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ABSTRACT

This paper, entitled “’The Procedure of Outgoing Letters at Regional
Investment Coordination Board”, is the result of field study conducted for one
month (1-28 February 2005) at Regional Investment Coordination Board. This
study is aimed at getting information and data about the procedure of outgoing
letters at Regional Investment Coordination Board.

The data of this study were collected by using interview, observation, and
library research methods. The observation method is aimed at obtaining the data
about the procedure of outgoing letters is applied at Regional Investment
Coordination Board. The interview method was conducted in the purpose of
getting further information about how the procedure of outgoing letters at
Regional Investment Coordination Board were applied. The library research
method was studied in order to get the references about theories of the procedure
of outgoing letters.

From the data which are presented in this paper, it can be concluded that
the procedure of outgoing letters consists of :

1. Drafting
Approving draft
Numbering
Typing
Legalizing
Recording
Copying of letters
Sending the letters
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