱ ӟὤ Ἳ ỸЮс Ѭԝɂ 

̫Ɂ Ѭ ᴾ׳ẾЮӄẒѬԝɂ 

̬Ɂ ֱ Ҋ ᴾ ЮѬԝɂ 
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̭Ɂ ӄ ЮѬԝɂ 

̮Ɂ ‒Ԋ ЮѬԝɂ 

(Ͻ) ѬԝЮ ┤ Ѭԝ Ắ ӄɀ ԝҎḤѰЀϾя

чḇ ⱴ ₀ɂ 

ϰϺϬɁ ᴾ׳ ᾒ ẅ  ϾɆה

(ϩ) ֱ с ᴾ ɀ╢Ỹ ϱ ֑ ᴾ׳ ɀẂ

Ѭ Ҋ ᴾѕфѬ ᴾ╟‮ ш ɀ ᴾ׳

Ҏ 1 ⱴ ɂ 

(ϰ) ᴾ׳ ϱ ẮѬ׳ Ҋ ᴾ ẒЮѬԝɀ Ẃ׳

┌ɀԃᵪ Ҋ ɜἷ Ҋ ɝḇԀἷẋẦ ч Ἴ ϱ

ɂ 

(Ͻ) Ἴ ᴾ׳ẾЮѬԝɀ ⱴ” ӟ ᴾἼ ῡɀ Ὣ ӵ

ᴾҊ ┌ɀᵪ ӵ ᴾ׳ ֺчѬϱ ḑчɀἷ

ᴸ ẦҒ ᴾἼ Ẃ ῐчѬϱ ɅẾ ᴾהᴅ

Ṣɀ ᵪ Ὣ ӵ ‒ἷẦ╢Ỹ ϱẵ ᵡỸɀЪ ֝

ᴸ ɀҎᵜ Ἔ ɂ 

(ӂ) Ӡ Ѭ ᴾ׳ѬЮѬԝɀ ӵѬ Ҋ ᴾ ׳

Ѭ ѩ ɂ 

(д) ЮѬԝɀẾ ᴾ ֬ ԝɀẂẋ׳ Ѭ ᶶ ɂ 

(т) Ѭἷ Ỹח◗ЮѬԝɀ ɂ 

伍、文書核擬 

ϰϺϴɁ Ѭ ᾒ ẅ  ϾɆה

(ϩ) ὤ ᴾ׳ ԊЮѬ ɀἷ Оᵑч ῡɀἼ

ϱ ᵪᴸ ɀẂ ᶽ ὤфѬ ṕ ἷ

ὤфѬ ɀҎ ◗ ɂ 



伍、文書核擬 

21 

(ϰ) ‒ἷ ᴾҊ Ҋ ᴅ Ѭ ЮӖ ῡɀ

Ҏѩ ἷЏ ╢ỸἼ ϱ ɂ 

(Ͻ) Ҋ ◊ Юϱ ɀ Ầ сЮẅԝɀ ⱴӖ

ҎѬ ↔ Ṣἷ◗ ẅ ɀ ᴭᴸ ɂ 

(ӂ) Ἴ ϱ ὤѬ Ю ɀ ◗Ὣ֛ ɀẋ ᾝҕᵑш

ὫЮ ɂẋᾝҕ ỸӖ ֚ ḮỸῡɀ ╜ Ỹ

ɂᾝҕРᴅὫѬ Ỹῡɀẋ Ỹ ɀ ᾝҕ

Ỹᴥᴅ ẑῡẋ ẑɂ Ӳᾝҕ ɀẋᾝ─ ὤồҕɁ┌

ᾝ ὤ⁸ᾝɁ ᵠᾝ ὤ ᾝɁ┌ҕ ὤ⁸ҕѕϾ

ЮồҕЪ ꜝ Ѐ Юồҕ ₀ ɂ 

(д) ԝɀ ֚ ◗ Ɂ Ɂ Ɂᴤ Ɂ Ɂ

ѩ ῡɀ ֚ᶨתᴋ ѩ ɀה” Ἳ ᶨת ɀἀ֚

ӵֲ ѯ Ὣɂ 

(т) Ἴ ϱ ӟ ᴅѬẹἷᴅ ɀ а◗ ɀҎⱴ

Юẋ ἷ ᴤɂᴋ Ѭẹἷ ɀӖ ‘

Ҋ ɀᵑⱴ ḮЮ ᴤɂ 

(Ϭ) ấ Ṣɀ ϸḥ Ὣấ ɀЪ Ấүɀἷ Ъ ɀ

ў ᵜӠ Ṣᴥ Ӳɴ ɵἷɴ Ԁɵ ז ɀҎ

֑ɂ 

(ϴ) ἷ ԝɀἼ ϱ Ъ ấ Ṣ ɀ Ὣ

Ԁἷ Ԁ┌ɀ֝ᴸ ɂ 

(Ϯ) ἷ Ю Ѭԝɀ Ӗ Ὣ  ɂ◗ח

(Ϻ) Ἴ ϱ ԝɀ ẋ ┤ɀ┤ ῡ ⁸ ɀẦҒ

ԋ ẋᶶ ɀẂᶐὤ Ỹ ᶨתɀЪ ɂ 

(Ϻϩ) Ἴ ϱ ὤẒѬἷ Ṣɀה ἷѬז ‒

ῡɀἀ ɀἷὤ ᵑӖ Ю ɀҎᵢ ɂ 

(Ϻϰ) Ἴ ϱ ὤẒѬЮ‘ԝɀᴅὍח⌠ ЮӖ ῡɀ ὤẒ
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ѬЀ Ὣɴ‘ԝὍחɵז ɀẂ ֳἷ ɀ‘ԝ

Һᴅ╢Ỹ ᴾ‮ ῡӄɀ ὤӲ ┌ ɂ 

ϰϺϮɁ ֚ẵ ЮѬ ɀ ᾒ ẅ  ϾɆה

(ϩ) Ѓ ԝ ẦҒ ἷ ᴾЮ ᴅ ῡɀ ɂ 

(ϰ) ѯףɀ ẋ Ю ὧѕ ԝЮ ┤ɀὤϾ֟

ֱ ӲЮɆ 

̪Ɂ Ҏ Ɂ Е Ɂ Ᵽ ѯף ɀӖ Ẃ ◗ɂ  

̫Ɂ Ҏ ᴅ ᴾɂẦ ᴾ ׄῡɀἀ Ӳ

ɜ ԝ‘הף 4ɝɀẂ ḮỸ ἷẂ

ѯףɀ фѬ Ӳ фѬ ɜ ԝ‘הף 5ɝɂ  

̬Ɂ ẑ ɂ 

̭Ɂ ￼ ᴅ ᴾϱ Ỹ ᴸ ɂ 

̮Ɂ ￼ ᴅ ϱ Й ɂ 

̯Ɂ Æ ᴸ╟ ɂ 

̰Ɂ Ҏ ẩⱣ ɜ ẩᵑᾝ ẑṢ‘ 6ɝɂ 

(Ͻ) ᴾ ׄЮ ɀ Ỹ ᴸ ɀ ѕ 2 ᴾҎЀ

Ю ԝɀү־ Ы Ҟɀ ḮỸᵑ︡ת ┌ɀ

ὫɴР ʐעʐѲʐѰ ḮỸɵז ɀЪ֝ϩϩ ɂ 

ϽϺɁ ᾒ ẅ  ϾɆה

(ϩ) Ѭԝ Ἴ ϱ ┌ɀ Ầἳ ɀẋ 37 ỸẎӲ

фѬᶗ Ʌה ẦҒ ᴾᴅ ῡẂ ֚ᴸ ἷ ɂ 

(ϰ) Ѭ Ю Ḯɀὤ ᴾ ֳἷ ɀẦ ч

 ϾɆה

̪Ɂ   ῡ⁄Ἴ ϱ Ю῏ Ҋ ɂ 

̫Ɂ ῡ⁄Ἴ ϱ ῏ Ҋ ЮЀ ῡɂ 

̬Ɂ ῡ⁄ ӟ ᴅ ЮҊ ϱ ɜה Ӗ ₀ᵜ ɝɂ 

̭Ɂ ḮỸῡ⁄ẋч ỸЮ ┌ḮỸϱɂ 
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(Ͻ) Ἴ ϱ ὤἼ ѬԝהӠ Ṣɀ Ԋ ɀ֝ᴸ

ɂ 

(ӂ) Ἴ ϱ ᴅ 2 ҎЀ Ṣ Ẑ ῡɀҊ ἷ ‒ Ὣ

Ỹ 1 ἷҺḇ ѯףɀЪүᵑ ẤүЮḇԀɂ 

ϽϺϩɁ Ἴ ϱ ὤ ɀ ᴤ ẑɜṢ‘ 6ɝɀчᵠ ֟

Ͼֱ֟ Ɇ 

(ϩ) ɴѬᵠɵɆ╜ фѬ ף ẑЮ ᵠѕᴅ Ỹ ֟ɂ 

(ϰ) ɴ ᵠɵɆ⁄╢ᶵ ẾѬ Ю ᵠɂ ᴤ ԝ

ἳ ɀ ֟ɴ ԝɵɁɴ ԝɵἷɴ ԝɵɂהⱴ

фѬɀ₀ЪӖ ֟ɂ 

(Ͻ) ɴ ѕ ԝἷ‮ ɵɆ ɴ ɵɁɴ

ɵɁɴ ɵɁɴ ɵɀ ԝἷ‮ ὤẦ┌Ҏ╦

ἠ ɂה” Ѭ ɀ₀ЪӖ ֟ɂ 

(ӂ) ɴ‘ԝɵɆ Ὣс ֳ Ɂ Ɂף₳ ѕẦҒᴅ ז

ɂ 

(д) ɴӣӟɵἷɴ ӟɵɆчᵠ ϩ Ὣ֛ ɀἷҎὫ Ю

╦ ԀɅẦֽᶎ” Ἳốῐῡɀ Ὣɂ с Ҏҡ

ɴ᷊ӟɜԝɝɵЮѯף ɂ 

(т) ɴἼ ᴾɵɆὤ ᴾ ὫἼ ᴾЮֳ ɂ 

(Ϭ) ɴἼ ϱ ɵɆӵἼ ϱ ὤ ᴾ ֳἷ ɀẂ

Ὣ ЮעѲѰѕ ɂ 

(ϴ) ɴ׳ѬѰ ז ɵɆὤ ᴾ ֟Ὣɴ׳ѬѰ ז ɵɀ

ה ԝẕ ῡɀ ֱԝЮ׳Ѭ ϩẕ ϳɜֱԝ׳Ѭԋϩ

ẕ‘ὤѬ Ю┌ɝɂ 

(Ϯ) ɴч ɵѕɴעח‮ ɵɆὤ ᴾ ֟ὫɀẂẋּב

ᾝ Ю Ỹ ֟ɂ 

(Ϻ) Ͼ֟ ẅ ɀӵἼ ϱ ᶽɀὤ а
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Ҏ ὫɆ 

̪Ɂ Ҡɜ ɝ ╫Ἑф ɁҞᾺ₧ἷ ЕфӐ ɂ 

̫Ɂ ҞᾺ₧ἷфᵺɀ ὫҞᾺ₧ֳ Ɂᴾ Ɂז ГЙɁѰ

ἷ Ԁֽ ɂ 

̬Ɂ ᴅ ἳЮѬԝɀ╢Ὣ ֨ Ҟἷ ɂ 

̭Ɂ ԝɀ Ὣֱ ὍחЮ֔ ɂ 

̮Ɂ ┌ ᵡἷ֚ ┌ Ю Ὣɂ 

̯Ɂ ╢ỸфѬ׳Ếϱ ἷὟ∆Юϱ ɂ 

̰Ɂ ⱴ ѐф ɀἼ ϱ ὤ ᴾ Ὣ

ѯףɂ 

̱Ɂ ẦҒɂ 

(Ϻϩ) Ἴ ϱ ɀ ‘ԝЮᾒ ẅ Ɇ 

̪Ɂ ‘ԝ ɀ ‘ ɂ 

̫Ɂ ‘ԝᴅ 2 ҎЀ ɀ чᵠ Ҏ‘ԝ 1Ɂ‘ԝ 2ɁɊɊɊɂ 

̬Ɂ ‘ԝ ‘ẹῡӄɀה⁄ Ѭ‘ ɀ ɀӲɴ ɵɁ

ɴ ‘ɵ ז ɂ 

̭Ɂ ה Ҏ ӟ Ҟɀᴥ ӟ 1֔ ɀ ὫɆɴ ӟ Ѭ

Ҟɀ᷊ӟἷ ֨ӟחẹɵɂ 

̮Ɂ ה Ҏ ЕѬԝɁ᷊ӟἷ ֨ӟ Ҟɀ ɴ‘

Е ɵɁɴ᷊ ɵἷɴ ʐʐ ֨ӟɵ ז ɀẂ Ὣ

ɴ ӟחẹɀҺҎ Е Ɂ᷊ӟἷ ֨ӟ Ҟɵɂ 

̯Ɂ Ѭ‘ԝἀ Ӳ ЕѬԝɂ 

̰Ɂ ‘ԝהЪѕἷЪ ‘ ɀ Ὣɴ∆ ɀ‘ԝ

ֲἼ ϱ ἷ◊◊ⱣẼɵז ɂ 

̱Ɂ ‘ԝ Ѭ Ҟӄɀהἃᴅ ɀ Ὣɴ‘ԝ ׄ

ʐʐ֔ɀ ʐʐʐɵɂ 

̲Ɂ ᴅ ἳЮфѬɀẦ‘ԝЪѕ Ѭ Ҟῡɀ ὫɴѬ֚
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ɀ‘ԝҺ ɵɀẂ Ѭ ᴾ ɀⱣῐ Ѭ ɀ

ὤ ‘ԝ Ὣɂ 

(Ϻϰ) Ἴ ϱ ẦҒᾒ ẅ Ɇ 

̪Ɂ ┤ẅ ֚Ҏ Ᵽ ɀ ᵪ ấфѬɂ 

̫Ɂ ֱ ᴅה Ԁ ԝɀ╜Ầἳ Ҋ ᴾּך Ṣɂ 

̬Ɂ ᵡה ‘ ᴤ ἷ ҈ ׄ ɀ

Ὣ‘ԝ ӄɀẂ ɀ ҞЀ ἷҡ ɀ

Ҏᵢ◗ ɂ 

̭Ɂ фѬ ἷ‘ԝה⁄ Ѭ ốῐἷ Ѭ׳

ῡɀҎ ὤ ЕфӐ ⱴ ₀ɀ‘ԝҎ ЕѬԝѯף

ɀ ᵜ ɂ 

̮Ɂ ὤ ЕфӐ Ю ɀה ◊Ẇ Ỹ ᴅἻ ɀ

ἷ ẦᴅἻᵑⱴῡɀүҺҎ ẩἷ ִ ЕӼ ά Ю

Е ѯףɀᵺῐЀ ɀҎᵢẦ ִ ɂ Ы

Ὣ ᵺῐ Юᴾᶎѕс ɂ 

̯Ɂ Ἴ ϱ ἀ ӄ↔ᵺЮфѬἷẦּב ‘ԝ ɀ ẋ

ֱ ѯף ɂ 

̰Ɂ ẒѬсᴅ ὫЮ ҿɀז Ᵽḑӣɀἷὤ᷊ ־

Ѭ ḑӣɀה ϳ ɀ₀ ᴸḑӣἷ ᵜ Юזҿɂ 

ϽϺϰɁ ᾒ ẅ  ϾɆה

(ϩ) ϱ ЪflὫ ɀү Ᵽ Ἴ ϱ ɀἷҎ

ɀ ᵜӲ ἢ ɀҎ אָ ѕѩ ɂ 

(ϰ) הᴅ ḑɀ ᾒ ь ẒЮזҿ ὂɀ ҡы ɀ

ɀ ὤѬ Ю ἳɁ ἳɁ ἳἷ

Ѭזɀ ⱴЪ ᴥḕḑ Ӗ ɀҎԀ ɂ 

(Ͻ) Ѐ Ҋ ὤϾ ἷ Ю ԝɀ ⱴЪ ῡɀ

ḇԀἷḕḑɀЪἀ ὧ ֺ ɂ 
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ϽϺϽɁ ᾒ ẅ  ϾɆה

(ϩ) Ѓ֚ ┌ Ю ԝРὤ ῡɀה сἻ

Ẃ Ҟϳɀ Ъ֝ ɀҎ אָ ѕѩ ɂ 

(ϰ) ֱ ᴾὤẦҒ ᴾ Ю ɀהᴅ Ṣ ᵪ ҞɀהӠ

Ҟ Ṣɀϩ ɀᵪ ⱴ֬ ɀ ֜֬ ɂ 

(Ͻ) ᴾ ὤѬ ᴅЪ֬ Ṣ ɀ ӵҊ ᴾ ִ ḑ

┌ɀ֝ ḮỸɀ ῡԋ֬ɂ 

(ӂ) ”╫ ἳЮ ┤Ѭ ɀⱴᾸẼ ɀ ֚ ┌ ɂ 

ϽϺӂɁ ᾒ ẅ  ϾɆה

(ϩ) ▓ᵰּב ɂ 

(ϰ) ⁸┌ ▓ᵰ ɂ 

(Ͻ) ᴅ ᴾРᵰ Ᵽɂ 

(ӂ) ףɁ Ɂֳז Ɂ ѕѥӲᾝ Ѭ ▓ᵰӣ ɂ 

(д) Ѭז▓ᵰ ɂ 

(т) ▓ᵰ═ ɂ 

(Ϭ) ᴅ ᵠזɂ 

(ϴ) ὤѬ с ᴅЪ֬ה Ṣɀ Ᵽ Ҋ ᴾἷἼ ϱ ḑ

Ỹɀἷҡ ‒ỹ ԀɀЪἀ ᴸḇḑɂ 

ϽϺдɁ χ ᴸ ᾒ ẅ  ϾɆה

(ϩ) Ѭ Юᵡᴸ╜ч Ю Ỹ ɂ 

(ϰ) ἀᾒ ḤϩѬ Юс ɀֱ ᴾ Ѭ ᴅ ӽּהɁ ἷЪ

ᶽɂ 

(Ͻ) ᵡЮѬ ɀ Ὣ ḇԀɂ֬ ѬɀḇԀɴ ɵɅ ⱴ

Ӗ ἃ ᴤ ῡɀἀᵑɴЪ ɵἷɴ ɵЮḇԀɂ 

(ӂ) Ѭ Ю ᵡɀ ӵҊ ϱ ἷ ᴾҊ ᴭ ɂ 

(д) Ḯᴸ ɀהᴅ ɀ ᵪҲ Ἴ ϱ ѕ ϱ ךּ ɀᵪ

ḮỸὫ ḇԀɂ 
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ϽϺтɁ ֺ Ɂ ᾒ ẅ  ϾɆה

(ϩ) ԝὤ ἷ ᵡ Ыɀהḑ ׄἷ ⱴ ГɀἷᴅẦ

Ғ ֹῡɀ ἷ Ḯϱ ἀ ԝ ֺ Ἴ ϱ ┌ɀ

֝ᴸ ɂ 

(ϰ) Ѭ ᵣ ḑ ׄῡɀ Ἴ ϱ ɂ ┌

‘ὤ Ю┌ɀ֝ ᵡɂẦР ῡɀЪӖ֝

ɂ 

ϽϺϬɁ ẎӲфѬᶗ ᾒ ẅ  ϾɆה

(ϩ) Ѭ Ю Ɂ ɜ ɝɁ ᵡ Ыɀᶐ ẎӲфѬᶗ

ɜ ԝ‘הף 6ɝɀẂҎфѬᶗ ᴴ ⱴ с ≡Ю

чɂ 

(ϰ) фѬᶗӲ ₈҈ Ю ֨ ɀ Ѭ Ӳ Ю‮

∆ ɂ 

(Ͻ) фѬᶗЮӣ ὫἼ ϱ Ю ᴾɂ 

(ӂ) фѬᶗ чהϾɀֱ Ẃ ᴭᴸ ỸɆ 

̪Ɂ ԝӲ︠ᴴɂ 

̫Ɂ ԝӲ ᴴɂ 

̬Ɂ ԝӲӹᴴɂ 

̭Ɂ Ѭ Ӳ ᴴἷ Ю‮ ∆  ɂ 

(д) фѬᶗЮ ӲɀӖ ᶗсѬ Юἳ בּ ɀ ԝЮẎӲ

Ѹẑ а Ю Ằɂ 

(т) ֱ фѬᶗЮџИѕ∆ ף ẋϾ֟ Ỹ Ɇ 

̪Ɂ џИɆфѬᶗӠ ⁸ЮџИɀҎ‒ x ⱴ 56 x 40фчɀ

ӂ 3фчӵӄֲс ɀ ┌‒ x ⱴ 50 x 34ф

чⱴ ₀ɂ 

̫Ɂ ∆ ɆфѬᶗӣЫף Ὣɴɜ ɝфѬᶗɵɀЫ

Ͼѯ ԀɴἼ ᴾɵɀӎЀṣ Ὣү Ῑף ɀҎ



文書處理手冊 

28 

Ԁ ᴾἷ ҡ ẦҒẑהɴ ⁸ ɵἷɴᵪ

Ẫ ɵ ɀה Ὣɴ ᵠɵῡɀἻ ὫЮɴ ᵠɵ

фѬᶗ ᴴ Ỹּב ɂ 

陸、發文處理 

ϽϺϴɁ ֨ ᾒ ẅ  ϾɆה

(ϩ) ֱ Ѭ ᴾЮч ϱ ⌠Ắᵡᴸ׳ ЮѬ ɀ ᾒ

ԝЮ ┤Ẃ Ѭ ЀЮḇ ┌ Ԋ ɂ 

(ϰ) ч ϱ ⌠Ắ׳ ЮѬ ה ⱴἻ Ὣ ҞЮ ┤ ɀ

ᾝẋ ᶣῡɀ ֲἼ ᴾⱣ ḑ ɀẂ־

ὫɀҎὫ ֑ɂ 

(Ͻ) Ѓ ἳѕ ἳЮѬ ɀ ╢Ỹ ϱ ֨ɂ 

(ӂ) ч ֨ЮѬԝɀ Ҏ Ѱ ֨ ẅⱴ ₀ɂ 

(д) ֨ϱ Ԋ ЮѬ ɀה ẦЪִ ἷף ᴅ

ἷү Ю ɀ ֚ ԀҊ ἷֲἼ ϱ ◗ Ᵽ ḑӣ┌

֝ᴸ ֨ɂ 

(т) ֱ ӄᴸѬɀ ϩ─ẎӲ ϩ ЮфѬ ɜ ‘הף

ԝ 7ɝɀẦᾺ ң╦ז₳Ɂז ГЙѕᴸ ɀ ᴤɴ╫

ἙѬ ף ᴤ ɵ ɂ 

(Ϭ) ֨ϱ ѬԝсЮ‐ Ɂ ɁϱֳɁֳֽɁѰז ἷ

Ю ҿЪ ֹ Ә ᴥ֑ Ɂ ḑѕ╛ ɂ 

(ϴ) ֨Ѭԝἀϸḥ ᵜ ᴸɀתז ᴸת ɂ ᴅ ז ἷ

ᴸ ɀἀ ү ɂ 

(Ϯ) ֨фѬ ᴅӠ Ѭז ЮѬ ɀ ֚ Ẽ Ѭז

ɂ 

(Ϻ) ֨ϱ ᴸѬ ᴾ ᴅ ЕԊ ѕ” ЕԊ ЮѬ
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ɀᶐ ɂ 

ϽϺϮɁ ᾒ ẅ  ϾɆה

(ϩ) фѬ ֨ᶨ ┌ ӵ ϱ ɀ ϱ ᾒ

֨фѬЮ Ɂсף Ɂ ▓ᵰּב ɂ 

(ϰ) ѕ Ѭԝɀ ╢Ỹ ϱ ɂ 

(Ͻ) ϱ ֨ЮѬԝᴅ ɀ ֺḑӣɅЪ ֛

Ѭ ᴀῡɀ ὤḑӣ┌־ḑӣ ҡ ɅẦ Е ϩ

ẕḑӣɂ 

(ӂ) ϱ ה ᴅ ɀἷᴅὫ Ю ɀἷ Ѭ

Ӡ ԝἷ‮ ῡɀ ⱣἼ ϱ аҎḑӣɅ

ѬсЮᴅ ɁϱֳɁֳֽѕז ҡᾒ ɂ 

(д) фѬ ᶨ ɀ ֚ ◗ẾѬ ᴾ▓ᵰּב ѕ‘ԝ▓ᵰ ֛

┌ɀὤ ϱ ɀẂὤ ┌ ֨ϱ ֨ɂ 

(т) фѬѕ ᾝ ϱ ┌ɀἀ Ἴ ϱ

┌֝ ɂ 

(Ϭ) ϱ ᴸѬ ᴾ ᴅ ЕԊ ѕ” ЕԊ ЮѬ

ɀ ὤ ┌ɀ ” ЕԊ фѬ‘ὤѬ сɀ

Ѭ ᶶᵑ ɂ 

ӂϺɁ ֨ѕ ᾒ ẅ  ϾɆה

(ϩ) ֱ ֑ᵅѬԝɀ” ‒ἷẋч Ỹ ֱ

Ҋ ᵡ ῡɀЪ Ӳ֨‡ɂ 

(ϰ) ֨ϱ ה Ӡ ᵡᴸἷᴅẦҒ ɀ ᵪ ᵡ

ἷḕӣ┌֝ ֨ɂ 

(Ͻ) ֨ϱ ὤ⌠ Ѭԝ ┌ɀẋϾ֟ Ỹ ӲɆ 

̪Ɂ ӐҕɁфᵺɁⱤҕɁ֑ᵜҕɁ ҕɁᴤ ῐ Ɂ

Ɂ ḮỸ Ɂ ᾽Ɂ ᾽Ɂ ҕɁ Ὣ Ɂ Ɂ

℗￼ Ɂ ẫɁ ѕẦҒẋᾝ Ỹ Ӳ֨‡ЮѬԝɀ
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ᶐ Ӳ ֨‡ѕ ‒ ז ɂ 

̫Ɂ ᵶɆӲ ‒֛ ɁỮֳɀ ɂ 

̬Ɂ ẩɆЀᴸѬ ‒ ɁỮֳɀ ɂӑᴸѬ

ז ἷ ɂϾᴸѬ ז ɂ 

̭Ɂ ẩɁ ῐ Ɂ ῐ Ɂ Ѭ ѕϩ ẅ ἳЮ

ῐɁ ɁⱣ фѬɀ Ӳ ἷἼ ᴾ ɂ 

̮Ɂ с ᴾҊ ẋч Ю ɀ ᴸ ẅ ɀ

ӄᴸѬ ɀӵ ᴾҊ ֳɁ ᴾҊ ɀἷ ɂ 

̯Ɂ ‒Ҟ ӵҔ ϱҔ ‒ ɀẦ фѬ ӵ

‒ ֳῡɀӵҔ ϱ ֳɂ ‒ֹ╬Ъ ẅɀӵ

Ҕ ϱҔᴸ ‒ ɀẦ фѬɀ ‒Ữֳ Ὣ

Ъ ẅẅӵӄɀ ӵҔᴸϱ‘ ɁỮֳὤ┌ɀẂҡ

Ҕᴸϰזɂ 

̰Ɂ фѬה⁄ Ӑồҕ ֨‡ɀẦ ‒

ז ἷ ɂ 

(ӂ) ϩ фѬ Ӳ ֨‡Юᴾ ɀҎ־ ұ ЀѯῙӹ

Ӳ֨ⱴ ₀ɀ ẎӲЮ ᴾ ₀ὤ֛Ѭ ┌ɂ 

(д) фѬѕ Ӳ ־ 2 ҎЀῡɀẦ ᶐ ɜ֨ɝ

ɂ 

(т) ‘ԝҎЪ Ӳ֨‡ⱴ ₀ɀᵏᴅ Ỹ Ӳ֨‡ῡɀẋẦ

Ỹɂ 

(Ϭ) ӟЮ ֨ ӣӟ֬ɀ᷊ӟɜԝɝѕ ӟЪӖ ֨ɀᵏ ч

ᵠ Ԁɴ᷊ӟɜԝɝɵἷɴ ӟɵɂ 

(ϴ) Ѭԝ ֨┌ɀӵ ֨ϱ ־ ҡ ֨ϱ ɀ ӵ

Ѭ ᴾ Ѭѩ ɂ 

(Ϯ) Ъ Ѭ ЮѬԝɀה Ӳ֨‡ ɀ ֚ӵӷ ϱ ấɴ

Ӳ֨‡ӷ  ɵɀẦ ӵף ᴭ ɀ с ң╦ӷ ϱ
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Ɂ Ӳ֨‡ЮѬᵠɁẾѬῡɁҊᴀɁӲ Ɂ֔ ѕ Ӳ

Ѱ Ӽɀ ở Ỹ┌ɀửа Ӳ֨‡ɂ 

(Ϻ) ֨ϱ ֨‡ Ӳ  ɀ Р Ỹ ֨ЮѬԝɀ

а Ẃ Ὣ Ѭז ɀӷ   ᶣⱴҎɀח‮ ◗ᴤɂ

‒Ԋ ɀ֨‡ Ӳ  ѕ Ӳ֨‡ӷ   ֬

֨‡ Ԋɂ 

(Ϻϩ) ֨ϱ ᴸѬ ᴾ ᴅ ЕԊ ѕ” ЕԊ ЮѬ

ɀ Ầ ┌ɀѯ ὤ” ЕԊ фѬ ֨ɀ

Ẃ Ѭ ᶶᵑ ɂ 

ӂϺϩɁ Ɂ ᾒ ẅ  ϾɆה

(ϩ) Ѭϱ ⌠ ЮфѬɀ ҡ ◗ ɀהᴅ ֨

‡Ɂ‘ԝЪ֛ἷẾѬ ᴾЪ ῡ чᵠ ɂ 

(ϰ) ⌠ ЮѬԝɀ ╜Ầἳ ẋᶶ ֟ Ѭז ѕ Ὣ ѬѰ

ɀה⁄ Ѭ ἷᴅ ἳЮѬԝɀ чᵠ ὫɀҎѥ

ẾѬ ᾒ ɂ 

(Ͻ) ѬҔז ⁴ҎἼ ᴾЮҔזɀἼ ᴾהⱴЪổỸ

ἷ ẅ ɀ ҺҎҔז Ỹ ϩҔ ẎӲɀᴋ ҔזᶐҎ

ὤḤע ử ⱴ Ỹⱴ ₀ɀҎ‪ ϩẎӲɂ Ѭז Ḥ

ḕὧע 1ᴊɀע≡Ы ה ‒ḕ ɀẦ л ╟

ЪҺḕ ɂ 

(ӂ) Ѭ 11 ɀ⁸ 3 ⱴע≡ɀЫ 7 ⱴ♪ѻ ɀ ┌ 1

ⱴѫ ɀẦЫѫ ⁄Ẑᵑ Ɂׄ фѬӲɂ 

(д) Ѭ ӵ ‒╢ỸЮϱ ɀ Ѭ ֲ֚ Ѭ

ϱ ⱣẼ Ѭז ϳѬЫᴭᴸ∆ ɀẂ־ Ѭ  

ӵ с Ὣ Ъ ӵɀἷҎҔ ἷҔֳ Ԁɂ 

(т) ֱ Ю Ѭ   ɀף ᴭᴸ ᵑɂфѬ

Ѭ┌ ẋᶶҡҎ ɂ 
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(Ϭ) Ѭ┌Ю ԝɀהἼ ᴾ Ὣᴅ֚ ┌ ἷ ┌ ᵡῡɀ

Ἴ ᴾᴭᴸ ɂ 

ӂϺϰɁ ∆ ᾒ ẅ  ϾɆה

(ϩ) ⌠ ЮфѬɀ ӵ ϱ ‘ԝ▓ᵰ ֛ɀфѬ

‡∆▓ᵰּב ┌֝∆ổɀẂ Ὣ ᵠɀ ┌ ӄ׳ ϱ

ɂ 

(ϰ) ֬ϩẾѬ ЮфѬɀ ԝ ⁸∆ ӄɀẦ ԝ

ẕ∆ ҞɀẂ־∆ ɜ ԝ‘הף 8ɝЀ ὫѬ ԝ ɂ 

(Ͻ) Ѭ Ɂ ԝἷ ῐ ὤ∆ Ѐҡ Ʌ Ѭ

Һҡӄ∆ ɀҎ ‮ ɂ 

(ӂ) Ѭ‘ԝ ӵ Ѭϱ Ѭ∆ Ʌהⱴ ‐Ɂ Ɂᴅ

ẫἷ ᾼ₧ɀ ӵἼ ᴾ ∆ổ Ὣֳ Ɂ ɀ

Ẃ־∆Џҡ ϱ ֨ ֬фѬ Ԋ Ѭϱ

∆ ɂ 

(д) Ѓ Г ׄЮ‘ԝ Һ ῡɀ фѬ‘ԝ־ Ͼ

Ὣ‘ԝҺ ɀẂ ∆ԝ‘־ Ὣ◊ז Ю‘ԝɀ фѬѕ

‘ԝ ֬ ҏ ɂ 

ӂϺϽɁ ἷҏ ᾒ ẅ  ϾɆה

(ϩ) фѬЮ ἷҏ ӵӄ׳ ϱ ϩ ɂ 

(ϰ) фѬѕ‘ԝɀ ᶽ ở ῡӄɀ ῏

ẾѬЮ ɂ 

(Ͻ) Ԋ ЮфѬɀ ấ Ѭ ἷфѬ ╜ Ỹ

Ɂֽ ЫԊ ɂ 

(ӂ) ЮфѬɀ ấ Ѭ ἷфѬ Ὣ Ҟ ɀ

Ɽ ɂ 

(д) фѬ ẋẦἳ чᵠ ҏ ɀ ѕ׳

Һ   ɀҎⱴ Юẋ ɂ 
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(т) ϱẅồҕɁ ԝɁᴅ ẫɁ Ѭԝѕ Ѭ ᶐ Ҏ

ԝ ɂ 

(Ϭ) с ֱ ᴾ ЮѬԝɀ Ҏᴅ ф ῡⱴ ɀӵ ᴾ

׳ ϱ Ѭ ἷфѬ Ԋӄ׳ ϱ ɂ 

(ϴ) Ю ɀӵ ϱ ┌ ᴸ ɂ 

(Ϯ) ӄ׳ ϱ ᾒ ᴅ ѕϱ Ю ֽᶎɀҎ

‪ѬԝЮḍ ɂ 

(Ϻ) фѬ∆ ┌ɀӵἼ ϱ ᴭ ɀ ӵ Ἴ ϱ ɀẂ

ᴭᴸ ẾѬ ᴾɂ 

ӂϺӂɁ ᾒ ẅ  ϾɆה

(ϩ) Ѭ Ю ɀẋּב ᾝ ɂ 

(ϰ) ׳Ѭ ḇחῡɀ чӧЄỸἷח‮ עח‮ ɀӵ ᴾ׳

┌ɀ ẋֱ фѬ ᶶ ɂ 

(Ͻ) Ѭ┌Ю ԝɀ Ἴ ᴾ Ὣ ┌ ᵡɁ ┌ ῡ

Ἴ ᴾᴭᴸ ┌ ᴾ ׳ ӄɀẦ

ԝ ֬ ᴾ ׳ ɂ 

(ӂ) ԝִẕ ɀ ϩ ׄᴊ ɀ ֨‘ẹɀẂ

Ὣ Ἳ־Ѭ ɂ

柒、文書簡化 

ӂϺдɁ ѝѬ ᾒ ẅ  ϾɆה

(ϩ) ֱ ӟὤẦ Ỹ Юẅ ɀ ᾝҕ Ỹѕἳ

ῡӄɀ ɂ 

(ϰ) ᴸἷ Ӗ ЮѬ ἷẑᴸ а ◗Ю ԝɀ аח

◗ɂ 

(Ͻ) фᵺốῐЮѬ ɀ ὤ ЕфӐ фӐɀẂ Ҡ ὤ╫Ἑ
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ф ɁфᵺἷẦҒф ἳҠᾼɀҎҔ ᴸѬɀϾ ᵪ

ɀ ẩ ɂ 

(ӂ) ֬ϩ Юс ֱ ᴾɀӖ Ҏ Ᵽ ф ῡɀ Ҏ ẩ

ἷ‪ ᴸЮɀἷ Ѭ ֨ч ɀẂ ᵢӲ Еѯף

ɂ 

(д) ֱ ᴭẦҒ ЕфӐ Ἳ ẼЮ ɀү῏ ᵢӲ

с ἷ ɀ ҺӄᴸѬɂ 

(т) ӟה ⱴ ῐἳ ɀЪ ɀԋ ẦҒ Ṣῡɀ ᴸ

Ѭ ɂ 

(Ϭ) с ᴸѬῡɀүӲ Ᵽɂ 

(ϴ) ‒Ắ֑ ɀֽᶎɁ Ɂע≡ ѬҔז ɀ

ἷẦҒϩ ἳ ốῐẅ ɀ ЕфӐ ɂ 

(Ϯ) Ѐ ԊϾ ЮѬԝɀүӲԊ ɜ ɝ ԝ ῐ ɜᵑᾝ

ẑṢ‘ 6ɝⱴЮɂ 

(Ϻ) Ѓ ֱ  ɀ Ӗ Ѭ‘ ῡӄɀϩ─ӵҊ ᴾ

ᴸ ɂ 

(Ϻϩ) с ἳ ЮфѬɀ Ҏ с ЕфӐ

ἷ Е ѯףᵺῐɅẦ Е ѯףῡɀ בּ

Ếϱ׳ ῐ ɂ 

(Ϻϰ) Ѐ ф ἷ Ҡ ЮѬԝɀϾ ᵪ ɀ

ẩ ɂה ᴸѬ ɀһ Ἳ ф ἷ Ю

Ɂ Ɂ ѬѰ Ɂז ѕҊᴀɀҎ‪ ◗ɂ 

ӂϺтɁ Ѭ Ӳ ‪ἷỸ₳эѯף ᾒ ẅ  ϾɆה

(ϩ) РᴸѬЮẅ ɀ Ӡ ɀ Ɂ Ɂ Ɂ Ɂ

Ɂ ◗ῡɀӲ ԝ ῐ (ᵑᾝ ẑṢ‘ 6)ɂ 

(ϰ) Ъ ὤӟ Ҋ ἷ ЮẒѬɀү Ҏ Ѭ

ɜᵑᾝ ẑṢ‘ 6ɝ Ҋ ɀЪӖ ɂ 
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̪Ɂ Ѐϩ Рὤ үῡɀẦѬ с ה ḕɀ ӵ

ᴊϩ ҔᵡɀЪӖ֝ Ѐ ᵡᴸɀ ┤ ῡɀ ֚ᴸᵡ

֝ ɂ 

̫Ɂ ┤ Ѭ ɀ Ҋ ϱ ᴭᴸ ɀҎ אָ Ю

ѕѩ ɂ 

̬Ɂ ϩϱ ֑ӟ с ῡɀẦ Ҏ 1ᴊⱴ ɂ 

̭Ɂ חἷ Ю ԝɀүӵἼ ϱ ᴊẒԝ ὫӖ

ἷח Ю ӵɀ ḇ┌ɀ Ю֬׳ ԝɀᵪ ӵἼ

ϱ Ὣ ἷח ɂ 

̮Ɂ ѕ 2 ᴾҎЀЮ ԝɀү ᵑתḮỸ┌֝ ɀҎ

ѝфѬ ѩ ɂ 

̯Ɂ ἷ Ҏ ἷ ᴸЮɂ 

̰Ɂ ԝה ӟ ᴾҊ ɀᵏᴅ ῐẦҒ ᴾЮӖ ῡɀ ὤ

┌ ɀἷה⁄ẦҒ ₀Ҏ ӟ᷊ ɂẦ ẅ֚

ḥẦҒ ἷ ᴾ ṢɀҎⱴ Юẋ ῡɀ ֚ ɂ 

̱Ɂ 
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(ϩ) Ế Ю ԝɀҊ ἷ чᴸЮ ӲӣӟɀẦ ᴅ

ἷ ᴅ֬ Ю Ӳ ӟɂ 

(ϰ) ׳ẮẦҒ ẒѬɀϩ Ӡ ẩ ɀ ֲẦҒ ◗ ῡɀ

ү ◗ ᴸѬЮ ӟ᷊ ẒѬ ɂ 

(Ͻ) ӟ ῐ ӄɀἃ Ế׳ ӟ ῡɀ ὤѬсҡ

◊ϩẅ аҎ Юז ɂ 

(ӂ) ֹ ┤ ᾢ ᴸѬ ɀ Ҏ ӟ᷊ Ầ῏ Ѐ ἷϾ

ɂ 

(д) ‘ԝҎӣӟⱴ ɀה ‘ ӟ׳Ế ἷ ᴾɀ ɴ־

ӟɵ сЮ ἷ ᴾֳ ұ Ὣɴᶅ‘ԝɵἷɴᶅʐʐ

‘ԝɵɂ 

(т) Р᷊ ӟЮ ᴾɀהẦ┌ ẒѬɀс Р⁸־ ӟ

Ы֟ὫῡɀЪӖ ɂ 

捌、文書保密 

ӂϺϮɁ Ѭ чⱴ Ѭ ѕϩ ф Ѭ ɂ 

 ֱ Ѭ ɀ ẋ ‮ ᾝ Ầ▄ᴸ ₀

ѕẦҒᾝ ӄɀẋӟѩқ ɂ 

дϺɁ Ѭ чⱴɴ ɵɁɴ ɵɁɴ ɵɅ

ϩ ф Ѭ ֟ⱴɴ ɵ ɂЪ֬ Ю Ѭ ִ

ẕẎӲἷ ɀҎẦЫ Ю ⱴ ɂ 

дϺϩɁ ϩ ф ɀ╢ӟ ╟ᴅἷ‮ Ю ɀ

ӄɀẋᾝҕᴅ‮ ῡɂ 

дϺϰɁ ֱ ẦҊ ɀẋ 49 2 ֱᾝ ἻỸẅ

ɀὤӖ Ю Й сɀчᵠ Ỹ ‮ ẅ Юấ

ɂ 



文書處理手冊 

38 

дϺϽɁ Ỹ Ѭ Ю Ɂ‮ Ɂ ԝ ɀ ẋ

בּ ‮ ᾝ ɂ 

дϺӂɁ ЃỦ ẦҒфӥ ἷ ϱּךṔɁ Ɂ Ɂ Ɂ

Ɂӱ Ɂ Ɂ ἷ‮ Ѭԝɀ ѕ ẅ ɀẦ

Ѭ ỸהϾɆ 

(ϩ) ֱ ϱ ὤẦ ἷ сɀЃҎ℗￼Ủ ẦҒфӥ

ɜ ɝἷ ϱ Ю Ѭ ɀ ḥẾ ῡ֚ᴸ

Ẽ‮ ▄ɀẂ ԊỦ ᴾɀӵ ‒ỹ Ỹ

Ɂ‮ ἷ ԝɀẂ ῐẾ ῡɂ 

(ϰ) ЃֹỦ ℗￼ ɀᴥӖ ẐẾ ῡ Ѭ ɀ

қ ԊẾ ῡ ϱ ɅẂ׳ ◗ Ѭ Ю

Ӳ ᶽɀҎ‮ Ѭ Ъ ӲἷⱫ ɂ 

(Ͻ) ⱴẎẾ ῡ Ẃ ִ Ẽ‮ ▄ɀỦ ᴾ ḥ

ɴ‮ ℗￼ɵἷὤҊ℗￼Ы ɴ‮ ɵɀὫỸ

Ԁⱴ ЮѬ ɀ Ẏ℗￼ ѵἷ ɀ” ɀẾ

ῡл Ẽ‮ ▄ɂ 

дϺдɁ ֱ ╢Ỹ ϱ Ѭ Ὗ∆ɁчѬɁ

Ɂ ֨Ɂ∆ Ɂ ɀҎѕ фѬ ЕԊ ẅ ɀ

Ẃ ү ▄ ᵑ ɂ 

дϺтɁ Ѭ Ю Ɂ ɜᵡɝɀ ӵ Ҋ ἷẦ╢ỸЮ

ϱ ɀẂ ѝ ϱ ѕ ᶶɂ 

дϺϬɁ ֱ Ἴ ϱ ϩ Ѭ ɀ Ỹ▓ᵰấ‮

ɀה ᴅ‮ Ӗ ɀ ḑҎ Ѭ ɂהⱴҒ

ẒѬɀ ẋӟѩқ ḕἷ ᶶɀ≢ ẒѬ

ḕ ѕ ԝἷ‮ ɂ 

 с ᴸ╫♪ ‮ᴅה Ӗ ɀὤѬ Ы

Ẽ‮ ▄ᵪүɂ 
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дϺϴɁ ϩ ф Ѭ Юῐ Ɂ╟ᴅɁẎӲἷ ɀ

ῡӄɀҎ ᴾҊ ҎЀϱ ֬ ῡⱴ ɂ 

 ⁸ ᴾҊ ҎЀϱ ɀὤᴅϾ֟ ᶽЮϩῡɀ Ъ֬ Ɇ 

(ϩ) ᴅẅ ṫ ᴅⱫ Ю ɂ 

(ϰ) ῐ Ɂ╟ᴅɁẎӲἷ Ѭ ЮӖ ɂ 

дϺϮɁ Ѭ ᾒ ẅ  ϾɆה

(ϩ) ׳Ế Ѭ ɀ ֚ ◗∆Џᴅ ᾽┌ɀẂẋс∆

ᶽᶨת ɀẾѬῡⱴ ἷ ‒ῡɀ

‒ἷẦ╢Ỹϱ ∆ɅẾѬῡⱴẦҒϱ ῡɀ ֱ

ϱ ӟϱ ∆ɅҺ ∆ϱ ɀ Ầс ѕ‘ԝɂ 

(ϰ) Ѭ Ю׳ ɀҎ Ѭ ἷ Е ⱴ ₀ɀẂ

ҡ ɂה ִѯףɀ Ъ Ԁ с ɂ 

(Ͻ) Ѭ Ӳ֨ ɀ ɴ ɵɁɴ ɵῡɀӵἼ

ϱ ╟ἢ ɂ ֨ϱ ‒ Ӳ֨ɀЪ

Ầс ɂ ɴ ɵɁɴ ɵῡЮӲ֨ɀ ӵ ϱ ╟ἢ

ɂ 

(ӂ) ɴ ɵɁɴ ɵѬ Ю∆ ɀӵἼ ϱ

ɂɴ ɵɁɴ ɵ₀ӵ╢ỸЮ Ɂ׳ ϱ ɂ 

(д) ẎӲ Ѭ ɀ ὤ ϳ ṕ Ἳ Ю

ѕ ≢ԃ֛כ ẰẂЪ ẎẦ ὤҒϱүṢ

Ю᾽ ɀᴅ фѬԊ Ἳ Ю ҡ בּ Е ԋ

ᶣ  ɂח‮

тϺɁ ‮ ἷ ԝЮ Ԁɀ ấ Ὣ ɀҎ╦ἠ Ԁ

ὤ ЮұɂẦ ԝהϾɆ 

(ϩ) ӟԝᴮ◊ע◊Ѳ◊Ѱ ɂ 

(ϰ) ӟԝὤфӐ ɂ 

(Ͻ) ẦҒɜẦҒ ᵠ ԝἷҺᴸ ┌ ɝɂ 
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 Ԁᴾ ɀẋ ‮ ᾝ▄ᴸ ₀ 17

Ỹ ɂ 

тϺϩɁ Ỹ Ɂ ԝЮѬ ɀ ἳ ῡɀ ὤ

Ѭ Ὣ‮ ḥẅ ɂ 

тϺϰɁ Ѭ Ю ѯהףϾɆ 

(ϩ) чѬɜԊ ɝɁ ɜᵡɝɁ Ɂ Ɂ Ɂ ♪

ɀ ɴ ɵѕɴ ɵ ӵἼ ϱ ᴭ╟ ӄɀ

Ầ ”ӵἼ ϱ ɀ ∆Ԋ ɂ ϩ ф

Ѭ Ԋ╢Ỹ ϱ ἷἼ ϱ ᴭ  ɂ׳

(ϰ) ־ ӄ ɀ ὤ Юɴ ɵἷɴ ɵ



捌、文書保密 

41 

‮ Юɂ 

тϺдɁ Ѭ ЮἼ ϱ ɀ ׳ ѕѬ Ҋ ϱ ẵ

ɀ Ю ԝ ɀẂ Ᵽ ‒╢Ỹ

Ю‮ Ҋ ϱ Ṣɀ ẼӖ Ю‮ ▄ɂ 

тϺтɁ Ѭ Ӗ”ה ɀ ᵜӲἷ ѝ ӟɂ 

тϺϬɁ Ѭ ” Ҋ ϱ ɀЪ Ҟ ф Ἳɂ 

тϺϴɁ Ѭ ṽ֛כὢὤấח Ң Ю ɀẂ ɀ

‮ ϱ Ӗ ◗ɂ 

тϺϮɁ ẎӲЮ Ѭ ч ɀ Ḗ ׳

Ʌֺ ϱ ה Ӳ ɀ Ҋ Ẃ Ӳ  ɂ׳

ϬϺɁ ֱ Ѓ Ỹ ЮѬ ɀЪ Ầἳ Ṕךּ ᵺɁ

Ɂ Ɂֱף Ѭ ɀ Ầἳ ẋ

‮ ᾝɁ ᾝѕּב Ỹ ɂ 

ϬϺϩɁ ϳ Ю Ѭ ɀ ἷỸ ◗ ɀẦ ḕ

ἷ ῡɀ ᵪ╜ Ỹ ḕἷ ѩ ɂ 

ϬϺϰɁ Ѭ Ю ḕἷ ɀẦ чהϾɆ 

(ϩ) ḕἷ ɀӵἼ ϱ ɂ 

(ϰ) Ю ḕἷ ɀẋ ‮ ᾝ 10 1

ỸⱴЮɂ 

(Ͻ) ϩ ф Ѭ ɀӵ Ỹ Ҋ ỸЮɂ 

(ӂ) Ѭ Ỹ ֹ ẕἷ ɀ ẅ

”Ầ ῡɀּב ‮ ᵑ ӵἼẾẦ Ю Ʌ Ἴ

Ế ῡɀӵ Ỹ ЮЀ ἷҊ ⱴЮɂ 

(д) ϩ ф Ѭ Ӡ Ԁ‮ ἷ ԝɀהР

ҎЀɀ҈ấϾ֟ע30 ᶽЮϩῡɀ ӵֱẾѬ

ᴾ Ἴ ᴾ Ỹ┌ ᴸ Ɇ 

̪Ɂ ẾѬ ≢ Ỹ ḕἷ ɀ
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Ỹ Ӡа ɀ ᾝ ḕἷ ɂ 

̫Ɂ Ӡ Ѭ Ỹ Ɂ ἼẾ ἷ Ỹ

ЮЀ ἷҊ ɂ 

ϬϺϽɁ Ѭ Ю ḕѕ ᶶ ỸהϾɆ 

(ϩ) Ѭ Ӡ Ԁ‮ ἷ ԝῡɆ 

̪Ɂ Ỹ Ἴ ϱ ẋ ᴾỸ ◗

Ю ῐἷẋẦҒ ẒѬ≢ ɀ ẹ Ҟ ◗ɂ 

̫Ɂ Ỹ Ѭ ḕ ἷР

‮ Ӗ ɀ ấɴ Ѭ ḕἷ

Ṣ ɵɜ ԝ‘הף 9ɝѕɴ Ѭ ḕἷ

ῐ ɵɜᵑᾝ ẑṢ‘ 6
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ϬϺӂɁ ‮ Ѭ ϱ ɀ Ἳ‮ Ю Ѭ ɀ

֟қ Ԋ ᴾҊ ἷẦ╢Ỹϱ ɂ 

ϬϺдɁ ֱ ὤ Ѭ Ю ɀ ╢Ỹ ϱ ֬ Ɂ

Ɂ ‡Ɂ╫ Ἴ ϱ ɀ ▄◗ ɂ 

ϬϺтɁ ϩ ‮ ẅ ỸהϾɆ 

(ϩ) ֱ О ὤӟ Ѭ ɀ р ф ῡӄɀ י‮

ɀЪ Ⱬ ɂ 

(ϰ) Ѭ Ю ɀЪ ἷҞԀҒϱɂ 

(Ͻ) ֱ ϱ ԝɀ ᵅ ɀЪ Ҏ ЀЮ ᵑṑϱ

ɂ” ϱ Ъ ◗ ҎӄЮф ẅԝɂ 

(ӂ) Ѭ Ю ᵡɁ Ɂ ɀЪ ѩӟ ҎӄЮϱ ɀ

ḕЪ Ԋ ӟ ᴅ Ю ẅϱɂ 

(д) Ѭ ὢ ɀ ὤфѬᶗсɀҎṽѵ Ғϱ ɂ 

(т) Ͼ ἷ ф↨ ɀ фѬ׳ ὤ ф Ὅ ἷф

Ѭ сẂᵪҡ ɂ 

(Ϭ) ЀЪ ῐ ἷЪ ╟ᴅЮфѬ ɀЪ ἷ╟ᴅɂ

ֹ ᴥ╟ᴅЮ Ѭ ɀ ὤח‮ ф ἻɀẂ

◗ɀ ӖЮח‮ ῡɀ ᴾɅ ᾝ ֺῡ

Юɂ 

(ϴ) Ἴ Ѭ ϱ ɀ Ἴ ἷ‮ Ю Ѭ РⱫ Ɂ

ӆἷᵡ ү Ⱬ Ɂ ӆ ɀ ᵪ ᵺἻ Ҋ ◗Ὣ ɂ 

 

玖、文書流程管理 

ϬϺϬɁ фѬ ѕ₧ ɀ֛ ֛ ▄ Ằɀ Ẏф

Ѭẋ ɂ 

 фѬ Ю чɁ Ɂ ẰɁ Ɂ Ɂ
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Ɂ ṝ ↔ Ɂ בּ ᵑ ɀ ᾝҕᵠᴅ Ỹ

ῡӄɀẋɴѬ ♪ ᵑ ɵ ɂ 

ϬϺϴɁ ֱ фѬЮ  ϾɆה

(ϩ) ϩ фѬɆ 

̪Ɂ ԝɆ1Ѱɜᵏ ┤фѬл ẋ Ю сᶨתɝɂ 

̫Ɂ ԝɆ3Ѱɂ 

̬Ɂ ԝɆ6Ѱɂ 

̭Ɂ фѬɆ 

(̪) ẒѬἷẋẦҒ Ỹ ᴅ ЮфѬɀ ẋẦ Ỹ

ɂ 

(̫) ẒѬ ᴅ ῡɀהẾѬ Ѭ׳ Р ѬЫἻ

ῡɀ Ѭ Ҏ ԝ ɂ 

(̬) ḕẒѬἻ ῡɀ ẒѬ ɂ 

̮Ɂ ѕ╫ Ɂᾝҕἷ ׄѯ Ɂч ɀ҈ 30 ѰҎЀѯ

ү Ю ԝɀ ӷ ⱴ Ằ ԝɂ 

̯Ɂ Ằ ԝἷẦҒ ἳ ԝЮ ɀֱ

ẅ ᴭᴸ Ỹɂ 

(ϰ) ԃᾝỦ ԝɆẋ ԃᾝ ᴸẎᾝѕɴᴸ╫ Ἳ

ֱ ѕ῏ ӏ╫Ἑ ԃᾝỦ ԝ

₀ɵ Ỹ ɂ 

(Ͻ) ԝɆẋ ɴ ῝ӣѕ ◗ ԝ Ằᵑ ᾒ

ẅ ɵ Ỹ ɂ 

(ӂ) ϱӥӷ ԝɆ ╜Ầἳ ɀ ч ᵠɁ ӼɀчỸ

ɀаҎ Ằɂ 

(д) ϱӥ ԝɆẋ ᴸ╫ ᶶᾝ 7 Ɂᴸ╫ ѕἻ ֱ

ϱӥ ԝ Ю Ỹ ɂ 

(т) ԝɆ ẋ ᾝЮ Ỹ ɂ 
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 ϩ фѬẒѬЮ ᵠ фѬἳ Ъ ῡɀ ӵ׳Ѭ

ᴾЮҊ ἷ╢ỸЮ ϱ Ỹ┌ɀ ẒѬ ᵠɂ 

ϬϺϮɁ ֱ фѬ Ю  ϾɆה

(ϩ) фѬ ɀ фѬɁ Ằ ԝɁ ԝɁϱ

ӥӷ ԝɁ ԝἷẦҒẋᾝҕҺᴅ ỸῡӄɀᶐЪᶅ

Ѱɂ 

(ϰ) ϩ фѬ ѬẎӲѰ Ɇ 

̪Ɂ ϩ фѬᴭ׳ѬᴊѰἷԊ Ѱ ᴮ ѬѰѵɀἻ Ѱ װ

Ѱɂ 

̫Ɂ фѬὤẒѬἻ ἷ Ỹ с ɀӠ 6Ѱῡɀ

װ ѰҎ Ѱ ɀ 6ѰῡɀҎ 6Ѱ Ʌ

ẒѬἻ ἷ Ỹ ɀҎ Ѱ ɂ 

(Ͻ) Ằ ԝɁԃᾝỦ ԝɁ ԝɁϱӥӷ

ԝɁϱӥ ԝɁ ԝЮ ɀὤ Ỹ

с ῡ֟ⱴɴẋ ɵɀ Ỹ ῡ֟ⱴ

ɴ ɵɂ 

(ӂ) Ҏ ⱴ ῡɀᴭ׳ѬЮ ɅҎҨѰⱴ

ῡɀҎ׳ѬᴊѰ ɀᵏ׳Ѭ Ѱ ῡɀҎҨѰ

ɂ 

ϴϺɁ фѬ Ɂ ѕ ỸהϾɆ 

(ϩ) ֱ Ἳ׳ЮфѬɀ Ѭ׳╜ аҎ ẰɅẦּב

ѕ ɀӵֱף ᴭᴸ Ỹɂ 

(ϰ) Ѭ ᴾἷ ᴾ׳ ϱ Ѱ ◗фѬ ︡ ɀ ἆ

Ю ԝɀẂ Ἴ ϱ Ẃ ᴾҊ Ʌ Р

ᴥӠӷ Ю ԝɀἷ ῡɀ а ɂ 

(Ͻ) ỸЮфѬɀ ὤ Ѭἷ ┌аҎ Ʌ

ἷἃӠ ῡɀл Ằɂ 
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ϴϺϩɁ ֱ ὤѬ ♪ Юֱ ᵑ Ằɂ 

 фѬ Ằ чⱴҎѬ ẰѕҎ ẰɆ 

(ϩ) ϩ фѬ Ɂ ἳ ẼҎ ẰἷҎѬ Ằɂ 

(ϰ) ԝɁ Ằ ԝɁԃᾝỦ ԝɁ ԝɁ

ϱӥӷ ԝɁϱӥ ԝɁ ԝἷẦҒ╢Ỹ ԝ

ɀ ₀Ѐ Ҏ Ằɂ 

ϴϺϰɁ ֱ фѬ ɀ Ỹ чᾄɀ ‒

ɂ 

拾、文書用具及處理標準 

ϴϺϽɁ ֱ Ѭ ɀ Ӳἳ ѕ₧ ṞЮӲấɀҎ

Ѭ ɂ 

ϴϺӂɁ ֱ ֨‡ѕфѬ ЕԊ Ἳ ẋ֨‡ ẑѕ֨

‡ Ӳ ѕ ֨‡ ᾝ фѬ

ЕԊ ᵑ ᾝ ᴅ Ỹ ӄɀẦ ֹ Ѭ

ɀ ẋ Ͼ֟ ỸᴭᴸẪ ɀчԊֱᴅ ᴾἷϱ

ᶣ ẎӲЮɆ 

(ϩ) Ɇѳ ἷӲ ӺẪ ɀҎ‒ѯᶽⱴ ₀ɀӲӣ ἷᶩ

ɀӵӎᴮұɀẪז ɜ ᴾɝ֛ ɂὤ ẩɁ ῐ Ɂ

ῐ Ɂ Ѭ Ɂ≢ Ɂ ῐ Ɂ ӄᴸѬ

ӲЮɂ 

(ϰ) ז Ɇѳ ἷӲ ӺẪ ɀẋ ‒Ɂ ‒ѕ ‒

Ю ֳӵӎᴮұẪ ɀ ӄᴸѬ ӲЮɂ 

(Ͻ) ֨Ɇ Ɂ ᶽɀӵӎᴮұɀẪ ֛ ɜẂ Ẫ

֛ Ю Ѭֳ ɝɀẦ ố῏ ҎЪ 5фчⱴ ɀὤ

Ɂ Ɂ ẫ ὫѬԝЀӲЮɂ 



拾、文書用具及處理標準 

47 

(ӂ) ɆӲ Ɂז ἷӣ Ẫ ɀӵӎᴮұɀẪ ֛

ἷ ɀẂҡɴ ɵז ɀὤѬ ḑӣ ӲЮɂ 

(д) Ɇ ף ֬ɀẂҡ Ԁז ɀὤфѬɁ‘

ԝἷ℗￼ ӲЮɂ 

(т) ‘ԝ Ɇ ף ֬ɀẂҡɴ‘ԝ ɵז ɀὤфѬЮ

‘ԝЀ ӲЮɂ 

(Ϭ) ׳ԝ ɆӲ ӺẪ ɁӵӎᴮұẪ ֛ ɀẂҡɴ׳ԝ ɵ

ז ɀẂ‘Ѱ ѕ ɀὤ׳ẾѬԝ ӲЮɂ 

(ϴ) ֳ ɆҎӣ ἷ ɀӵӎᴮұɀẪ ɁỮֳɀὤѬ

Ѐ ӲЮɂ 

(Ϯ) ЕѬԝ Ɇӵӎᴮұɀὤ׳ ЕѬԝ ӲЮɂ 

ϴϺдɁ ֨‡ ɀ ֨‡ ӵ ‒╢Ỹ ֨ϱ ‮

ӄɀ ԋ ╢Ỹ ϱ ‮ ɀהᴅ ӆἷ⁮Ӳ ẅɀ

ӵ‮ ϱ ᶨ֛ ֑ɂ 

ϴϺтɁ фѬ ЕԊ ᵑ ẎӲЮ ҪӣҪѕ Ҫ ╢

Ỹ ϱ ‮ ẎӲɀ Ҫ Ҫ₀ӵ ᴾҊ Һ╢Ỹ

ϱ‮ ɀЀ ᴅה ӆἷ ɀ ẋּב Ỹ ᶶ

ӷ ɂ 

ϴϺϬɁ ֱ фѬӲ Ю Ɂџ≡ѕ ɀף Ͼ֟ ₀ӄɀẂ

ẋ‘ԝἻ֟ Ỹ Ɇ 

(ϩ) Ɇ70~80GSM(g/m2)ҎЀᴞᴴɜӹᴴɝ ἷ֝ӱ ɂ 

(ϰ) џ≡Ɇ д Ӳ џ≡ A4ɂ 

(Ͻ) ףɆẋ‘ԝἻ֟ɂ 

ϴϺϴɁ ֱ ἻẎӲЮֱ   ɀף

ѕ ᴭᴸ Ỹ֨ ɀẂ ӵӎᴮұЮי

ᴸ ף ₀ɂ 
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