20244E B BAMFRIEHIRFEY T 32

VINRER FtE% HYEA

EBERBROHDH
BIZX3¥ME

IR - e

R - B | ey BRER -
5| LSV ol 523l

FEFEH 1
Secretarial Skills 1

37404 1 AT

v A 1 BEEIN 1. 2RiTH

FtH OBEE

LA 28T 2 12D ORISR BAE & Y -
RN ERIC LI MEL LCOEY i, T4 7a~<RY —@IZi%y
FAERRE 2 AT LSV OHGE « SR EGT 2352 LT
*ﬁi@ﬂ%@%\%%\ﬁﬁ%%ﬁb %ﬁ%fﬁﬁfﬂ
TERRCBRNLHONAETH D, Fi L« BGRERBUCER 2B <,

eq-

B— T LA /7 % R AR E T AR

747D7TJ L—@ITHIN T B, RIS
BRI B, VHEDEEX D LEST HEES.

g RICHIC O 5, BFOR, fs A
BRI R O 15 THEAT Lo#@ﬁ@ﬁ@ (P A EH)
ﬁé%&@ﬁfto#@ﬁ
fﬁi%%ﬁ@ﬁ& e ANL7ao

9-r>H+}
S ?w”r

FENE

EEEE

O WEREDr —RAMEEZEIC, #EE LT, AL LT
?b%ﬂéﬁ%ﬁ%?éo*?47m7ﬁ97%®ﬂﬁﬁﬁ

CHBRONL— L EER, kTF 4 S

- PR HEE ;ﬁ?ﬁ"
7% %@%L KRB A
471:1’\7j‘) —@IZH %’9"
. EURADY - BHIEEE
= @K*H%’:ﬁ“éo

uﬁbt@

<D&§&m%&t
L ARBET D,

ﬂ% Lt Z¢& %:333%

BTl
SIS

— A fRE, MELLT, AL LT
R%#é LINTE D, *F 47 0wEY

(LB IR HERR 0D L — L % R
%) 3T *747D7TJ/~®KW§
)7 BIEE, R ZTE UL ) = L s 5.

EBNERERTE D, *T%?mvf)/~®lﬁ%
® FLIEHRE %#? PELTFZ BT AL P mEmESR
THRIETE 5, X7 4 Fu<wRY —@ITFEY

FAEITRD DA NERET DRES E R O BRI TEI S

Im@ TOODE®»IZ] &F

B D BB & EMN

LRz S LN TE %,

NPl

EATH

%%T?hﬁ:&%ﬁﬁ@?ﬁiﬁ(%K%E@%%)%Twﬂ4b%ﬁbfﬁﬁﬁﬁ

EL=
RS HTHANTZY TE B,

REZIRVIRY | BETE /2R L TERPoTm eI L, AARITEMZ L72Y

<!

A

A3

%%KEVT\EE%@K

TED

oo Z L WEEGORBISL LIS EE XD Z &N

AR

Mot_&%a YOG EZEZ RN LRES LY

TR TE %,

B

ERELTWDANDOERZHLS 22T, BAOOERZIBAD ZENTE D,

AN
F—24

~(\\
7) s THULIEYE /)

LEA

pSIRE e

B, WO 2 REEDS IR

THEEATT AL DI — IV ESFAI LN TE S,

YANZ=VAN: LS s |

T XA N RUBETHR

TX AN [REREET % = 2 Mk (A F 20 HARR) 1, 200F+8i (HEA)
TRERRE 2 #k FERTRELE ) (FA H 20 ) 1, 200+t (A)
[EiEHEe) [ LW ADNLBJER D B EEE ) (ARA—b~HTr) 9330 +Fi
BB L DESE, B L DBE
AR H & O . FREFR, EURAERRGR., BV R AEREME - ISHEY
Ekk L DR L&Wit(foﬁwwi)\&%@E
HELOBE AL DL—IL

FEWRE T 2 —~v U AF L (B VX 2D TRE et NBIFRIZ OV TORES))
EHITOTH kfé wéﬁmm%mﬁkﬁbfﬂﬂmﬁ%%:onifo7y
Crr—ya VCEREBN TR . Mlla B TES - LA LET. mhik
DEEC S/ = L 2R TE AN e RR L LT, &%@ﬂ%&%xbﬁﬁﬁﬁ
bt L0, WERERRBICHRER L 9,
DEMTREEZTELL D,

WRETEHATHTY VU FOTPIHIIHRE LEE A,

W%wﬂﬁ#@wmfz#fa BEE LTSN,

F—AU—J RN, M ETHENE/-LERNE &, KIESLEL L L, 2l
T%&M%QiAAmﬁFT$Lm1<#ém P%wm“i B T AN
IINGZ TF, IR CRGEICHIG LW TREEZZIT T EE 0,




Lol 7]

il P 5 Moo | BIEAE  (|FFHMEEEE. FHlCH o CTERTIEE. FliiconwToa X b
PSE-3 F&
O
5 ) )
# | R (LR
K| Mate) -E| 0 O
| B DR
R @
®
D|v < NT A A AR B ICLEAT S,
%fzf%}’%%gb\fﬁéﬁ LeNEOBREZ L DR A > b &z
@|v RLi
A b
INT A B 40 |®|v ®$M$6’3¥a‘%0)1x%ﬂ%:‘ﬁm »CRBUTIS Tl ) O BEfE,  (847)
QOANFIEROEEEZ R L-aE L, B FomEE (8:5)
@\ v RIS U= S 358, @Y7 80GE. @@Hﬂmﬁ‘ﬂln‘k (852)
= @I 2006 NECRE 22 FEEE T & DA% (84
5 ®|v OTHESCHESFKL 5 LERIL LFOEXS (8/4)
&
2 @
P
@)
LAR—k 0o |®
@
qz
i ®
PF Dlv CHIE LCHAL C LA RIS LB LT — Y 3 v TR T B,
il %§¥E¢§Lt¢4/bﬁ@nﬁznfwéﬂ
R N
RERE (7 @|v DELWIATHE R STOARTTOS D, (104) A
L5 — @E Ty - BEHERR EX LWFIE, SEEVAHICONTN S, (1047)
Ve 50 @)V QM TITRERH DT L LT~ a2, (104)
v a - fFan @7 LB OB LCORENTE S, (104)
HIPESE) @|v ORBRILONDHOREED LIELOTHD L MR AMEERLE LT D
®|v
D|v %é%%)w:&wg LU B ERE N LRI A R S - LA TE B,
R e = b ke e BT (IR KA AL CRACE B,
oy @ v (R H.77) ) } o s
- %ﬁ&f}i}%bw PR CE o L TERD oI RE W L, RHATEMRZ L2, B THALZY TE 5,
& jfﬂ:é)ﬁ\(%ﬁ%)‘] 0 |®|v %@( SHOT BRSPS S L, BRRHORRIEEAIEES LG LITE,
% (THEREEL) (jzl;;%awn@*tﬁgzﬂm LEELLY, TBNTES,
@|v U A NDERAEM S ol BADEREELS = 4TS5,
@ / ;%%¥%er_rﬁj!§;ﬁii— éﬁj?@i?i?ﬁ%&?? FRENABICETT AL ON— N ETFLENTES, KELES
e A ] 100
G
[ 2052 B2 o FvE]
B LS (5F) R UA () D E%E BZE L ~UB(R) KUC(RT) DEHE
@Ebw@&%%ﬁ BHOET NI REs X512 | QELWEHEEEZED Z L TE 5,
QFLEBrT— g TlE, HEXE T,
@7 I/;jz%% varTiE, HEELTEL L TOA %@1}‘%7% RER L. BGEAEV AR LIS TE S LD
/ 3 l/\ Z cﬁ o
@@ B —, BEEERANMEEOTTERTES 510k | @SN TOBBE IR T 5,

@4 - Fid - BE - N—T 4 —ORNFEHEFTE D,

@/\ﬁﬂ\?f@ﬁ ZEMEL, EANZHIENRTE DL O12 |B (B) O+O+@+B DO~DH390%ZEM TE T D

@%% C -

BOETHIGTED LI

S (H) O+@+@+@+0 DO~O#390%5%

o
o

- /5%?4*@W§%@ﬁi L. ki
ERRTTE TV
AUE) D O @ @ 60 DO~ON80%EkTE T

8%,

c ) O @ @ @ O~@DN8%EKTETND




B[]

FENE BEDOEM I IE B L~LC (F]) D FHE TE -1 oy | A%
FVTTF— gy H .S LY MEBOMAZFEIZHOWTIE | (EE) BEOMEIZET 5 AR ™
AR T 2 ] 3%%7 LT R RER S ol VRSN Bl
DL . NG el I
b Lo B | Thiromown. » | By gy [EEEHIRTNT
D, ROOHNDA | x40 =vT—vay (g | COTLEUREICS | GREFEAL 0 190 |2k,
WMEHTE LA EDONE - Bl L) WCOMREZHRL, |6, WEeTs, koo ML 1=
-ré"wz“ LTy 2 V| GRS R [ BEDICRF S Z e FASH AN e {6 /)
CABIT O %, BEFA - T 5, oy o
N 7 &1 9,
CEMHEET XA N |#k. TP WEICROBNDAES) | (HE) B TH R ERE v A
fﬁ%’a’:ﬁfiﬁ“é B | [BRERT LB NPT X jﬁ}];iioggg Eﬁ%ﬁ?@%ﬁfﬁﬁﬁl@?ﬁﬁ%if FRE
AR [ TR (7Y ) Beni T 5, BT * e
YL SNnLHET ] * L mﬂ%%@ﬁ% B 5o D ﬂ L | e Ehisr e b f
LB T —vay | B BEAEGD, | To7LeotgEico | ETEERTOROTED 190 |aka
R RS mEon | RS W |\ ComE AL, |G, JLE Rl e fresh
v ¥ 32, BERAD - |EEHICHT S Lps | Eris Ly icanTs )
AT Ry 7T T& 5, : ey
90
PR T XA B %% AN MEITRD b DHHE (1) STl [ R I RER oy
4Lk T DR R T LTS |lconCERC R, §) | W s AU
CEALREOME |7 —ta ) BORBNTE B, (e T
Wzﬁﬂ)%‘é & *%Efn &:Ioﬁ#{%%ODf% H &M DA - % L iﬁ%&a)qzéﬂfj &mam HA
RS 0> L5 & E.\ WETFEAT O, TOT LB FEIZD EORR] THEORE LD 90 &z
DI | CRREA RS MR |\ ComS & ML oy
LB oo TH 5@ BN s it o0 o ko FAE T
TLE T ora s 170, BESAD EEINCIT 2 Z & | )5 wiln, TWRRERRET T 7
T}é%%?\i@ébéx%% 74— RNy 7 =T x5, EF & icnTsL oy e
K 90
AETIHRET AN R TLPY BECHI oV | () R o ERLE .
s LA T7e | ARMARTLELTF— | ¥R N ESUTERS | BUEREAEE 5, s LIktE
T &R B | YY) TE. KGR b8 | %iE S SUTERIESY EqRPA
o) ThoTes | KEE gm*%@ﬁg TE D, D BT 2, ﬁf%
_ e #H AT9 @éfb eI s AN y Tuy
% T a EMEEMRE . T |\ N oS & FE Coun WML epI L FE(E /)
TMEEZEC DL | 2. mEHEDOT ¢ — K {ﬁkiga@;g%ﬁf;ﬂ f?ﬂ?éﬁfégﬁﬁ%g @Haajj
° it & CHRITDI LD | FA FHREERET o
¥ RNy 75279, TX 5, g %5;66:%“(%‘& LA
. T XA b i A P e REL L ORI TEa— | (08 2Tl R e
r%ﬁm% RMAR T LEy | TUATAL RS L | e T S, M LIRtE
ML » B ) FZT g DLEMEBHL, KT | x7-L Z é\illﬁl;jiib\ K1)
(S5 LS5 - Bx GO | kFH L BREoMK BN TE S, . ’C/}E?I@&‘%T;i@%?‘éo AR
H = u ;;2 J_J:\_g:ji;&—)?4 b g%’@ﬂﬂ@%L XTLT@ (?’l:l) %Epu%ﬁzTﬂF% ]\ ﬁjj
Al _ By 20 S |7V IEE a)b\f@t R AR TREL (90 |givk gy
c TR Ty gy | RREEME . S eemigl EENCES |5 MEh) TELy - M by
&Epay pa— | O FEEIED 5 LNTE D, XHOIGH] Eaiir, A i Ejj
I 74— Ry s &fT RRERETSIAEOE gj%ﬁ
D% =FNTEL,
ETRET X AL Wk LT WA RO ONHUE | EH) BECH-TT Y v
(BaE) B | BT ey ICBNCBGERIE LV | M el T, ML - IRE
1 va ) SEB O OYSERTE |2 é\illﬁlé«jkib\f& ;ﬂﬂz
- LB UTF— g *%%&@ﬁ%{%@ﬁﬂg\ %o Efngﬁﬁfgiﬁéﬂgz n A
GaEEEEET S | PEENTD. Aromosiica L | () Ry 0 |21
Cl=] ,,C®7 I/'IZ/:IJ:E{% 5 ﬁ&uﬂj %Eﬁﬁun] 17(% EIJ]Ejj
- EREARRE ED |\ \ComE L. | L PRRERTE Y 7(5 )
W T oORRE & B 6&9& BENTHL, WEE
L LRl Tl B R I TR SN AR L))
° T& 5, 52, LR
T WL = | () BECHo L RERE ‘
r%g’gjﬁﬁég %;% NS f“fﬁ?\fg{? nomE | %%ﬁ%ﬁfﬁiu i) kf A
2 e psgonE, sx | SEBVORERTE | E2hiy ) R
WAL 4 i < TEGSe iy oo 2. () Wi oy
LB T g *T;j{%@ﬁzﬁch;dﬁufgé%\ gg»ﬁ:ﬁﬁ@%gg AP Mgas)  THSBHGE] 2238 | 90 s
e (I E i KU E ¢ - Ul S P v & e
- EEA R fRE OfiF WTORE % BfFE L. x 33 Lk 5@:%1,\“%13? % 5{11;j}
B BEBINOY (=% BEENICRGS 2 | SElLTE BaToM~ %ﬁi@
179 TX 5, AR e
ETRET XX LW T EVXATOBAHIEAE | () Fchor ) [ & e
B OFER DRART LY | SHofETr ) EkE |G R, B, e e
H%J%@;%WJ T—a ] Fro, MENHSOLY | repoilcasg, 20 =i1)
Ter s ay | ¥RELDEON | STEEAUSSERT \REEG o gy | TR
» Jf 75, i il 5 y
PREATIGR %Fq%%g&;ﬁ ? fipss E E”Mﬁ@%é et LT | T s 90 A& 7]
DR, TR RO SFAA T SO gER T AR LR
— AN H 741 & = o WL N 28 3 L
JAT RS 7T o s - Lavexg, | SUAEORENTHES e

90

REN4  EARNE BE T

AT

PREIESL)

7 RIES) FE(EH EIES ki

TR ) BUEEME AbvAzy be-v )




B[]

B SEENR BROEMSYE | BEL-AC) O R TH - 5 G | BHA
¥ Tas Pl ﬁ%ﬁ;ﬁw e E? REOY | SEEETRET LY
S F—ICOV THRE D 5 1 EAT7]
F—] =5 f— - *%F&%ﬁ@_mﬁg PR | OFRMRN T O, MR 2 72 & 2 AR 2B HE
L e lhoepgee | SHEODIERCYL LR SRoRECR 6,
9 |~ I/O'YZ ST —va s Q _/3 j»f,b\fifzgﬁw% T, T7xbZen (%%) [/3—F 4 —FD A 90 A& AN
[8—F ¢ —ED % TX 5, vE—F ) IZBL TR, #ET Fei=H
gy ;%Eqi%ﬁ*éo RS D DB ZPCE Do THRIE & ftﬁﬂ;jj
B, EEEIEDT £ — Ny A HRRICTEILL B3 < iR (Al
7 %475, DEETHRIT 2, PSTRE
s LT —va v %% - LB A CRATEZ L& | R 7L e BoEse o oy
R CREALREE | THCHERL TS g BB TETO5, 8550 2wt g
BIZOWTOER % ﬁ;ﬁ%ﬁrﬁﬂ“o RIS BR A | S S I TRIoLE 3 R
£ (HIBRFERI35)) *JEH L BEHEOM |0, MTFITEZD A% | Gy i ki B =
" B, BEHETH, | AEFEOTHIEN |onc srotizrs, |90 |Gy,
HCH ST~ L DR | TE D, L ey %[5 1)
HEERR L, BET Tl RIRERIEST % 2 {l:ﬁﬂﬁ'ﬁjj
éo }\%I"?%b W@%i&y)é %a'fi
- E Wik TV %ETH S T-RE (57%) WEOHEIBT oy
s FLBYT—vay | knmlsigonE, 55 | b 5 —EEETs L é%ﬁf% igz@z@% 7 %%\é
THCRI) O | FEE e ) e | B CE Do TR A W 5y
11 R A L A LI IHERE O B ORI w%ﬁmaﬁé 90 lapsdn
T apson ERm LT I%E ;i%i ;%;ugﬂ%g%g?:%g pidl R
B M ey |FBPRTERTE S, TG THERTET @Hﬁjj
7 %179, pzkeXas
- kB e [1234] Eﬁ%%— - FLer RETHE T LEL | HEEETH LT LY b
LT —var | IR LB 5—FEEB T D I N | L7y A BERE 45
' % S0 . BT & ORI RS K1)
S (e A TE Do %. ZORAREPCE Do R
KBZA A TRET ) e L S BEI IR O B R | Clask S iigkic 7HILL 57
12 B, BEGEATS, | EE#LTEA%% La< wEoEECHE |90 |gidEsy
CEMEARE, I | Swsstancxs, |Ta. %}gﬁ
7%, REHED (TH) KRBIEP143~152 @H;jj
T A= RNy 7 AT ¥ ToZRERET
5. X5 L3I THL ., B
gk [1EE) .ﬁ% - TLEy BETEHS T 2L | (HE)RE TR -T2/ o
LT —v gy | IR LEY ) —EEETHZ LN |EEEET S, F47H
R TEARE L] |Tovay TX%, (73) EMHEHEP153~ RRER
B PR e e T REIE AR D [ DRy | 1o8&TEA, P2 fif %3
13 | oA EEA W BSTE(0. | ZEMLCH MgE | S CERICHERD 190 \qid )
CEMEAMRE, ML | mws - b Txs, |PPTHAHTEAAD Q}gjj
T5, BEHEHD a L, AR, pi)
?4—]\“/\y7igﬁ REIDTHETEIT D K fEA IS 77
5. 51t 5. ) BUHE
INF A W LY FELUCE o mEMS | ((BE) /T A D 2R EAM
TLErT—valt | %FHELEBHEOR | ICOVTOEBERTE T, TLErT— FA7 )
g2 T OB | B, BE A0, | B, R P AR Wz
Rz AR T | S EToERROT L |HET 5. (%7
14| 3. gg$r§@74~ Prafr) 2 LItk (P 7 2 Msicli |90 \aidh
WGEIZHOWT KX 7 24T 9 D, 7L BlE% |22, LB T— YV
BOZLNTE D, va v oY 5, e /g
BiHErE
R _ob\f P INETRETITo L | MM EEBICE | (@8 FENEORE Sk
e 7l A Kb S D FEG (R 7‘5&1&5&@% J:ng Paeds, Avryvy ety
% il & e HOBE, &, AEZ e L, HERCE | FREORMHEZPCE S R
REHEE LD B ~T . AP |G 5 7o CHRE S LT i
15 L) ofLprArT ICTRIDLESRE S, f2ih 190 g,
<~ RTIT 9, L TR ET 5, 515 )
EIE )
B

HE 4« BIRME BXhnT ) FEATH BRI R

RHED RED RET BT ikt

TEULIR ) A AbV ATy he-l )




