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2  ʝ ˕Њ  

 

2.1  ʝ ˕Њ ǵ ȓ 

 

 

 

  

2.2. 2 ˕֓қ ǵ ї 

 

֞  

  

֓қ  

֞̂  

ɟɶɩ 

ĦŪ ˕֓қ ǵ  

 

ĦŪ 2.2. 4 ˕֓қ ǵ  

 

 

ɟɶɩ 

2.2. 7 Њ ᾴ ǵ ї 

 
ǀ ҲǁЊ ᾴ ֞̂ ǵ  

 

ǀ ҲǁЊ ў ǵ  

 

2.2. Њ ᾴ ֞̂ ǵ  

 

֞̂  

ɟɶɩ 

2.2. 9 Њ ў ǵ  

 

Ħū 2.2. 5 ǵ ї  

 

Ħū 2.2. 6 ֞̂ ǵ   

 

Ħūǀ Ҳǁ ֞̂ ǵ  

 

Њ  

ᾴ  

 

֞̂  

ɟɶɩ 

Ħū 2.2.10 ͔ ǵ  

 

Ħū ͔  

  

  

 ɟɶɩ 

 

Џ  

 

ǀ Ҳǁ ˕֓қ ֞̂ ǵ  

2.2.1 ̏  

 

2.2.3 ˕֓қ ֞̂ ǵ  

˕֓қ ǵ  

 

ɟɶɩ 
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ĦŪ ʝ ˕Њ ɵʝ ˕Њ (˗Ѽ˗♥ᾃ )ǵḹֻƲ ˕֓қ ǵ

Ǔⱳ ǯǱȑȅǠƳ 

Ħū ╛Ǔ ֻ ͔ Ϲ ǵḹֻƲ ǵ їǓⱳ ǯǱȑȅǠƳ 

ĦŬ Њ ╛ʝ ˕Њ ˗Ѽ˗♥ᾃ ȅǦǶ˗♥ᾃ ǲǑǋǭ Β ǯ 

ǱǪǦḹֻƲ˗♥ᾃ ǵ їǓⱳ ǯǱȑȅǠƳ 

 

  

  

  

ĦŬ Β ɵ˗♥ᾃ ǵ  

 

ĦŬ 2.2. 12 ˗♥ᾃ ї͒ ǵ  

 

֞  

  

ĦŬ 2.2. 11 ˗♥ᾃ ǵ  

 

ĦŬ 2.2. 13 ˗♥ᾃ ǵ ї 

 

 

ɟɶɩ 

ĦŬ ˗♥ᾃ ֞̂ ǵ  

 

ĦŬ 2.2. 14 ˗♥ᾃ ֞̂ ǵ  

 

ᾃ  

 

 

2.2 .16 ὑ ǵ  

ĦŬ 2.2. 15 ˗♥ᾃ ǵ  

 

ĦŬ ˗♥ᾃ ǵ  

 

ĦŬ ˗♥ᾃ ї͒ ǵ  

 

 

ɟɶɩ 

֞̂  

ɟɶɩ 

 

ɟɶɩ 

 

ɟɶɩ 
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2.2  ̸  

2.2.1  ̏  

̏ș ǞȅǠƳ 

(1)  ̏ʝ ǵ  

ᾍ ǯǱȒ ̏ș ǞƲ ̏ʝ ș ǞȅǠƳ 

 
 

ǀ ̸ ǁ 

ŪƼ ̏ Ḹ ׀̏ ƽѦǵƼ ׀̏ ƽɨɱȭșȭɨɁȭǞƲ 

̏ǵКὦș ǞȅǠƳ 

ūƼ ˕֓қ /֓қ / їƽѦǵƼ їƽɚȽɱșȭɨɁȭǞƲ 

 ˕֓қ ș їǞȅǠƳ 

 

ǀ ǁ 

Ƽ ˕֓қ /֓қ / П їƽѦǵƼП їƽɚȽɱ 

   ǵП їǓ ֯ǜȓǦḹֻǲ ǜȓȅǠƳ 

    ǔǲǫǋǭǶƲ ǲ ǞǭǖǧǜǋƳ 

 

  

Ū 

ū 
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2.2.2  ˕֓қ ǵ ї 

˕֓қ ș їǞȅǠƳ 

(1)  ˕֓қ ǵ̸  

˕֓қ ș̸ ǞȅǠƳ 

 

ǀ ̸ ǁ 

Ū ֺЊҘ ǲ ˕֓қ ǵ ḸșЊҘǞȅǠƳ 

ūƼ їКὦ ƽɚȽɱșȭɨɁȭǞƲ їКὦș ǞȅǠƳ 

 

ǀ ǁ 

ⱳ ׀  Ẏ Ἤ   

JV ֓қ -  -  JV ǲȏȒ֓қǵḹֻƲ ǞȅǠƳ 

ֵ -  -  ֵș ǞȅǠƳ 

̔ ׀  -  -  ̔ ׀ ș ǞȅǠƳ 

Ū 

ū 
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ⱳ ׀  Ẏ Ἤ   

̔ ׀̱  ơ Ћ  

Ἤ 

JV ǲȏȒ֓қǵḹֻƲ̔ ׀̱ șЊҘǞȅǠƳ 

ĦJV ֓қǓ ǜȓǭǋȒḹֻƲⱳ ЊҘǮǠƳ 

̔ ͛ ֵ -  -  ̔ ͛ ֵș ǞȅǠƳ 

̔ ̮  -  -  ̔ ̮ ș ǞȅǠƳ 

☻ - ׀  -  ☻ ș׀ ǞȅǠƳ 

- ׀  - ș׀  ǞȅǠƳ 

̈ ֵ -  -  ̈ ֵș ǞȅǠƳ 

̈ FAX ֵ -  -  ̈ FAX ֵș ǞȅǠƳ 

- ׀  - ș׀  ǞȅǠƳ 

ᵀֵ( ϼ׀ ) Ʀ Ћ  

Ἤ 

ᵀֵ( ϼ׀ )șЊҘǞȅǠƳ 

ϼ Ʀ Ћ ׀  

Ἤ 

ϼ  șЊҘǞȅǠƳ׀

ϼ̮  Ʀ Ћ  

Ἤ 

ϼ̮ șЊҘǞȅǠƳ 

ϼ ֵ Ʀ ӭ  

25 Ἤ 

ϼ ֵșЊҘǞȅǠƳ 

ϼ E- Mail  Ʀ ӭ  

100 Ἤ 

ϼ E- Mail șЊҘǞȅǠƳ 

̂  Ʀ -  Ƽ֓ ƽɚȽɱșȭɨɁȭǞƲ ̂ ș ♥ƲƼ ̂

қƽɚȽɱșȭɨɁȭǞȅǠƳ 

Ƽ ̂ ƽǶƲȳȢȸǓֻ 10MB ȅǮƲɓȟȢɩ׀Ǔ Ẏ

50 ἬȅǮǵɓȟȢɩǓ ̂֯ ǮǠƳ 

VE  -  -  Ƽ֓ ƽɚȽɱșȭɨɁȭǞƲVE ș ♥ƲƼVE

қƽɚȽɱșȭɨɁȭǞȅǠƳ 

ĦЊ VEƼ ȑƽǵ ̏ǵḹֻǲ ǜȓȅǠƳ 

Ħ JV Ǯ֓қǠȒḹֻƲ ̔ ǵКƲ̈ ̔ ǵ ICȩɶɇǮɫȮȢɱǞƲ֓қ ș Ǫǭ 

ǖǧǜǋƳ 

Ħ ̂ɓȟȢɩǲ ǞǭǶƲʤ ǵɓȟȢɩ̊ẆǶ ̂ǠȒǚǯǓǮǔȅǢȚƳ 

   xlsƲdoc ǵ֦ǋOffice ◐╛ǵɓȟȢɩǶƲȹȫɣɨɄȡʣǵ Ǯ ẲǞǭǑȑȅǢȚƳ  

 

 

 

  

Microsoft Office ɓȟȢɩ Excel  xlsxƲxlsmƲxls 

Word  docx Ʋdocm Ʋdoc  

PDF ɓȟȢɩ pdf  

ᶿ ɓȟȢɩ zip 

Ħ ̂ǠȒɓȟȢɩǶⱳǡȤȡɩȷȿȥɁȭș ǪǭǖǧǜǋƳ 

ȅǦƲZip ɓȟȢɩș ̂ǠȒ ǲǶɏȷɭɶɇș ὑǞǱǋǮǖǧǜǋƳ 

Ȥȡɩȷǲ ǞǦɓȟȢɩȋɏȷɭɶɇǓ̂ǋǦ Ƕ ǮǔǱǋ 

ǦȈƲẕ ǯǱȒḹֻǓǉȑȅǠƳ 
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(2)  ˕֓қ ǵ ї 

˕֓қ ș їǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲ ˕֓қ ӽѱ ș ǞȅǠƳ 

ūƼ їƽɚȽɱșȭɨɁȭǞƲ ˕֓қ ș їǞȅǠƳ 

 

  

Ū ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 
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ƨӽѱ  
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(3)  ˕֓қ ֞ͬ ǵ  

˕֓қ ֞ͬ ș ǞȅǠƳ 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲ ˕֓қ ֞ͬ ș ǞȅǠƳ 

֞ͬ ǶƲ̊♥ ǠȒǚǯǓǮǔȅǢȚǵǮƲ ǏǓⱳ ǱḹֻƲⱳǡǚǵ ǵ 

ӽѱș ǪǭǖǧǜǋƳ 
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ƨӽѱ  

Ū 
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2.2.3  ˕֓қ ֞̂ ǵ  

˕֓қ ֞̂ ў ș ǕȒǯ ˕֓қ ֞̂ Ǔ ǜȓȅǠƳ 

ǜȓǦ ˕֓қ ֞̂ ș ǞȅǠƳ 

(1)  ˕֓қ ֞̂ ǵ  

ᾍ ǯǱȒ ̏ș ǞƲ ̏ʝ ș ǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

ŪƼ ˕֓қ /֓қ / ֞̂ ƽѦǵƼ ƽɚȽɱșȭɨɁȭǞƲ 

  ˕֓қ ֞̂ ș ǞȅǠƳ 

 

  

Ū 
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ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  
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(2)  ˕֓қ ֞̂ ǵ  

˕֓қ ֞̂ ș ǞȅǠƳ 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲ ˕֓қ ֞̂ ӽѱ ș ǞȅǠƳ 
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ƨӽѱ  

Ū 
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2.2.4  ˕֓қ ǵ (ʝ ˕Њ ɵʝ ˕Њ (˗Ѽ˗♥ᾃ )ǵḹֻ) 

˕֓қ ș ї♥Ʋ Ǔ֓қ ș ǞƲ ˕֓қ ș 

ǞȅǠƳ 

ǜȓǦ ˕֓қ ș ǞȅǠƳ 

(1)  ˕֓қ ǵ  

ᾍ ǯǱȒ ̏ș ǞƲ ̏ʝ ș ǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

ŪƼ ˕֓қ /֓қ / ƽѦǵƼ ƽɚȽɱșȭɨɁȭǞƲ 

  ˕֓қ ș ǞȅǠƳ 

  

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  
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(2)  ˕֓қ ǵ  

˕֓қ ș ǞȅǠƳ 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲ ˕֓қ ӽѱ ș ǞȅǠƳ 
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ƨӽѱ  

Ū 
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2.2.5  ǵ ї( ֻ ͔ Ϲ ǵḹֻ) 

/ ș їǞȅǠƳ 

 

(1)  / ǵ  

ᾍ ǯǱȒ ̏ș ǞƲЊ ʝ ș ǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

 ŪƼ / Ě їƽѦǵƼ їƽɚȽɱșȭɨɁȭǞ 

   / ș їǞȅǠƳ 

 Ħ / ǵ ї ǶƲЊ ֞̂ Ồ˔ὑ ȅǮǯǱȑȅǠƳ 

Њ ֞̂ Ồ˔ὑ ș ǠȒǯƲ / Ǔ їǮǔǱǖǱȒǦȈƲ 

Ǜ ǖǧǜǋƳ  

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

40  

(2)  / ǵ̸  

/ ș̸ ǞȅǠƳ 

 

ǀ ̸ ǁ 

ŪƼ֓ ƽɚȽɱșȭɨɁȭǞƲ ̂ ș ǞȅǠƳ 

ūƼ їКὦ ƽɚȽɱșȭɨɁȭǞƲ їКὦș ǞȅǠƳ 

ǀ ǁ 

ⱳ ׀  Ẏ Ἤ   

ֵ -  -  ֵș ǞȅǠƳ 

̔ ׀  -  -  ̔ ׀ ș ǞȅǠƳ 

̔ ׀̱  -  -  ̔ ׀̱ ș ǞȅǠƳ 

Ħ JV ֓қǵḹֻǲ ǞȅǠƳ 

̂  Ʀ -  Ƽ֓ ƽɚȽɱșȭɨɁȭǞƲ ̂ ș ǞȅǠƳ 

Ƽ ̂ ƽǶƲȳȢȸǓֻ MB ȅǮƲɓȟȢɩ׀Ǔ Ẏ 50

ἬȅǮǵɓȟȢɩǓ ̂֯ ǮǠƳ 

Ħ ̂ɓȟȢɩǲ ǞǭǶƲʤ ǵɓȟȢɩ̊ẆǶ ̂ǠȒǚǯǓǮǔȅǢȚƳ 

   xlsƲdoc ǵ֦ǋOffice ◐╛ǵɓȟȢɩǶƲȹȫɣɨɄȡʣǵ Ǯ ẲǞǭǑȑȅǢȚƳ  

 

 

 

  

Microsoft Office ɓȟȢɩ Excel  xlsxƲxlsmƲxls 

Word  docx Ʋdocm Ʋdoc  

PDF ɓȟȢɩ pdf  

ᶿ ɓȟȢɩ zip 

Ū 

ū

ᵒ  

Ħ ̂ǠȒɓȟȢɩǶⱳǡȤȡɩȷȿȥɁȭș ǪǭǖǧǜǋƳ 

ȅǦƲZip ɓȟȢɩș ̂ǠȒ ǲǶɏȷɭɶɇș ὑǞǱǋǮǖǧǜǋƳ 

Ȥȡɩȷǲ ǞǦɓȟȢɩȋɏȷɭɶɇǓ̂ǋǦ Ƕ ǮǔǱǋ 

ǦȈƲẕ ǯǱȒḹֻǓǉȑȅǠƳ 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 
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(3)  / ǵКὦ  

/ ǵКὦș ǞȅǠƳ 

 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲ / ӽѱ ș ǞȅǠƳ 

 

 

 

ĦӽѱǠȒḹֻǶƲCtrl P ȅǦǶֳȭɨɁȭŁƼӽѱƽǮӽѱǞǭǖǧǜǋƳ 

 
Ū 

ƨӽѱ  

 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  
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(4)  / ǵ ї 

/ ș їǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

Ū Ƽ їƽɚȽɱșȭɨɁȭǞƲ / ș їǞȅǠƳ 

 

  

 
Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  
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(5)  ֞ͬ ǵ  

֞ͬ ș ǞȅǠƳ 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲ ֞ͬ ӽѱ ș ǞȅǠƳ 

   ֞ͬ ǶƲ̊♥ ǠȒǚǯǓǮǔȅǢȚǵǮƲ ǏǓⱳ ǱḹֻƲⱳǡǚǵ ǵ 

   ӽѱș ǪǭǖǧǜǋƳ 

 

 

 

ĦӽѱǠȒḹֻǶƲCtrl P ȅǦǶֳȭɨɁȭŁƼӽѱƽǮӽѱǞǭǖǧǜǋƳ  

 
Ū 

ƨӽѱ  



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  
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2.2.6  ֞̂ ǵ ( ֻ ͔ Ϲ ǵḹֻ) 

֞̂ ș ǞȅǠ 

 

(1)  ֞̂ ǵ  

ᾍ ǯǱȒ ̏ș ǞƲ ̏ʝ ș ǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

ŪƼ / Ě֞̂ ƽѦǵƼ ƽɚȽɱșȭɨɁȭǞ 

֞̂ ș ǞȅǠƳ 

  

 
Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  
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(2)  ֞̂ ǵ  

     ֞̂ ș ǞȅǠ. 

 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲ ֞̂ ӽѱ ș ǞȅǠƳ 

 

 

 

ĦӽѱǠȒḹֻǶƲCtrl P ȅǦǶֳȭɨɁȭŁƼӽѱƽǮӽѱǞǭǖǧǜǋƳ  

ƨӽѱ  

 
Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

46  

2.2.7  Њ ᾴ ǵ ї 

Њ ֞̂ Ồ˔ὑ ș ǠȒǯƲЊ Ǔ ї֯ ǯǱȑȅǠƳ 

(1)  Њ ᾴ ǵ  

ᾍ ǯǱȒ ̏ș ǞƲЊ ʝ ș ǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

ŪƼЊ /ПЊ / ƽѦǵƼЊ їƽɚȽɱșȭɨɁȭǞƲЊ ș їǞȅǠƳ 

ū ᾴș їǠȒḹֻǶƼ ᾴƽѦǵƼ їƽɚȽɱșȭɨɁȭǞȅǠƳ 

Ħ ᾴǶƲЊ ֞̂ Ồ˔ὑ ̊ѼǮȉ їǓ֯ ǮǠƳ 

  

Ū ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

47  

(2)  Њ ǵ̸  

Њ ș̸ ǞȅǠƳ 

 

ǀ ̸ ǁ 

Ū ֺЊҘ ǲЊ ǵ ḸșЊҘǞȅǠƳ 

ūƼ їКὦ ƽɚȽɱșȭɨɁȭǞƲ їКὦș ǞȅǠƳ 

  

ū 

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

48  

ǀ ǁ 

ⱳ ׀  Ẏ Ἤ   

Њ  Ʀ ӭ Ἤ Њ șЊҘǞȅǠƳ 

ǖǟ ֵ Ʀ -  ἧǖǟșὕ ǠȒ ̏ǵȆ ǜȓȒ ǮǠƳ 

ǖǟ ֵșЊҘǞȅǠƳ 

000   999 ǵ 3 ǮЊҘǞǭǖǧǜǋƳ 

К  Ʀ -  К ș Ǎ ̏ǵȆ ǜȓȒ ǮǠƳ 

Ƽ֓ ƽɚȽɱșȭɨɁȭǞƲК ș ♥ƲƼ ̂

қƽɚȽɱșȭɨɁȭǞȅǠƳƼК ƽǶƲȳȢȸǓֻ

MB ȅǮƲɓȟȢɩ׀Ǔ Ẏ 50 ἬȅǮǵɓȟȢɩǓ ̂֯

ǮǠƳ 

ֵ -  -  ֵș ǞȅǠƳ 

̔ ׀  -  -  ̔ ׀ ș ǞȅǠƳ 

̔ ׀̱  -  -  ̔ ׀̱ ș ǞȅǠƳ 

Ħ JV ֓қǵḹֻǲ ǞȅǠƳ 

- ׀  - ș׀  ǞȅǠƳ 

ϼ  

ᵀֵ( ϼ׀ ) 

Ʀ Ћ  

Ἤ 

ϼ ᵀֵ( ϼ׀ )șЊҘǞȅǠƳ 

ϼ  

 ׀

Ʀ Ћ  

Ἤ 

ϼ  șЊҘǞȅǠƳ׀

ϼ  

̮  

Ʀ Ћ  

Ἤ 

ϼ ̮ șЊҘǞȅǠƳ 

ϼ  

ֵ 

Ʀ ӭ  

25 Ἤ 

ϼ ֵșЊҘǞȅǠƳ 

ϼ  

E- Mail  

Ʀ ӭ  

100 Ἤ 

ϼ E- Mail șЊҘǞȅǠƳ 

 

ĦК ǲ ǞǭǶƲʤ ǵɓȟȢɩ̊ẆǶ ̂ǠȒǚǯǓǮǔȅǢȚƳ 

  xlsƲdoc ǵ֦ǋOffice ◐╛ǵɓȟȢɩǶƲȹȫɣɨɄȡʣǵ Ǯ ẲǞǭǑȑȅǢȚƳ  

 

 

 

 

 

 

 

 

 

 

  

Microsoft Office ɓȟȢɩ Excel  xlsxƲxlsmƲxls 

Word  docx Ʋdocm Ʋdoc  

PDF ɓȟȢɩ pdf  

ᶿ ɓȟȢɩ zip 

Ħ ̂ǠȒɓȟȢɩǶⱳǡȤȡɩȷȿȥɁȭș ǪǭǖǧǜǋƳ 

ȅǦƲZip ɓȟȢɩș ̂ǠȒ ǲǶɏȷɭɶɇș ὑǞǱǋǮǖǧǜǋƳ 

Ȥȡɩȷǲ ǞǦɓȟȢɩȋɏȷɭɶɇǓ̂ǋǦ Ƕ ǮǔǱǋ 

ǦȈƲẕ ǯǱȒḹֻǓǉȑȅǠƳ 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

49  

(3)  Њ ǵКὦ  

Њ ǵКὦș ǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲЊ ӽѱ ș ǞȅǠƳ 

Ħ Њ ǶƲʝ↓ їǠȒǯ̊ Њ ǱǰǵКὦș ǠȒǚǯǓǮǔǱǖǱȑȅǠƳ 

ǏǓⱳ ǱḹֻƲⱳǡǚǵ ǵӽѱș Ǫǭǖǧǜǋ  

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

50  

 

 

ĦӽѱǠȒḹֻǶƲCtrl P ȅǦǶֳȭɨɁȭŁƼӽѱƽǮӽѱǞǭǖǧǜǋƳ 

 

  

ƨӽѱ  



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

51  

(4)  Њ ǵ ї 

Њ ș їǞȅǠƳ 

 

 

ǀ ̸ ǁ 

ŪƼЊ їƽɚȽɱșȭɨɁȭǞƲЊ ș їǞȅǠƳ 

 ū ȾȢȠɫȮǓ ǜȓȅǠǵǮƼOKƽɚȽɱșȭɨɁȭǞǭǖǧǜǋƳ 

 

 

 

 

 

  

Њ ǶƲʝ↓ їǠȒǯКὦǵ Ʋ֝ ʤǙƲʹ ƲП їǶʝ

ўǮǔȅǢȚǵǮǛ ǖǧǜǋƳ 

Ū 

ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

52  

(5)  Њ ֞ͬ ǵ  

Њ ֞ͬ ș ǞȅǠƳ 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲЊ ֞ͬ ӽѱ ș ǞȅǠƳ 

֞ͬ ǶƲ̊♥ ǠȒǚǯǓǮǔȅǢȚǵǮƲ ǏǓⱳ ǱḹֻƲⱳǡǚǵ ǵ 

ӽѱș ǪǭǖǧǜǋƳ 

 

 

ĦӽѱǠȒḹֻǶƲCtrl P ȅǦǶֳȭɨɁȭŁƼӽѱƽǮӽѱǞǭǖǧǜǋƳ 

Ū 

ƨӽѱ  



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

53  

(6)  ᾴǵ̸  

ᾴș̸ ǞȅǠƳ 

 

 

ǀ ̸ ǁ 

Ū ֺЊҘ ǲ ᾴǵ ḸșЊҘǞȅǠƳ 

ūƼ їКὦ ƽɚȽɱșȭɨɁȭǞƲ їКὦș ǞȅǠƳ 

Ħ ᾴǵ̸ ̊ ǵ ̸ ǶƲ(3)Њ ǵКὦ (5 ) Њ ֞ͬ ǵ ǯ 

ֿ ǮǠƳ 

 

ǀ ǁ 

ⱳ ׀  Ẏ Ἤ   

ֵ -  -  ֵș ǞȅǠƳ 

̔ ׀  -  -  ̔ ׀ ș ǞȅǠƳ 

̔ ׀̱  -  -  ̔ ׀̱ ș ǞȅǠƳĦ JV ֓қǵḹֻǲ ǞȅǠƳ 

- ׀  - ș׀  ǞȅǠƳ 

ϼ ᵀֵ( ϼ׀ ) Ʀ Ћ  

Ἤ 

ϼ ᵀֵ( ϼ׀ )șЊҘǞȅǠƳ 

ϼ Ʀ Ћ ׀  

Ἤ 

ϼ  șЊҘǞȅǠƳ׀

ϼ ̮  Ʀ Ћ  

Ἤ 

ϼ ̮ șЊҘǞȅǠƳ 

Ū 

ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

54  

ⱳ ׀  Ẏ Ἤ   

ϼ ֵ Ʀ ӭ  

25 Ἤ 

ϼ ֵșЊҘǞȅǠƳ 

ϼ E- Mail  Ʀ ӭ  

100 Ἤ 

ϼ E- Mail șЊҘǞȅǠƳ 

 Ʀ Ћ  

Ἤ 

șЊҘǞȅǠƳ 

  



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

55  

2.2.8  Њ ᾴ ֞̂ ǵ  

Њ ᾴ ș їǠȒǯЊ ᾴ ֞̂ Ǔ ǜȓȅǠƳ 

(1)  Њ ʝ ǵ  

ᾍ ǯǱȒ ̏ș ǞƲЊ ʝ ș ǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

ŪƼ֞̂ / ʝ ƽѦǵƼ ƽɚȽɱșȭɨɁȭǞƲЊ ʝ ș ǞȅǠƳ 

 

  

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

56  

(2)  Њ ᾴ ֞̂ ǵ  

Њ ᾴ ֞̂ ș ǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

Ū ׀ǓЊ ֞̂ ǵƼ ƽѦǵƼ ƽɚȽɱșȭɨɁȭǞƲ 

Њ ֞̂ ș ǞȅǠƳ 

Ħ ᾴ֞̂ ǵḹֻǶƲ ǓƼ׀ ᾴ֞̂ ƽǯ ǜȓȅǠƳ 

 

ǀ ǁ 

ƼḦ ᶥ ƽѦ     Ḧ ᶥ Ǔ ǜȓȅǠƳ 

Ƽ Ǔ׀     ƽѦ׀ ǜȓȅǠƳ 

Ƽ ̂ƽѦ  ̂Ǔ ǜȓȅǠƳ 

Ƽ ƽѦ    ֺ ș ǞǦḹֻǶƼ֓ ƽƲ 

ǵḹֻǶƼ ֓ ƽǯ ǜȓȅǠƳ 

  

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

57  

(3)  Њ ᾴ ֞̂ ǵ  

Њ ᾴ ֞̂ ǵ șǞȅǠƳ 

Ħ ᾴ֞̂ ǵ ȉֿ ǮǠƳ 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲЊ ֞̂ ӽѱ ș ǞȅǠƳ 

 

 

ĦӽѱǠȒḹֻǶƲCtrl P ȅǦǶֳȭɨɁȭŁƼӽѱƽǮӽѱǞǭǖǧǜǋƳ 

Ū 

ƨӽѱ  



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

58  

2.2.9  Њ ў ǵ  

Њ Ǔ ўǯǱȒǯЊ ў Ǔ ǜȓȅǠƳ 

(1)  Њ ʝ ǵ  

ᾍ ǯǱȒ ̏ș ǞƲЊ ʝ ș ǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

ŪƼ֞̂ / ʝ ƽѦǵƼ ƽɚȽɱșȭɨɁȭǞƲЊ ʝ ș ǞȅǠƳ 

 

  

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

59  

(2)  Њ ў ǵ  

Њ ў ș ǞȅǠƳ 

 

 

ǀ ̸ ǁ 

Ū ׀ǓЊ ў ǵƼ ƽѦǵƼ ƽɚȽɱșȭɨɁȭǞƲ 

Њ ў ș ǞȅǠƳ 

 

ǀ ǁ 

ƼḦ ᶥ ƽѦ     Ḧ ᶥ Ǔ ǜȓȅǠƳ 

Ƽ Ǔ׀     ƽѦ׀ ǜȓȅǠƳ 

Ƽ ̂ƽѦ  ̂Ǔ ǜȓȅǠƳ 

Ƽ ƽѦ    ֺ ș ǞǦḹֻǶƼ֓ ƽƲ 

ǵḹֻǶƼ ֓ ƽǯ ǜȓȅǠƳ 

  

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

60  

(3)  Њ ў ǵ  

Њ ў ș ǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲЊ ў ӽѱ ș ǞȅǠƳ 

 

 

ĦӽѱǠȒḹֻǶƲCtrl P ȅǦǶֳȭɨɁȭŁƼӽѱƽǮӽѱǞǭǖǧǜǋƳ 

Ū 

ƨӽѱ  



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

61  

2.2.10  ͔ ǵ֞ͬ ( ֻ ͔ Ϲ ǵḹֻ) 

͔ Ǔ ǜȓȒǯƲ ͔ Ǔ ǜȓȅǠƳ 

 

(1)  Њ ʝ ǵ  

ᾍ ǯǱȒ ̏ș ǞƲЊ ʝ ș ǞȅǠƳ  

 

 

ǀ ̸ ǁ 

ŪƼ֞̂ / ʝ ƽѦǵƼ ƽɚȽɱșȭɨɁȭǞƲЊ ʝ ș ǞȅǠƳ 

 

 

  

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

62  

(2)  ͔ ǵ  

͔ ș ǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

Ū ׀Ǔ ὑ ǵƼ ƽѦǵƼ ƽɚȽɱșȭɨɁȭǞƲ 

͔ ș ǞȅǠƳ 

 

ǀ ǁ 

ƼḦ ᶥ ƽѦ     Ḧ ᶥ Ǔ ǜȓȅǠƳ 

Ƽ Ǔ׀     ƽѦ׀ ǜȓȅǠƳ 

Ƽ ̂ƽѦ  ̂Ǔ ǜȓȅǠƳ 

Ƽ ƽѦ    ֺ ș ǞǦḹֻǶƼ֓ ƽƲ 

ǵḹֻǶƼ ֓ ƽǯ ǜȓȅǠƳ 

 

  

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

63  

(3)  ͔ ǵ  

͔ ș ǞȅǠƳ 

 

 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲ ͔ ӽѱ ș ǞȅǠƳ 

  

Ū 
 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

64  

 

 

ĦӽѱǠȒḹֻǶƲCtrl P ȅǦǶֳȭɨɁȭŁƼӽѱƽǮӽѱǞǭǖǧǜǋƳ 

 

  

ƨӽѱ  



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

65  

2.2.11  ˗♥ᾃ ǵ֞ͬ  

Β ǯǱȒǯƲ˗♥ᾃ Ǔ ǜȓȅǠƳ 

(1)  Њ ʝ ǵ  

ᾍ ǯǱȒ ̏ș ǞƲЊ ʝ ș ǞȅǠƳ 

 
 

ǀ ̸ ǁ 

ŪƼ֞̂ / ʝ ƽѦǵƼ ƽɚȽɱșȭɨɁȭǞƲЊ ʝ ș ǞȅǠƳ 

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

66  

(2)  ˗♥ᾃ ǵ  

˗♥ᾃ ș ǞȅǠƳ 

 
ǀ ̸ ǁ 

Ū ׀Ǔ˗♥ᾃ ǵƼ ƽѦǵƼ ƽɚȽɱșȭɨɁȭǞƲ 

˗♥ᾃ ș ǞȅǠƳ 

 

ǀ ǁ 

ƼḦ ᶥ ƽѦ     Ḧ ᶥ Ǔ ǜȓȅǠƳ 

Ƽ Ǔ׀     ƽѦ׀ ǜȓȅǠƳ 

Ƽ ̂ƽѦ  ̂Ǔ ǜȓȅǠƳ 

Ƽ ƽѦ    ֺ ș ǞǦḹֻǶƼ֓ ƽƲ 

ǵḹֻǶƼ ֓ ƽǯ ǜȓȅǠƳ 

  

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

67  

(3)  ˗♥ᾃ ǵ  

˗♥ᾃ ș ǞȅǠƳ 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲ˗♥ᾃ ӽѱ ș ǞȅǠƳ 

  

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

68  

ƨӽѱ  

 

ĦӽѱǠȒḹֻǶƲCtrl P ȅǦǶֳȭɨɁȭŁƼӽѱƽǮӽѱǞǭǖǧǜǋƳ 

 

  



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  

69  

2.2.12  ˗♥ᾃ ї͒ ǵ֞ͬ  

˗♥ᾃ ї͒ Ǔ ǜȓȒǯƲ˗♥ᾃ Ǔ ї֯ ǯǱȑȅǠƳ 

(1)  Њ ʝ ǵ  

ᾍ ǯǱȒ ̏ș ǞƲЊ ʝ ș ǞȅǠƳ 

 

 

ǀ ̸ ǁ 

ŪƼ֞̂ / ʝ ƽѦǵƼ ƽɚȽɱșȭɨɁȭǞƲЊ ʝ ș ǞȅǠƳ 

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  
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(2)  ˗♥ᾃ ї͒ ǵ  

˗♥ᾃ ї͒ ș ǞȅǠƳ 

 

ǀ ̸ ǁ 

Ū ׀Ǔ˗♥ᾃ ї͒ ǵƼ ƽѦǵƼ ƽɚȽɱșȭɨɁȭǞƲ 

˗♥ᾃ ї͒ ș ǞȅǠƳ 

 

ǀ ǁ 

ƼḦ ᶥ ƽѦ     Ḧ ᶥ Ǔ ǜȓȅǠƳ 

Ƽ Ǔ׀     ƽѦ׀ ǜȓȅǠƳ 

Ƽ ̂ƽѦ  ̂Ǔ ǜȓȅǠƳ 

Ƽ ƽѦ    ֺ ș ǞǦḹֻǶƼ֓ ƽƲ 

ǵḹֻǶƼ ֓ ƽǯ ǜȓȅǠƳ 

  

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  
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(3)  ˗♥ᾃ ї͒ ǵ  

˗♥ᾃ ї͒ ș ǞȅǠƳ 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲ˗♥ᾃ ї͒ ӽѱ ș ǞȅǠƳ 

 

ƨӽѱ  

 

ĦӽѱǠȒḹֻǶƲCtrl P ȅǦǶֳȭɨɁȭŁƼӽѱƽǮӽѱǞǭǖǧǜǋƳ 

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  
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2.2.13  ˗♥ᾃ ǵ ї 

˗♥ᾃ ș їǞȅǠƳ 

(1)  ˗♥ᾃ ̸ ǵ  

ᾍ ǯǱȒ ̏ș ǞƲЊ ʝ ș ǞȅǠƳ 

 

 

ǀ ̸ ǁ 

ŪƼ˗♥ᾃ їƽѦǵƼ їƽɚȽɱșȭɨɁȭǞƲ˗♥ᾃ ̸ ș ǞȅǠƳ 

 

  

Ū 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  
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(2)  ˗♥ᾃ ǵ̸  

˗♥ᾃ ș̸ ǞȅǠƳ 

 

ǀ ̸ ǁ 

Ū ̂ ș ̂ǞȅǠƳ ̂ Ƕⱳ ǮǠƳȳȢȸǓֻ MB ȅǮƲɓȟȢɩ׀Ǔ Ẏ 50  

ἬȅǮǵɓȟȢɩǓ ̂֯ ǮǠƳ 

ūƼ їКὦ ƽɚȽɱșȭɨɁȭǞƲ їКὦș ǞȅǠƳ 

Ŭ Њ ʝ ǲ ȒḹֻƲƼ ȒƽɚȽɱșȭɨɁȭǞȅǠƳ 

 

Ħ ̂ ǲ ǞǭǶƲʤ ǵɓȟȢɩ̊ẆǶ ̂ǠȒǚǯǓǮǔȅǢȚƳ 

  xlsƲdoc ǵ֦ǋOffice ◐╛ǵɓȟȢɩǶƲȹȫɣɨɄȡʣǵ Ǯ ẲǞǭǑȑȅǢȚƳ  

 

 

 

 

 

 

 

 

  

Microsoft Office ɓȟȢɩ Excel  xlsxƲxlsmƲxls 

Word  docx Ʋdocm Ʋdoc  

PDF ɓȟȢɩ pdf  

ᶿ ɓȟȢɩ zip 

ū Ŭ 

Ū 

Ħ ̂ǠȒɓȟȢɩǶⱳǡȤȡɩȷȿȥɁȭș ǪǭǖǧǜǋƳ 

ȅǦƲZip ɓȟȢɩș ̂ǠȒ ǲǶɏȷɭɶɇș ὑǞǱǋǮǖǧǜǋƳ 

Ȥȡɩȷǲ ǞǦɓȟȢɩȋɏȷɭɶɇǓ̂ǋǦ Ƕ ǮǔǱǋ 

ǦȈƲẕ ǯǱȒḹֻǓǉȑȅǠƳ 



ǯȋȅ ἧЊ ВֿȵȷɄɞ ɜɉɣȠɩ 

ἧЊ ȵȷɄɞ ┴ ›˗ ȱɱȳɩ ֞ ɵЊ ̸  

ʝ ˕Њ  
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(3)  ˗♥ᾃ ǵКὦ  

˗♥ᾃ ǵКὦș ǞȅǠƳ 

 

ǀ ̸ ǁ 

ŪƼӽѱƽɚȽɱșȭɨɁȭǞƲ˗♥ᾃ ӽѱ ș ǞȅǠƳ 

Ħ ˗♥ᾃ ǶƲ̊♥ ǠȒǚǯǓǮǔȅǢȚǵǮƲ ǏǓⱳ ǱḹֻƲⱳǡǚǵ ǵ 

ӽѱș Ǫǭǖǧǜǋ 

 

ƨӽѱ  

 
ĦӽѱǠȒḹֻǶƲCtrl P ȅǦǶֳȭɨɁȭŁƼӽѱƽǮӽѱǞǭǖǧǜǋƳ 

Ū 


