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The Justification of Terminology and
the Discussions for

Rules of Official Document Writing

TIsai, Hui-Ju

Associate Professor, The Center for Language and Culture,

Kaohsiung Medical University

Abstract

This paper contains materials from the Document Processing Manual and Examples
of Document Processing compiled by the Secretariat of the Executive Yuan, as well as
other practical writing books on the market. By comparing the collected data with the
revised Act Governing the Forms of Official Documents, the current Rules Governing
References for Government Document Format, Rules for File Classification and
Cataloging and Revised Handbook of Punctuation released by the Ministry of Education,
along with examining related books, this study aims to go through government document
writing rules and practical writing textbooks to find out what can be improved when it
comes to practicing and interpreting official document writing. Hopefully, it will clarify
some uncertain details and strengthen the correctness of terms and rules for official
document writing. Furthermore, it will provide students and beginners with a better
learning path, enhance their learning outcomes, and improve their writing ability in
regard to non-creative expression. It is recommended that when it comes to revise the

Document Processing Manual in the future, experts and scholars in the IT, law and
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language fields and senior records/administrative clerks can all be invited to join the

discussion and bring this manual to perfection.

Keywords: terminology of practical writing, practical writing, non-creative
expression, Document Processing Manual, rules of official document

writing
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