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&ľĴŅĵŏľĨŋȮĝƞŀĚĕƟŀĴŌĸĪňŗőĶĚŏĶňĵĬěŜŅŏĮƦĬĨƟŀĚĔĶŀĔȮěŃĴňŏėĶŊŗŀĚľĴŅĵȮ* ŐĽħĚŀĵŌƞħƟŅĬľĸńĚĝƞŀĚĕƟŀĴŌĸĬńŘĬ' 
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ŏĴŊŗŀħŜŅŏĬŇĬĔŅĶĭńĬĪŉĔĕƟŀĴŌĸŏĶňĵĭĶƟŀĵȮėĸŇĔȮŴOKŵ 

 

ŏĴŊŗŀĪŜŅĔŅĶȮLog in ŐĸŃėĸŇĔȮŴOKŵȮŐĸƟĺȮĶŃĭĭěŃŐĽħĚľĬƟŅěŀľĸńĔĕŀĚĶŃĭĭȮħńĚĳŅı 

 

2. ĔŅĶĨĶĺěĽŀĭĕƟŀĴŌĸőĶĚŏĶňĵĬ ħŜŅŏĬŇĬĔŅĶĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 

ŒĬŐĨƞĸŃĮƖĔŅĶĻŉĔļŅőĶĚŏĶňĵĬĨƟŀĚĪŜŅĔŅĶĨĶĺěĽŀĭĕƟŀĴŌĸőĶĚŏĶňĵĬŒľƟĩŌĔĨƟŀĚȮőħĵŒľƟħŜŅŏĬŇĬĔŅĶ
ħńĚĨƞŀœĮĬňŘ 

2.1 ėĸŇĔȮ&/'ȮŴĕƟŀĴŌĸőĶĚŏĶňĵĬŵ 
2.2 ŏĸŊŀĔėĸŇĔȮ&0'ȮŴ/,ĕƟŀĴŌĸőĶĚŏĶňĵĬŵȮŐĸƟĺĨĶĺěĽŀĭŐĸŃŐĔƟœĕĕƟŀĴŌĸőĶĚŏĶňĵĬŒľƟŏĮƦĬĮƤěěŋĭńĬ*Ȯ 
2.3 ėĸŇĔȮ&1'ȮŴĭńĬĪŉĔŵ ĨŅĴĸŜŅħńĭħńĚĳŅı 

&ľĴŅĵŏľĨŋȮĝƞŀĚĕƟŀĴŌĸĪňŗőĶĚŏĶňĵĬěŜŅŏĮƦĬĨƟŀĚĔĶŀĔȮěŃĴňŏėĶŊŗŀĚľĴŅĵȮ* ŐĽħĚŀĵŌƞħƟŅĬľĸńĚĝƞŀĚĕƟŀĴŌĸĬńŘĬ' 
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ŒĬĔĶĦňĪňŗőĶĚŏĶňĵĬĔĶŀĔĕƟŀĴŌĸœĴƞėĶĭĩƟĺĬȮŐĸƟĺĔħĮŋƙĴȮŴĭńĬĪŉĔŵȮĶŃĭĭěŃŐĽħĚĕƟŀėĺŅĴŏĨŊŀĬŐĸŃŐěƟĚ
ŒľƟĪĶŅĭĺƞŅĽƞĺĬŒħįŇħȮŒľƟĔĶŀĔĕƟŀĴŌĸŏıŇŗĴŏĨŇĴľĶŊŀŐĔƟœĕȮěŉĚěŃĽŅĴŅĶĩĭńĬĪŉĔĕƟŀĴŌĸœħƟ 

 

3. ĔŅĶĬŜŅĕƟŀĴŌĸĬńĔŏĶňĵĬŏĕƟŅĽŌƞĶŃĭĭ ħŜŅŏĬŇĬĔŅĶĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 
1) ėĸŇĔŏĴĬŌȮ&/'ȮŴĕƟŀĴŌĸĬńĔŏĶňĵĬŵȮŐĸƟĺŏĸŊŀĔŏĴĬŌĵƞŀĵȮ&0'ȮŴ/,ĕƟŀĴŌĸĬńĔŏĶňĵĬŵ 
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2) ĨĶĺěĽŀĭĝŊŗŀĻŌĬĵƢĽŀĭŐĸŃőĶĚŏĶňĵĬŒľƟĩŌĔĨƟŀĚȮŐĸƟĺėĸŇĔȮ&/'ȮŴħŅĺĬƢőľĸħĕƟŀĴŌĸŵȮŏıŊŗŀħŅĺĬƢőľĸħ
œĲĸƢŐĭĭĲŀĶƢĴĭńĬĪŉĔĕƟŀĴŌĸĬńĔŏĶňĵĬȮĞŉŗĚŏĮƦĬȮ&0'ȮŴœĲĸƢȮExcelŵ ĽŜŅľĶńĭőĶĚŏĶňĵĬĪňŗĮĶŃĽĚėƢěŃĬŜŅĽƞĚĕƟŀĴŌĸ
ĬńĔŏĶňĵĬŏĕƟŅŏĮƦĬĶŅĵőĶĚŏĶňĵĬȮŴľƟŅĴŏĮĸňŗĵĬĝŊŗŀœĲĸƢĪňŗœħƟĴŅěŅĔĔŅĶħŅĺĬƢőľĸħŏħŖħĕŅħŵ 

 
3) ħŜŅŏĬŇĬĔŅĶĔĶŀĔĕƟŀĴŌĸĬńĔŏĶňĵĬŒľƟĩŌĔĨƟŀĚŐĸŃėĶĭĩƟĺĬĪŋĔĝƞŀĚȮĔĶĦňŏĮƦĬŏħŖĔıŇŏĻļŒľƟŏĸŊŀĔ

ĮĶŃŏĳĪĕŀĚŏħŖĔıŇŏĻļĨŅĴĪňŗĶŃĭĭĔŜŅľĬħȮ&ĬńĔŏĶňĵĬȮ1ȮėĬȮĽŅĴŅĶĩŏĸŊŀĔĮĶŃŏĳĪŏħŖĔıŇŏĻļœħƟŏıňĵĚ
ĮĶŃŏĳĪŏħňĵĺŏĪƞŅĬńŘĬ'ȮĭńĬĪŉĔĕƟŀĴŌĸŒĬœĲĸƢȮExcel ŴľƟŅĴŏĮĸňŗĵĬĝŊŗŀœĲĸƢĪňŗœħƟĴŅěŅĔĔŅĶħŅĺĬƢőľĸħ
ŏħŖħĕŅħŵ 
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ĔƞŀĬĬŜŅĽƞĚĕƟŀĴŌĸŒľƟįŌƟĔĶŀĔĕƟŀĴŌĸĨĶĺěĽŀĭĕƟŀĴŌĸĕŀĚĬńĔŏĶňĵĬŒľƟĩŌĔĨƟŀĚȮėĶĭĩƟĺĬȮĨŅĴėŜŅŐĬŃĬŜŅ
ĔŅĶĔĶŀĔĕƟŀĴŌĸŒĬĶŃĭĭ ħńĚĬňŘ 

 
ĽŜŅľĶńĭĬńĔŏĶňĵĬĪňŗœĴƞĴňŏĸĕȮ13 ľĸńĔȮľĶŊŀĬńĔŏĶňĵĬĪňŗœĴƞĴňŏĸĕȮG ŒľƟĔĶŀĔȮĶľńĽőĶĚŏĶňĵĬȮ10 ľĸńĔȮ

ĨŅĴħƟĺĵȮ001, 002, ..ĨŅĴĸŜŅħńĭ ŏĝƞĬȮőĶĚŏĶňĵĬȮĔȮ&ĶľńĽőĶĚŏĶňĵĬȮ1234567899) ħ,ĝ,ĽĴĝŅĵȮėĝĔŌĸȮ
ŐĸŃħ,Ġ,ĽĴľĠŇĚȮĪŋƟĵŐĮ œĴƞĴňŏĸĕĮĶŃěŜŅĨńĺĮĶŃĝŅĝĬȮőĶĚŏĶňĵĬěŉĚĔŜŅľĬħŒľƟŏĸĕĮĶŃěŜŅĨńĺĬńĔŏĶňĵĬĕŀĚȮ
ħ,ĝ,ĽĴĝŅĵȮėĝĔŌĸȮėŊŀȮ1234567899001 ĽƞĺĬȮħ,Ġ,ĽĴľĠŇĚȮĪŋƟĵŐĮȮėŊŀȮ1234567899002 

4) ĔŅĶĬŜŅĽƞĚĕƟŀĴŌĸĬńĔŏĶňĵĬȮħŜŅŏĬŇĬĔŅĶĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 
4.1) ėĸŇĔŏĴĬŌȮ&/'ȮŴĕƟŀĴŌĸĬńĔŏĶňĵĬŵȮŐĸƟĺŏĸŊŀĔŏĴĬŌĵƞŀĵȮ&0'ȮŴ2.ĬŜŅĽƞĚĕƟŀĴŌĸĬńĔŏĶňĵĬŵ 
4.2) ėĸŇĔĮŋƙĴȮ&1'ȮŴŏĸŊŀĔœĲĸƢŵȮĬŜŅœĲĸƢȮExcel ĪňŗĔĶŀĔĕƟŀĴŌĸŏĽĶŖěŐĸƟĺȮĬŜŅŏĕƟŅĶŃĭĭȮěŅĔĬńŘĬ

ŒľƟėĸŇĔĮŋƙĴȮ&2'ȮŴĬŜŅĽƞĚŵ 
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ľŅĔĬŜŅĽƞĚĕƟŀĴŌĸĩŌĔĨƟŀĚȮĶŃĭĭěŃŐĽħĚľĬƟŅĨƞŅĚȮħńĚĳŅı 

 
ĔĶĦňőĶĚŏĶňĵĬĪňŗĴňŏħŖĔıŇŏĻļȮěŃıĭľĬƟŅĪňŗŒľƟĨĶĺěĔŅĶŒĽƞĮĶŃŏĳĪĕŀĚŏħŖĔıŇŏĻļĺƞŅĕƟŀĴŌĸĩŌĔĨƟŀĚ

ľĶŊŀœĴƞ ĩƟŅĕƟŀĴŌĸĩŌĔĨƟŀĚȮėĸŇĔȮ&3'ȮŴĵŊĬĵńĬĔŅĶĬŜŅĽƞĚŵȮŀňĔėĶńŘĚȮĩƟŅĕƟŀĴŌĸœĴƞĩŌĔĨƟŀĚŒľƟėĸŇĔȮ&4'ȮŴĵĔŏĸŇĔ 
ĔŅĶĬŜŅĽƞĚŵȮŏıŊŗŀĔĸńĭœĮŐĔƟœĕĕƟŀĴŌĸŒĬœĲĸƢȮExcel ŐĸƟĺĪŜŅĔŅĶĬŜŅĽƞĚĕƟŀĴŌĸĬńĔŏĶňĵĬŒľĴƞ 

 

ľŅĔĵŊĬĵńĬĔŅĶĬŜŅĽƞĚĕƟŀĴŌĸĩŌĔĨƟŀĚȮĶŃĭĭěŃŐĽħĚľĬƟŅĨƞŅĚȮħńĚĳŅı 
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ěŅĔĬńŘĬĨĶĺěĽŀĭėĺŅĴĩŌĔĨƟŀĚĕŀĚĕƟŀĴŌĸŀňĔėĶńŘĚ ħńĚĬňŘ 
1. ĝŊŗŀĻŌĬĵƢĽŀĭ 
2,ȮĝŊŗŀőĶĚŏĶňĵĬ 
3.ȮĶŃħńĭĝńŘĬ 
4. ĕƟŀĴŌĸĬńĔŏĶňĵĬȮőħĵŏĜıŅŃȮŏĸĕĮĶŃěŜŅĨńĺĮĶŃĝŅĝĬȮĝŊŗŀȮĬŅĴĽĔŋĸȮŏĬŊŗŀĚěŅĔĕƟŀĴŌĸħńĚĔĸƞŅĺ

ěŃĨƟŀĚĬŜŅœĮıŇĴıƢľńĺĔĶŃħŅļėŜŅĨŀĭŐĸŃĶŅĵĚŅĬįĸĔŅĶĪħĽŀĭĕŀĚĬńĔŏĶňĵĬ 
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ĔĶĦňȮıĭĕƟŀįŇħıĸŅħȮĶŃĭĭěŃŐěƟĚŏĨŊŀĬ 
őĶĚŏĶňĵĬěŃĨƟŀĚħŜŅŏĬŇĬĔŅĶŐĔƟœĕĕƟŀįŇħıĸŅħȮĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 

1) ėĸŇĔĮŋƙĴȮŴĨĔĸĚŵ 
2) ħŜŅŏĬŇĬĔŅĶŐĔƟœĕĨŅĴėŜŅŐĬŃĬŜŅĕŀĚĶŃĭĭŒĬȮŴĝƞŀĚĕƟŀįŇħıĸŅħĪňŗıĭŵȮĪňŗĶŃĭĭŐěƟĚ 

 

 

3) ŏĴŊŗŀŐĔƟœĕĕƟŀĴŌĸŒĬœĲĸƢŏħŇĴŏĶňĵĭĶƟŀĵȮŒľƟĬŜŅĽƞĚœĲĸƢĕƟŀĴŌĸŀňĔėĶńŘĚȮĞŉŗĚĕƟŀĴŌĸĪňŗĬŜŅĽƞĚŒľĴƞěŃœĮ
ŐĪĬĪňŗĕƟŀĴŌĸŏħŇĴȮ&ĕƟŀĴŌĸŏĔƞŅěŃĩŌĔĶŃĭĭĬŜŅŀŀĔĶŃĭĭŀńĨőĬĴńĨŇŐĸŃĶŃĭĭěŃŐĽħĚŏĜıŅŃĕƟŀĴŌĸŒľĴƞĪňŗĬŜŅŏĕƟŅ
ėĶńŘĚĸƞŅĽŋħŏĪƞŅĬńŘĬ' 

ĔŅĶĬŜŅĽƞĚĕƟŀĴŌĸĬńĔŏĶňĵĬȮŏĴŊŗŀőĶĚŏĶňĵĬĬŜŅĽƞĚĕƟŀĴŌĸĽŜŅŏĶŖěȮěŃĮĶŅĔĢȮħńĚĳŅıȮěŉĚĩŊŀĺƞŅ
ħŜŅŏĬŇĬĔŅĶŏĽĶŖěĽĴĭŌĶĦƢ 
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ěŅĔĬńŘĬȮĨĶĺěĽŀĭĔŅĶĬŜŅĽƞĚĕƟŀĴŌĸėĶńŘĚĸƞŅĽŋħȮŏıŊŗŀĨĶĺěĽŀĭėĺŅĴĩŌĔĨƟŀĚĕŀĚĕƟŀĴŌĸŀňĔėĶńŘĚȮėĸŇĔȮ 
&/'ȮŴĕƟŀĴŌĸĬńĔŏĶňĵĬŵȮ&0'ȮŴ0,ȮĬŜŅĽƞĚĕƟŀĴŌĸĬńĔŏĶňĵĬŵ &1'ȮŴĨĶĺěĽŀĭĔŅĶĬŜŅĽƞĚėĶńŘĚĸƞŅĽŋħŵ 

 

ŏĴŊŗŀėĸŇĔěŃĮĶŅĔĢĕƟŀėĺŅĴȮŴœĴƞıĭĕƟŀĴŌĸĔŅĬŜŅĽƞĚĪňŗįŇħıĸŅħėĶńŘĚĸƞŅĽŋħŵȮŏĮƦĬŀńĬĺƞŅĕƟŀĴŌĸ
ĩŌĔĨƟŀĚȮėĸŇĔȮŴĨĔĸĚŵ 
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4. ĔŅĶĨĶĺěĽŀĭȮŐĔƟœĕȮĸĭȮŐĸŃŏıŇŗĴȮĕƟŀĴŌĸĬńĔŏĶňĵĬ ħŜŅŏĬŇĬĔŅĶĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 
1) ėĸŇĔŏĴĬŌȮ&/'ȮŴĕƟŀĴŌĸĬńĔŏĶňĵĬŵȮŐĸƟĺŏĸŊŀĔŏĴĬŌĵƞŀĵȮ&0'ȮŴ/,ĕƟŀĴŌĸĬńĔŏĶňĵĬŵ 

 
2) ėĸŇĔĮŋƙĴȮŴŐĽħĚĕƟŀĴŌĸŵȮŏıŊŗŀĨĶĺěĽŀĭĕƟŀĴŌĸĕŀĚĬńĔŏĶňĵĬŏĮƦĬĶŅĵĭŋėėĸ 
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ĔĶĦňŐĔƟœĕĕƟŀĴŌĸĬńĔŏĶňĵĬȮĽŅĴŅĶĩħŜŅŏĬŇĬĔŅĶœħƟħńĚĬňŘȮėĸŇĔȮ&/'ȮŴŏĸĕĮĶŃěŜŅĨńĺĬńĔŏĶňĵĬŵȮľĶŊŀĪňŗ 
&0'ȮŴĝŊŗŀŵȮĬńĔŏĶňĵĬĪňŗĨƟŀĚĔŅĶŐĔƟœĕ 

 
ħŜŅŏĬŇĬĔŅĶŐĔƟœĕĕƟŀĴŌĸĬńĔŏĶňĵĬŒľƟĩŌĔĨƟŀĚŐĸŃėĶĭĩƟĺĬȮŐĸƟĺėĸŇĔȮŴĭńĬĪŉĔŵ ĶŃĭĭěŃĪŜŅĔŅĶŐĔƟœĕ

ĕƟŀĴŌĸħńĚĔĸƞŅĺ 
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ĔĶĦňĨƟŀĚĔŅĶĸĭĕƟŀĴŌĸĬńĔŏĶňĵĬȮĽŅĴŅĶĩħŜŅŏĬŇĬĔŅĶœħƟȮ2ȮĺŇīňȮħńĚĬňŘ 
ĺŇīňĪňŗȮ1ȮėĸŇĔĮŋƙĴȮ&/'ȮŴŐĽħĚĕƟŀĴŌĸŵȮŒľƟėĸŇĔĪňŗȮ&0'ȮŴŏĸĕĮĶŃěŜŅĨńĺĬńĔŏĶňĵĬŵȮľĶŊŀȮ&1'ȮŴĝŊŗŀŵȮ 

įŌƟĪňŗĨƟŀĚĔŅĶĸĭĕƟŀĴŌĸŒĬĶŃĭĭ 

 
ŒľƟėĸŇĔĮŋƙĴȮ&/'ȮŴĸĭŵȮŐĸŃĔħĵŊĬĵńĬĔŅĶĸĭĕƟŀĴŌĸ őħĵėĸŇĔĮŋƙĴȮ&0'ȮŴĨĔĸĚŵ 
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ĺŇīňĪňŗȮ2ȮėĸŇĔĮŋƙĴȮ&/'ȮŴŐĽħĚĕƟŀĴŌĸŵȮŏĸŊŀĔĬńĔŏĶňĵĬĪňŗĨƟŀĚĔŅĶĸĭĕƟŀĴŌĸŒĬĝƞŀĚȮ&2'ȮÃȮĪňŗŀĵŌƞ
ħƟŅĬľĬƟŅĕŀĚĬńĔŏĶňĵĬėĬĬńŘĬȮŏĴŊŗŀŏĸŊŀĔŐĸƟĺěŃĮĶŅĔĢ X ěŅĔĬńŘĬȮėĸŇĔĮŋƙĴȮ&1'ȮŴĸĭŵȮĶŃĭĭěŃĪŜŅĔŅĶ 
ĸĭĕƟŀĴŌĸ 

 
 
ŏıŊŗŀŏĮƦĬĔŅĶĵŊĬĵńĬĔŅĶĸĭĕƟŀĴŌĸȮŒľƟėĸŇĔĮŋƙĴȮŴĨĔĸĚŵȮŒĬľĬƟŅĨƞŅĚĪňŗĮĶŅĔĢŀňĔėĶńŘĚȮĔŅĶĸĭĕƟŀĴŌĸ

ŀŀĔěŅĔĶŃĭĭŏĮƦĬŀńĬŏĽĶŖěĽŇŘĬ 

 
  



20 

 

 

ĔĶĦňĨƟŀĚĔŅĶŏıŇŗĴĕƟŀĴŌĸĬńĔŏĶňĵĬȮŒľƟħŜŅŏĬŇĬĔŅĶĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 
1) ėĸŇĔŏĴĬŌȮ&/'ȮŴĕƟŀĴŌĸĬńĔŏĶňĵĬŵȮŐĸƟĺŏĸŊŀĔŏĴĬŌĵƞŀĵȮ&2'ȮŴ1.ĕƟŀĴŌĸĬńĔŏĶňĵĬŵ 
2) ėĸŇĔȮ&1' ŴŏıŇŗĴĕƟŀĴŌĸĬńĔŏĶňĵĬŵ 

 

3) ħŜŅŏĬŇĬĔŅĶŏıŇŗĴĕƟŀĴŌĸŒĬĶŃĭĭŒľƟĩŌĔĨƟŀĚȮėĶĭĩƟĺĬȮŐĸƟĺėĸŇĔĮŋƙĴȮŴĭńĬĪŉĔŵ 
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5. ĔŅĶĬŜŅėŃŐĬĬĽŀĭĕŀĚįŌƟŏĶňĵĬŏĕƟŅĶŃĭĭ ħŜŅŏĬŇĬĔŅĶħńĚĨƞŀœĮĬňŘ 
ĔŅĶĬŜŅėŃŐĬĬĽŀĭĕŀĚįŌƟŏĶňĵĬŏĕƟŅĶŃĭĭȮNT Access ŏıŊŗŀĪŜŅĔŅĶĮĶŃĴĺĸįĸŒĬĳŅıĶĺĴȮĽŅĴŅĶĩ

ħŜŅŏĬŇĬĔŅĶœħƟȮ0ȮĺŇīňȮħńĚĨƞŀœĮĬňŘ 
/,ȮĬŜŅĽƞĚėŃŐĬĬĔŅĶŀƞŅĬȮĮ,/ȮŐĭĭĔĶŀĔĸĚŒĬœĲĸƢȮExcel 

1.1) ħŅĺĬƢőľĸħœĲĸƢ-ŐĭĭĲŀĶƢĴĔĶŀĔėŃŐĬĬȮėĸŇĔȮ&/'ȮŴėŃŐĬĬĔŅĶŀƞŅĬȮĮ,/ŵȮěŅĔĬńŘĬėĸŇĔŏĸŊŀĔ
ŏĴĬŌĵƞŀĵȮ&0'ȮŴ/,ĕƟŀĴŌĸėŃŐĬĬĔŅĶŀƞŅĬȮĮ,/ŵȮŐĸŃėĸŇĔȮ&1'ȮŴħŅĺĬƢőľĸħŵȮŏıŊŗŀħŅĺĬƢőľĸħœĲĸƢŀŀĔěŅĔ
ĶŃĭĭŏĮƦĬȮ&2'ȮŴœĲĸƢȮZipŵȮěŅĔĬńŘĬħŜŅŏĬŇĬĔŅĶŐĨĔœĲĸƢȮZipȮŏıŊŗŀŒľƟœħƟŏĮƦĬœĲĸƢ Excel ĽŜŅľĶńĭĬŜŅœĮĭńĬĪŉĔ
ėŃŐĬĬĔŅĶŀƞŅĬȮĮ,1 ĨƞŀœĮ 
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1.2) ħŜŅŏĬŇĬĔŅĶŐĨĔœĲĸƢ Zip ĪňŗħŅĺĬƢőľĸħœħƟěŅĔĶŃĭĭȮőħĵȮėĸŇĔȮ&/'ȮŴDownloadsŵȮ 
ěŅĔőĲĸŏħŀĶƢĪňŗěńħŏĔŖĭœĲĸƢĪňŗœħƟěŅĔĔŅĶħŅĺĬƢőľĸħȮěŅĔĬńŘĬȮėĸŇĔĕĺŅĪňŗȮ&0'ȮŴőĲĸŏħŀĶƢĪňŗħŅĺĬƢőľĸħĴŅŵȮ
ŐĸŃȮėĸŇĔŏĸŊŀĔŐĨĔœĲĸƢȮ&1'ȮŴExtract filesźŵȮľĶŊŀȮŴExtract HereŵȮŏıŊŗŀĪŜŅĔŅĶŐĨĔœĲĸƢȮĞŉŗĚœĲĸƢĪňŗŐĨĔœħƟ
ěŃĴňěŜŅĬĺĬŏĪƞŅĔńĭľƟŀĚĽŀĭĪňŗěńħĽŀĭŒĬĽĬŅĴĬńŘĬȮŐĸŃľƟŀĚĽŀĭĽŋħĪƟŅĵěŃŏĮƦĬľƟŀĚĽŜŅľĶńĭŏħŖĔıŇŏĻļȮěŅĔĬńŘĬȮ
ėĸŇĔȮ&2'ȮŴœĲĸƢȮExcelȮĪňŗŐĨĔŀŀĔĴŅŵ ŏıŊŗŀěŃĬŜŅœĮħŜŅŏĬŇĬĔŅĶĔĶŀĔėŃŐĬĬĬńĔŏĶňĵĬĨƞŀœĮȮőħĵȮ 
ŴľƟŅĴŏĮĸňŗĵĬĝŊŗŀœĲĸƢȮExcel ĪňŗœħƟĴŅěŅĔĔŅĶħŅĺĬƢőľĸħŒĬĶŃĭĭŏħŖħĕŅħŵ 
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1.3) ĔĶŀĔėŃŐĬĬĬńĔŏĶňĵĬŒĬœĲĸƢȮExcel ŏĴŊŗŀŏĮƕħœĲĸƢȮExcelȮĕŉŘĬĴŅěŃŏľŖĬȮsheetȮ0ȮsheetȮėŊŀȮ 
&/'ȮŴĔŅĶŀƞŅĬŀŀĔŏĽňĵĚŵȮŐĸŃȮ&0'ȮŴŀƞŅĬĶŌƟŏĶŊŗŀĚŵȮěŅĔĬńŘĬĔĶŀĔėŃŐĬĬĨŅĴŐĭĭĭńĬĪŉĔėŃŐĬĬĔŅĶŀƞŅĬĶŌƟŏĶŊŗŀĚȮ
ŐĸŃŐĭĭĭńĬĪŉĔėŃŐĬĬĔŅĶŀƞŅĬŀŀĔŏĽňĵĚȮĪňŗœħƟĴŅěŅĔĔĶĶĴĔŅĶėŋĴĽŀĭŐĸŃĨĶĺěŒľƟėŃŐĬĬȮěŅĔĬńŘĬŏĸŊŀĔȮ
&1'ȮŴĮĶŃŏĳĪŏħŖĔŵȮěŃŏĸŊŀĔĔŖĨƞŀŏĴŊŗŀĬńĔŏĶňĵĬėĬĬĬńŘĬŏĮƦĬŏħŖĔıŇŏĻļȮŐĸŃȮėĸŇĔȮ&2'ȮŴĽĩŅĬŃŵȮĩƟŅĬńĔŏĶňĵĬėĬĬńŘĬ
œĴƞŏĕƟŅĽŀĭŒľƟŏĸŊŀĔĪňŗĝƞŀĚĽĩŅĬŃŏĮƦĬȮŴĕŅħĽŀĭŵȮŐĸŃľŅĔĬńĔŏĶňĵĬėĬĬńŘĬĽŀĭĺŇĝŅŒħĺŇĝŅľĬŉŗĚȮŏĝƞĬȮ 
ĽŀĭĔŅĶŀƞŅĬŀŀĔŏĽňĵĚȮŐĨƞœĴƞœħƟĽŀĭĔŅĶŀƞŅĬĶŌƟŏĶŊŗŀĚŒľƟĔĶŀĔŒĬ sheetȮĔŅĶŀƞŅĬĶŌƟŏĶŊŗŀĚȮĪňŗĝƞŀĚĽĩŅĬŃŏĮƦĬĕŅħĽŀĭȮ
ŒľƟĽńĚŏĔĨȮ&3'ȮŴĕŅħĽŀĭŵȮŏĴŊŗŀŏĸŊŀĔĕŅħĽŀĭėŀĸńĴĬƢŐĬĺĬŀĬĪńŘĚŐĩĺěŃŏĮƦĬĽňŐħĚ 

 

ěŅĔĬńŘĬĔĶŀĔėŃŐĬĬĸĚŒĬĝƞŀĚĔĶŀĔėŃŐĬĬĔŅĶŀƞŅĬŀŀĔŏĽňĵĚȮŐĸŃĔŅĶŐĭĭŀƞŅĬĶŌƟŏĶŊŗŀĚĨńĺŏĸŊŀĔȮ
ěŜŅŏĮƦĬĨƟŀĚĔĶŀĔŒľƟėĶĭĪŋĔĝƞŀĚȮĝƞŀĚŒħĪňŗœĴƞĴňėŃŐĬĬŒľƟŏĸŊŀĔȮŴ.ŵȮėŃŐĬĬȮŏĬƟĬĵŘŜŅŀĵƞŅĚŏėĶƞĚėĶńħĪŋĔĕńŘĬĨŀĬ
ĕƟŅĚĨƟĬĪňŗĔĸƞŅĺĴŅĨƟŀĚĪŜŅĪńŘĚȮ0ȮSheet ěŅĔĬńŘĬȮėĸŇĔȮŴĭńĬĪŉĔŵ ŏıŊŗŀĪŜŅĔŅĶĭńĬĪŉĔĕƟŀĴŌĸȮőħĵľƟŅĴŏĮĸňŗĵĬĝŊŗŀœĲĸƢȮ
Excel ĪňŗœħƟĴŅěŅĔĔŅĶħŅĺĬƢőľĸħŏħŖħĕŅħ ħńĚĳŅı 
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ŴĨńĺŀĵƞŅĚĳŅıȮĔŅĶĔĶŀĔėŃŐĬĬŀƞŅĬŀŀĔŏĽňĵĚŵ 

 
 
ŴĨńĺŀĵƞŅĚĳŅıȮĔŅĶĔĶŀĔėŃŐĬĬŀƞŅĬĶŌƟŏĶŊŗŀĚŵ 
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1.4) ĔŅĶĬŜŅĽƞĚœĲĸƢ-ŐĭĭĲŀĶƢĴėŃŐĬĬŏĕƟŅĽŌƞĶŃĭĭȮėĸŇĔŏĸŊŀĔŏĴĬŌȮ&/'ȮŴėŃŐĬĬĔŅĶŀƞŅĬȮĮ,/ŵȮ
ěŅĔĬńŘĬėĸŇĔŏĸŊŀĔŏĴĬŌĵƞŀĵȮ&0'ȮŴ0,ĬŜŅĽƞĚėŃŐĬĬĔŅĶŀƞŅĬȮĮ,/ŵȮŏıŊŗŀĬŜŅĽƞĚœĲĸƢėŃŐĬĬĔŅĶŀƞŅĬȮőħĵȮ 
ėĸŇĔŏĸŊŀĔȮ&1'ȮŴŏĸŊŀĔœĲĸƢŵȮŏıŊŗŀĬŜŅœĲĸƢĪňŗĔĶŀĔĕƟŀĴŌĸėŃŐĬĬĬńĔŏĶňĵĬŏĽĶŖěŐĸƟĺȮĬŜŅĽƞĚĕƟŀĴŌĸȮěŅĔĬńŘĬŒľƟėĸŇĔȮ 
&2'ȮŴĬŜŅĽƞĚĕƟŀĴŌĸŵ 

 
 

ŏĴŊŗŀĬŜŅĽƞĚŏĽĶŖěĽĴĭŌĶĦƢȮėĸŇĔȮŴĨĔĸĚŵ 
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1.5) ŏĴŊŗŀŏĽĶŖěĽŇŘĬĔĶŃĭĺĬĔŅĶĬŜŅĽƞĚėŃŐĬĬĔŅĶŀƞŅĬȮĮ,/ȮŏĶňĵĭĶƟŀĵȮŒľƟĨĶĺěĽŀĭĔŅĶĬŜŅĽƞĚėŃŐĬĬ
ĔŅĶŀƞŅĬȮĮ,/ ĞŉŗĚĽŅĴŅĶĩħŜŅŏĬŇĬĔŅĶȮœħƟħńĚĨƞŀœĮĬňŘȮőħĵȮėĸŇĔȮ&/'ȮŴėŃŐĬĬĔŅĶŀƞŅĬȮĮ,/ŵȮěŅĔĬńŘĬėĸŇĔŏĸŊŀĔȮ
&0'ȮŴĕƟŀĴŌĸėŃŐĬĬĔŅĶŀƞŅĬȮĮ,/ŵȮŐĸŃėĸŇĔȮ&1'ȮŴŐĽħĚĕƟŀĴŌĸŵȮěŃĮĶŅĔĢĕƟŀĴŌĸĪňŗœħƟħŜŅŏĬŇĬĔŅĶĭńĬĪŉĔ 
ŏĕƟŅĶŃĭĭȮŒĬĽƞĺĬĪňŗĨƟŀĚĨĶĺěĽŀĭĔŅĶĬŜŅĽƞĚĕƟŀĴŌĸėŃŐĬĬĬńĔŏĶňĵĬĺƞŅĽĴĭŌĶĦƢľĶŊŀœĴƞĬńŘĬȮŒľƟĨĶĺěĽŀĭĪňŗȮ 
&2'ȮŴĝƞŀĚėŃŐĬĬŐĸŃĝƞŀĚĽĩŅĬŃŵȮĺƞŅĶŃĭĭœħƟĭńĬĪŉĔĕƟŀĴŌĸŐĸƟĺľĶŊŀœĴƞ 
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1.6) ĽŜŅľĶńĭĔŅĶĨĶĺěĽŀĭėŃŐĬĬĬńĔŏĶňĵĬŐĭĭĸŃŏŀňĵħȮĽŅĴŅĶĩŏĕƟŅœĮħŌœħƟȮőħĵȮėĸŇĔĪňŗȮĝƞŀĚĝŊŗŀĕŀĚ 
ĬńĔŏĶňĵĬėĬĬńŘĬœħƟŏĸĵȮĞŉŗĚĶŃĭĭěŃŐĽħĚĕƟŀĴŌĸĶŅĵĸŃŏŀňĵħŏıŇŗĴŏĨŇĴĕŉŘĬĴŅȮħńĚĳŅı 

 
 

2. ĬŜŅĽƞĚėŃŐĬĬĔŅĶŀƞŅĬȮĮ,/ȮĭńĬĪŉĔėŃŐĬĬĶŅĵĭŋėėĸ 
2.1) ėĸŇĔŏĴĬŌȮ&/'ȮŴėŃŐĬĬĔŅĶŀƞŅĬȮĮ,/ŵȮŐĸƟĺėĸŇĔŏĴĬŌĵƞŀĵȮ&0'ȮŴĭńĬĪŉĔėŃŐĬĬĶŅĵĭŋėėĸŵ 

 
 
 
 
 



28 

 

 

0,0'ȮĸŖŀĔŀŇĬŏĕƟŅĶŃĭĭĭńĬĪŉĔėŃŐĬĬėĺŅĴĽŅĴŅĶĩħƟŅĬĔŅĶŀƞŅĬȮŏıŊŗŀĵŊĬĵńĬĨńĺĨĬŀňĔėĶńŘĚȮ 
&/'ȮŴĝŊŗŀįŌƟŒĝƟȮ&User ID)ŵȮŐĸŃȮ&0'ȮŴĶľńĽįƞŅĬȮ&Password'ŵȮŐĸƟĺėĸŇĔȮ&1'ȮŴŏĕƟŅĽŌƞĶŃĭĭŵ 

 
 0,1'ȮŏĴŊŗŀĸŖŀĔŀŇĬŏĕƟŅĶŃĭĭĭńĬĪŉĔėŃŐĬĬėĺŅĴĽŅĴŅĶĩħƟŅĬĔŅĶŀƞŅĬŐĸƟĺȮŴŏĸŊŀĔľƟŀĚĽŀĭŵȮ 
ĪňŗĨƟŀĚĔŅĶĸĚėŃŐĬĬ 

 
 0,2'ȮŏĸŊŀĔĔĶŀĔėŃŐĬĬĶŅĵĭŋėėĸȮŒĬŐĨƞĸŃĺŇĝŅȮėĸŇĔȮ&/'ȮŴĭńĬĪŉĔėŃŐĬĬŵȮĔŅĶŀƞŅĬŀŀĔŏĽňĵĚȮ
ŐĸŃȮ&0'ȮŴĭńĬĪŉĔėŃŐĬĬŵȮĔŅĶŀƞŅĬĶŌƟŏĶŊŗŀĚ 
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 2.5'ȮħŜŅŏĬŇĬĔŅĶȮ&/'ȮŴĔĶŀĔėŃŐĬĬŵȮĔĶŀĔŒľƟėĶĭĩƟĺĬĪŋĔĝƞŀĚĔĶŀĔėŃŐĬĬȮŏĴŊŗŀĔĶŀĔėŃŐĬĬ
ŏĽĶŖěŏĶňĵĭĶƟŀĵȮėĸŇĔȮ&0'ȮŴĭńĬĪŉĔŵȮŏıŊŗŀĭńĬĪŉĔėŃŐĬĬĕŀĚĬńĔŏĶňĵĬ 
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0,4'ȮĔĶĦňĪňŗĬńĔŏĶňĵĬĕŅħĽŀĭȮŒľƟĨŇřĔȮŴÃŵȮŒľƟŏĮƦĬȮŴXȮĕŅħĽŀĭŵȮľŅĔĕŅħĽŀĭĽĴĶĶĩĬŃŒħŒľƟ
ŏĕƟŅœĮĨŇřĔĽĴĶĶĩĬŃĬńŘĬȮľĶŊŀȮ0ȮĽĴĶĶĩĬŃĔŖĨƟŀĚĨŇřĔĕŅħĽŀĭĪńŘĚȮ0ȮĽĴĶĶĩĬŃ 

 
 0,5'ȮŏĴŊŗŀĭńĬĪŉĔėŃŐĬĬŏĽĶŖěŐĸƟĺȮŒĬľĬƟŅľĸńĔěŃŐĽħĚĸńĔļĦŃĽĩŅĬŃľĸńĚĔŅĶĭńĬĪŉĔėŃŐĬĬȮ 
&/'ȮŴĵńĚœĴƞĽĴĭŌĶĦƢŵȮėŊŀĔĶŀĔėŃŐĬĬœĴƞėĶĭĽĴĶĶĩĬŃŒħĽĴĶĶĩĬŃľĬŉŗĚȮ&0'ȮŴŒľƟėŃŐĬĬŐĸƟĺŵȮėŊŀĔĶŀĔ
ėŃŐĬĬėĶĭĩƟĺĬŏĶňĵĭĶƟŀĵĪńŘĚȮ0ȮĽĴĶĶĩĬŃȮŐĸŃȮ&1'ȮŴĵńĚœĴƞœħƟėŃŐĬĬŵȮėŊŀĵńĚœĴƞœħƟĔĶŀĔėŃŐĬĬĪńŘĚȮ0Ȯ
ĽĴĶĶĩĬŃ 

 
 

6. ĔŅĶħŌĶŅĵĚŅĬįĸĔŅĶĪħĽŀĭȮħŜŅŏĬŇĬĔŅĶĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 
1) ėĸŇĔŏĴĬŌȮ&/'ȮŴĮĶŃĔŅĻįĸĽŀĭŵȮŐĸƟĺŏĸŊŀĔŏĴĬŌĵƞŀĵȮ&0'ȮŴ1.ĮĶŃĔŅĻįĸĽŀĭȮĔŅĶŀƞŅĬȮĮ,/ŵ 
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2) ŏĸŊŀĔĮƖĔŅĶĻŉĔļŅĪňŗĨƟŀĚĔŅĶħŌįĸĔŅĶĪħĽŀĭȮėĸŇĔŏĸŊŀĔȮ&/'ȮŴĮƖĔŅĶĻŉĔļŅŵȮěŅĔĬńŘĬȮŏĸŊŀĔ
ĮĶŃŏĳĪĶŅĵĚŅĬĪňŗĨƟŀĚĔŅĶĪĶŅĭȮėĸŇĔŏĸŊŀĔȮ&0'ȮŴĮĶŃŏĳĪĶŅĵĚŅĬŵ 

 

 
  



32 

 

 

ĔŅĶħŜŅŏĬŇĬĔŅĶŒĝƟĚŅĬĶŃĭĭȮNT Access  
ĶŃħńĭĻŌĬĵƢĽŀĭ 

ĔƞŀĬŏĶŇŗĴŒĝƟĚŅĬĶŃĭĭȮNT Access ĕŀŒľƟȮħŅĺĬƢőľĸħėŌƞĴŊŀĔŅĶŒĝƟĚŅĬĶŃĭĭĴŅĻŉĔļŅȮőħĵħŜŅŏĬŇĬĔŅĶȮħńĚĬňŘ 
1) Log in ŏĕƟŅĶŃĭĭ őĮĶŐĔĶĴěŃĶŃĭŋĝŊŗŀįŌƟŏĕƟŅŒĝƟĶŃĭĭȮĨĶĚĴŋĴĭĬħƟŅĬĕĺŅĴŊŀ 

2) ėĸŇĔŏĸŊŀĔȮŴėŌƞĴŊŀĔŅĶŒĝƟĚŅĬĶŃĭĭŵ 
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1. ĔŅĶĨĶĺěĽŀĭĝŊŗŀįŌƟŒĝƟȮĶľńĽįŌƟŒĝƟȮŐĸŃĶľńĽįƞŅĬĕŀĚőĶĚŏĶňĵĬ 
ŒĬĔĶĦňĪňŗőĶĚŏĶňĵĬĪňŗŀĵŌƞŒĬĻŌĬĵƢĽŀĭȮŀĵŅĔĪĶŅĭĶľńĽįŌƟŒĝƟŐĸŃĶľńĽįƞŅĬĕŀĚőĶĚŏĶňĵĬĨĬŏŀĚȮ 

ĻŌĬĵƢĽŀĭĽŅĴŅĶĩħŜŅŏĬŇĬĔŅĶĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 
1) ėĸŇĔŏĴĬŌȮ&/'ȮŴėƟĬľŅįŌƟŒĝƟĚŅĬŵ 
2) ľŅĔĨƟŀĚĔŅĶĪĶŅĭĶľńĽįŌƟŒĝƟŐĸŃĶľńĽįƞŅĬĕŀĚőĶĚŏĶňĵĬĪńŘĚľĴħŒĬĻŌĬĵƢĽŀĭ 

2.1) ėĸŇĔĮŋƙĴȮ&0'ȮŴħŅĺĬƢőľĸħĕƟŀĴŌĸŵȮĔĶĦňĬňŘĶŃĭĭěŃŐĽħĚĕƟŀĴŌĸĶľńĽįŌƟŒĝƟŐĸŃĶľńĽįƞŅĬ 
ĕŀĚĪŋĔőĶĚŏĶňĵĬĪňŗŏĕƟŅĶƞĺĴĽŀĭŒĬĻŌĬĵƢĽŀĭĬńŘĬȮŕȮőħĵěŃœħƟŏĮƦĬȮ&1'ȮŴœĲĸƢȮExcelŵ ĪňŗĴŅěŅĔĶŃĭĭȮħńĚĳŅı 

 
2.2) ėĸŇĔĮŋƙĴȮ&2) ŴŐĽħĚĕƟŀĴŌĸŵȮĶŃĭĭěŃŐĽħĚĕƟŀĴŌĸĶľńĽįŌƟŒĝƟŐĸŃĶľńĽįƞŅĬĕŀĚ 

ĪŋĔőĶĚŏĶňĵĬĪňŗŏĕƟŅĶƞĺĴĽŀĭŒĬĻŌĬĵƢĽŀĭĬńŘĬȮħńĚĳŅı 
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3) ľŅĔĨƟŀĚĔŅĶėƟĬľŅĕƟŀĴŌĸĭŅĚőĶĚŏĶňĵĬȮĻŌĬĵƢĽŀĭĽŅĴŅĶĩĔĶŀĔĶľńĽőĶĚŏĶňĵĬȮ/.ȮľĸńĔȮŐĸŃ 
ıŇĴıƢĝŊŗŀőĶĚŏĶňĵĬŒĬĝƞŀĚȮŒĬĝƞŀĚȮ&3'ȮŴĶľńĽįŌƟŒĝƟŵȮľĶŊŀȮŴĝŊŗŀľĬƞĺĵĚŅĬŵȮŐĸƟĺėĸŇĔĮŋƙĴȮ&4'ȮŴŐĽħĚĕƟŀĴŌĸŵȮ
ĶŃĭĭěŃŐĽħĚĕƟŀĴŌĸőĶĚŏĶňĵĬĪňŗĻŌĬĵƢĽŀĭĨƟŀĚĔŅĶėƟĬľŅ ħńĚĳŅı 

 
  



35 
 

 
 

2. ĔŅĶěńħĔŅĶĕƟŀĴŌĸıŊŘĬģŅĬĕŀĚĻŌĬĵƢĽŀĭ 
ĻŌĬĵƢĽŀĭėĺĶĨĶĺěĽŀĭŐĸŃŐĔƟœĕĕƟŀĴŌĸıŊŘĬģŅĬŒľƟŏĮƦĬĮƤěěŋĭńĬȮőħĵħŜŅŏĬŇĬĔŅĶĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 
ėĸŇĔŏĴĬŌȮ&/'ȮŴĕƟŀĴŌĸŏĕĨıŊŘĬĪňŗ-ĻŌĬĵƢĽŀĭŵȮőħĵħŜŅŏĬŇĬĔŅĶŐĔƟœĕĕƟŀĴŌĸŒľƟĩŌĔĨƟŀĚŐĸŃŏĮƦĬĮƤěěŋĭńĬ 

ŏĴŊŗŀŐĔƟœĕĕƟŀĴŌĸŏĶňĵĭĶƟŀĵ ŒľƟėĸŇĔĮŋƙĴȮ&0'ȮŴĭńĬĪŉĔŵ 
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3. ĔŅĶĭĶŇľŅĶěńħĔŅĶĕƟŀĴŌĸőĶĚŏĶňĵĬŒĬĻŌĬĵƢĽŀĭ 
ĻŌĬĵƢĽŀĭěŃĨƟŀĚħŜŅŏĬŇĬĔŅĶĔŜŅľĬħőĶĚŏĶňĵĬĪňŗŏĕƟŅĽŀĭŒĬĻŌĬĵƢĽŀĭȮĶĺĴĪńŘĚĔŅĶŏıŇŗĴ/ĸħőĶĚŏĶňĵĬ 

ŒĬĻŌĬĵƢĽŀĭȮőħĵħŜŅŏĬŇĬĔŅĶĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 
1) ėĸŇĔŏĴĬŌȮ&/'ȮŴĕƟŀĴŌĸőĶĚŏĶňĵĬŵȮŐĸƟĺŏĸŊŀĔŏĴĬŌĵƞŀĵȮ&0'ȮŴ1.ĕƟŀĴŌĸőĶĚŏĶňĵĬȮ&ĭĶŇľŅĶĔŅĶěńħĽŀĭ'ŵȮ

ĻŌĬĵƢĽŀĭĽŅĴŅĶĩŐĔƟœĕĕƟŀĴŌĸőĶĚŏĶňĵĬŒľƟĩŌĔĨƟŀĚŐĸŃŏĮƦĬĮƤěěŋĭńĬ 
2) ĞŉŗĚĻŌĬĵƢĽŀĭĽŅĴŅĶĩħŜŅŏĬŇĬĔŅĶŏĔňŗĵĺĔńĭĕƟŀĴŌĸőĶĚŏĶňĵĬŒĬĻŌĬĵƢĽŀĭȮœħƟħńĚĨƞŀœĮĬňŘ 

2.1) ėĸŇĔȮ&1'ȮŴŏıŇŗĴőĶĚŏĶňĵĬŏĕƟŅĻŌĬĵƢĽŀĭŵ ŏĴŊŗŀĻŌĬĵƢĽŀĭĨƟŀĚĔŅĶŏıŇŗĴőĶĚŏĶňĵĬŏĕƟŅĻŌĬĵƢĽŀĭ 
2.2) ėĸŇĔȮ&2'ȮŴĸħőĶĚŏĶňĵĬŀŀĔěŅĔĻŌĬĵƢĽŀĭŵȮŏĴŊŗŀĻŌĬĵƢĽŀĭĨƟŀĚĔŅĶĸħőĶĚŏĶňĵĬŀŀĔěŅĔ

ĻŌĬĵƢĽŀĭ 
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ĔŅĶŏıŇŗĴőĶĚŏĶňĵĬŏĕƟŅĻŌĬĵƢĽŀĭ 
ŏĸŊŀĔőĶĚŏĶňĵĬĪňŗĨƟŀĚĔŅĶŏıŇŗĴŏĕƟŅĻŌĬĵƢĽŀĭȮħŜŅŏĬŇĬĔŅĶĔħĮŋƙĴȮŴŏıŇŗĴőĶĚŏĶňĵĬŏĕƟŅĻŌĬĵƢĽŀĭŵȮŐĸƟĺ

ŏĸŊŀĔĝƞŀĚȮ&/'ȮŴŀŜŅŏĳŀŵȮĽŅĴŅĶĩŏĸŊŀĔěŅĔŀŜŅŏĳŀĪňŗőĶĚŏĶňĵĬĬńŘĬĨńŘĚŀĵŌƞȮŐĸŃŏĸŊŀĔĝƞŀĚȮ&0'ȮŴĽĩŅĬŃĔŅĶěńħĽŀĭŵȮ
ŏıŊŗŀŒľƟĔŅĶėƟĬľŅőĶĚŏĶňĵĬŐėĭĸĚȮŐĸƟĺĪŜŅĔŅĶėĸŇĔȮ&1'ȮŴėƟĬľŅőĶĚŏĶňĵĬŵ 

 
 

ěŃĮĶŅĔĢĶŅĵĝŊŗŀőĶĚŏĶňĵĬĪňŗœħƟėƟĬľŅȮěŅĔĬńŘĬŏĸŊŀĔőĶĚŏĶňĵĬĪňŗĨƟŀĚĔŅĶĬŜŅŏĕƟŅĻŌĬĵƢĽŀĭȮőħĵėĸŇĔ
ŏĸŊŀĔĝƞŀĚȮ&/'ȮŴÃŵȮľĬƟŅĝƞŀĚŐĶĔĕŀĚőĶĚŏĶňĵĬȮŏĴŊŗŀŏĸŊŀĔőĶĚŏĶňĵĬĪňŗĨƟŀĚĔŅĶŐĸƟĺȮėĸŇĔȮ&0'ȮŴŏıŇŗĴőĶĚŏĶňĵĬ 
ŏĕƟŅĻŌĬĵƢĽŀĭŵ 

 
  



38 

 

 

ĔŅĶĸĭőĶĚŏĶňĵĬŀŀĔěŅĔĻŌĬĵƢĽŀĭ 
ĻŌĬĵƢĽŀĭĽŅĴŅĶĩĸĭőĶĚŏĶňĵĬĪňŗœĴƞŏĕƟŅĶƞĺĴĽŀĭŀŀĔěŅĔĻŌĬĵƢĽŀĭȮŐĸŃħŜŅŏĬŇĬĔŅĶĸħŀŀĔěŅĔ

ĻŌĬĵƢĽŀĭȮőħĵėĸŇĔŏĸŊŀĔȮÃȮľĬƟŅĝŊŗŀőĶĚŏĶňĵĬĪňŗĨƟŀĚĔŅĶŏĸŊŀĔŒľƟĴňĸńĔļĦŃȮ&/'ȮŴXŵȮěŅĔĬńŘĬėĸŇĔĮŋƙĴȮ 
&0'ȮŴĸħőĶĚŏĶňĵĬŀŀĔěŅĔĻŌĬĵƢĽŀĭŵȮŐĸŃȮėĸŇĔĮŋƙĴȮ&1'ȮŴĨĔĸĚŵȮŏıŊŗŀĵŊĬĵńĬĔŅĶĸĭĕƟŀĴŌĸŀŀĔěŅĔĻŌĬĵƢĽŀĭ 

 

ĔĶĦňĨƟŀĚĔŅĶŐĔƟœĕĕƟŀĴŌĸőĶĚŏĶňĵĬȮĽŅĴŅĶĩħŜŅŏĬŇĬĔŅĶőħĵŏĸŊŀĔŏĴĬŌȮ&/'ȮŴĕƟŀĴŌĸőĶĚŏĶňĵĬŵ ŐĸƟĺ
ŏĸŊŀĔŏĴĬŌĵƞŀĵȮ&0'ȮŴȮ/,ĕƟŀĴŌĸőĶĚŏĶňĵĬȮ&ĭĶŇľŅĶĔŅĶěńħĽŀĭ'ŵȮěŅĔĬńŘĬėĸŇĔŏĸŊŀĔȮ&1'ȮŴĝŊŗŀőĶĚŏĶňĵĬŵ 
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ŏĴŊŗŀĻŌĬĵƢĽŀĭŐĔƟœĕĕƟŀĴŌĸőĶĚŏĶňĵĬĩŌĔĨƟŀĚŐĸŃėĶĭĩƟĺĬŐĸƟĺěŅĔĬńŘĬȮėĸŇĔȮŴĭńĬĪŉĔŵ 

 

4. ĔŅĶĵŊĬĵńĬěŜŅĬĺĬĬńĔŏĶňĵĬ 
ŏĴŊŗŀőĶĚŏĶňĵĬĪŋĔőĶĚŒĬĻŌĬĵƢĽŀĭħŜŅŏĬŇĬĔŅĶĽƞĚĕƟŀĴŌĸĬńĔŏĶňĵĬŏĕƟŅĶŃĭĭŏĶňĵĬĶƟŀĵŐĸƟĺȮĔƞŀĬĪňŗěŃ

ħŜŅŏĬŇĬĔŅĶĔŜŅľĬħĽĬŅĴĽŀĭȮĻŌĬĵƢĽŀĭěŃĨƟŀĚĵŊĬĵńĬěŜŅĬĺĬĬńĔŏĶňĵĬĔƞŀĬȮőħĵħŜŅŏĬŇĬĔŅĶĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 
1) ėĸŇĔŏĴĬŌȮ&/'ȮŴĕƟŀĴŌĸĽĬŅĴĽŀĭŵȮŏĸŊŀĔŏĴĬŌĵƞŀĵȮ&0'ȮŴ1.ĵŊĬĵńĬĺƞŅĴňĕƟŀĴŌĸĬńĔŏĶňĵĬŵ 
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2) ĻŌĬĵƢĽŀĭĨĶĺěĽŀĭĕƟŀĴŌĸȮĩƟŅĕƟŀĴŌĸėĶĭĩƟĺĬŐĸƟĺȮŒľƟȮėĸŇĔȮŴĵŊĬĵńĬĕƟŀĴŌĸŵȮŏĴŊŗŀȮėĸŇĔĵŊĬĵńĬ
ĕƟŀĴŌĸŐĸƟĺȮĶŃĭĭěŃĮĶŅĔĢĕƟŀėĺŅĴȮŴĵŊĬĵńĬĺƞŅĴňĕƟŀĴŌĸĬńĔŏĶňĵĬŏĶňĵĭĶƟŀĵŐĸƟĺŵȮħńĚĳŅı 

 

5. ĔŅĶĬŜŅŏĕƟŅĕƟŀĴŌĸĬńĔŏĶňĵĬőħĵĻŌĬĵƢĽŀĭŏĮƦĬįŌƟħŜŅŏĬŇĬĔŅĶȮ&ŒĬĔĶĦňĪňŗőĶĚŏĶňĵĬœĴƞŀĵŌƞŒĬĝƞĺĚĪňŗĽŅĴŅĶĩ 
ĽƞĚĕƟŀĴŌĸĬńĔŏĶňĵĬŒĬĶŃĭĭœħƟ' 

ŒĬĔĶĦňĪňŗőĶĚŏĶňĵĬœĴƞĽŅĴŅĶĩĬŜŅĕƟŀĴŌĸĬńĔŏĶňĵĬŏĕƟŅĽŌƞĶŃĭĭœħƟĪńĬĨŅĴĔŜŅľĬħȮĻŌĬĵƢĽŀĭĽŅĴŅĶĩ
ħŜŅŏĬŇĬĔŅĶŐĪĬőĶĚŏĶňĵĬȮőħĵħŜŅŏĬŇĬĔŅĶĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 

1) ėĸŇĔŏĴĬŌȮ&/'ȮŴĕƟŀĴŌĸĬńĔŏĶňĵĬŵȮŐĸƟĺŏĸŊŀĔŏĴĬŌĵƞŀĵȮ&0'ȮŴ1.ĕƟŀĴŌĸĬńĔŏĶňĵĬŵ 
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2) ŏĸŊŀĔĝƞŀĚőĶĚŏĶňĵĬȮ&/'ȮŴĝŊŗŀőĶĚŏĶňĵĬŵȮĪňŗĨƟŀĚĔŅĶĬŜŅĽƞĚĕƟŀĴŌĸȮěŅĔĬńŘĬȮėĸŇĔĮŋƙĴȮ&0'ȮŴŐĽħĚĕƟŀĴŌĸŵȮ
ĽŅĴŅĶĩħŅĺĬƢőľĸħĕƟŀĴŌĸŏĮƦĬœĲĸƢȮExcel őħĵȮėĸŇĔĮŋƙĴȮ&1'ȮŴħŅĺĬƢőľĸħĕƟŀĴŌĸŵȮŏıŊŗŀőľĸħœĲĸƢȮExcel  
őħĵŒľƟőĶĚŏĶňĵĬĔĶŀĔĕƟŀĴŌĸĬńĔŏĶňĵĬŒĬœĲĸƢŒľƟĩŌĔĨƟŀĚŐĸŃėĶĭĩƟĺĬȮ&ľƟŅĴŏĮĸňŗĵĬĝŊŗŀœĲĸƢȮőħĵŏħŖħĕŅħ' 
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3) ŏĴŊŗŀĔĶŀĔĕƟŀĴŌĸĬńĔŏĶňĵĬŏĶňĵĭĶƟŀĵŐĸƟĺȮŒľƟĻŌĬĵƢĽŀĭĬŜŅĽƞĚĕƟŀĴŌĸŏĕƟŅĶŃĭĭȮőħĵȮėĸŇĔŏĸŊŀĔȮ
&/'ȮŴĕƟŀĴŌĸĬńĔŏĶňĵĬŵȮěŅĔĬńŘĬŏĸŊŀĔŏĴĬŌĵƞŀĵȮ&0'ȮŴ0,ĬŜŅĽƞĚĕƟŀĴŌĸĬńĔŏĶňĵĬŵȮŐĸƟĺŏĸŊŀĔőĶĚŏĶňĵĬȮ 
ĪňŗĨƟŀĚĔŅĶĬŜŅĽƞĚĕƟŀĴŌĸȮ&1'ȮŴőĶĚŏĶňĵĬŵ 
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4) ėĸŇĔĮŋƙĴȮ&/'ȮŴŏĸŊŀĔœĲĸƢŵȮŏıŊŗŀĬŜŅœĲĸƢȮ&0'ȮExcel ŒĬėŀĴıŇĺŏĨŀĶƢĪňŗħŅĺĬƢőľĸħȮŐĸŃĔĶŀĔ
ĕƟŀĴŌĸŏĽĶŖěŐĸƟĺĬŜŅŏĕƟŅĶŃĭĭȮěŅĔĬńŘĬŒľƟėĸŇĔĮŋƙĴȮ&1'ȮŴĬŜŅĽƞĚŵ 

 

ľŅĔĬŜŅĽƞĚĕƟŀĴŌĸĩŌĔĨƟŀĚȮĶŃĭĭěŃŐĽħĚľĬƟŅĨƞŅĚȮħńĚĳŅı 

 
ĔĶĦňőĶĚŏĶňĵĬĪňŗĴňŏħŖĔıŇŏĻļȮěŃıĭĕƟŀėĺŅĴĪňŗŒľƟĨĶĺěĔŅĶŒĽƞĮĶŃŏĳĪĕŀĚŏħŖĔıŇŏĻļĺƞŅĕƟŀĴŌĸ

ĩŌĔĨƟŀĚľĶŊŀœĴƞ ĩƟŅĕƟŀĴŌĸĩŌĔĨƟŀĚȮėĸŇĔȮ&2'ȮŴĵŊĬĵńĬĔŅĶĬŜŅĽƞĚŵȮŀňĔėĶńŘĚȮĩƟŅĕƟŀĴŌĸœĴƞĩŌĔĨƟŀĚŒľƟėĸŇĔȮ 
&3'ȮŴĵĔŏĸŇĔĔŅĶĬŜŅĽƞĚŵȮŏıŊŗŀĔĸńĭœĮŐĔƟœĕĕƟŀĴŌĸŒĬœĲĸƢȮExcel ŐĸƟĺĪŜŅĔŅĶĬŜŅĽƞĚĕƟŀĴŌĸĬńĔŏĶňĵĬŒľĴƞ 
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ľŅĔĵŊĬĵńĬĔŅĶĬŜŅĽƞĚĕƟŀĴŌĸĩŌĔĨƟŀĚȮĶŃĭĭěŃŐĽħĚľĬƟŅĨƞŅĚȮħńĚĳŅı 

 
5) ěŅĔĬńŘĬĨĶĺěĽŀĭėĺŅĴĩŌĔĨƟŀĚĕŀĚĕƟŀĴŌĸŀňĔėĶńŘĚőħĵŒľƟőĶĚŏĶňĵĬŏĮƦĬįŌƟĨĶĺěĽŀĭĕƟŀĴŌĸȮħńĚĬňŘ 

1. ĝŊŗŀĻŌĬĵƢĽŀĭ 
2,ȮĝŊŗŀőĶĚŏĶňĵĬ 
3.ȮĶŃħńĭĝńŘĬ 
4. ĕƟŀĴŌĸĬńĔŏĶňĵĬȮőħĵŏĜıŅŃȮŏĸĕĮĶŃěŜŅĨńĺĮĶŃĝŅĝĬȮĝŊŗŀȮĬŅĴĽĔŋĸȮŏĬŊŗŀĚěŅĔĕƟŀĴŌĸħńĚĔĸƞŅĺ

ěŃĨƟŀĚĬŜŅœĮıŇĴıƢľńĺĔĶŃħŅļėŜŅĨŀĭŐĸŃĶŅĵĚŅĬįĸĔŅĶĪħĽŀĭĕŀĚĬńĔŏĶňĵĬȮħńĚĬńŘĬȮĕƟŀĴŌĸĨƟŀĚĴň 
ėĺŅĴĩŌĔĨƟŀĚȮėĶĭĩƟĺĬ 

 

ĔĶĦňȮıĭĕƟŀįŇħıĸŅħȮĶŃĭĭěŃŐěƟĚŏĨŊŀĬȮħńĚĳŅı 
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ľŅĔıĭĺƞŅĕƟŀĴŌĸĵńĚįŇħŀĵŌƞȮħŜŅŏĬŇĬĔŅĶŐĔƟœĕĨŅĴĝƞŀĚȮŴĕƟŀįŇħıĸŅħĪňŗıĭŵȮĪňŗĶŃĭĭŐěƟĚ &ĨńĺĽňŐħĚ' 
 

 
 
 
 
 
 
 
 
 
 
 
ŏĴŊŗŀŐĔƟœĕĕƟŀĴŌĸĨŅĴĪňŗĶŃĭĭŐěƟĚŒĬœĲĸƢȮExcel ŏħŇĴŏĶňĵĭĶƟŀĵȮŒľƟĬŜŅĽƞĚœĲĸƢĕƟŀĴŌĸĪńŘĚľĴħŀňĔėĶńŘĚȮ 

ĞŉŗĚĕƟŀĴŌĸĪňŗĬŜŅĽƞĚŒľĴƞěŃœĮŐĪĬĪňŗĕƟŀĴŌĸŏħŇĴĪńĬĪňȮĽƞĺĬĕƟŀĴŌĸŏħŇĴĔŖěŃĩŌĔĸĭŀŀĔěŅĔĶŃĭĭőħĵŀńĨőĬĴńĨŇ 
ĔŅĶĬŜŅĽƞĚĕƟŀĴŌĸĬńĔŏĶňĵĬȮŏĴŊŗŀőĶĚŏĶňĵĬĬŜŅĽƞĚĕƟŀĴŌĸĽŜŅŏĶŖěȮěŃĮĶŅĔĢħńĚĳŅı ěŉĚěŃĩŊŀĺƞŅ 

ĔŅĶħŜŅŏĬŇĬĔŅĶŏĽĶŖěĽĴĭŌĶĦƢ 

 
  



46 

 

 

ěŅĔĬńŘĬȮĨĶĺěĽŀĭĔŅĶĬŜŅĽƞĚĕƟŀĴŌĸėĶńŘĚĸƞŅĽŋħȮŏıŊŗŀėĺŅĴĩŌĔĨƟŀĚĕŀĚĕƟŀĴŌĸŀňĔėĶńŘĚȮőħĵėĸŇĔȮ 
&/'ȮŴĕƟŀĴŌĸĬńĔŏĶňĵĬŵȮ&0'ȮŴ0,ȮĬŜŅĽƞĚĕƟŀĴŌĸĬńĔŏĶňĵĬŵ ěŅĔĬńŘĬŏĸŊŀĔőĶĚŏĶňĵĬĪňŗĨƟŀĚĔŅĶĨĶĺěĽŀĭĕƟŀĴŌĸ 
&1'ȮŴőĶĚŏĶňĵĬŵȮŐĸƟĺėĸŇĔȮ&2'ȮŴĨĶĺěĽŀĭĔŅĶĬŜŅĽƞĚėĶńŘĚĸƞŅĽŋħŵ 

 
ŏĴŊŗŀėĸŇĔěŃĮĶŅĔĢĕƟŀėĺŅĴȮŴœĴƞıĭĕƟŀĴŌĸĔŅĶĬŜŅĽƞĚĪňŗįŇħıĸŅħėĶńŘĚĸƞŅĽŋħŵȮŏĮƦĬŀńĬĺƞŅĕƟŀĴŌĸ

ĩŌĔĨƟŀĚȮėĸŇĔȮŴĨĔĸĚŵ 

 

6. ĔŅĶĨĶĺěĽŀĭȮŐĔƟœĕȮĸĭȮŐĸŃŏıŇŗĴȮĕƟŀĴŌĸĬńĔŏĶňĵĬ ħŜŅŏĬŇĬĔŅĶĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 
/'ȮėĸŇĔŏĴĬŌȮ&/'ȮŴĕƟŀĴŌĸĬńĔŏĶňĵĬŵȮŐĸƟĺŏĸŊŀĔŏĴĬŌĵƞŀĵȮ&0'ȮŴ/,ĕƟŀĴŌĸĬńĔŏĶňĵĬŵ 
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0'ȮŏĸŊŀĔőĶĚŏĶňĵĬȮ&/'ȮŴĝŊŗŀőĶĚŏĶňĵĬŵȮŐĸƟĺėĸŇĔĮŋƙĴȮ&0'ŴŐĽħĚĕƟŀĴŌĸŵȮŏıŊŗŀĨĶĺěĽŀĭĕƟŀĴŌĸ 
ĕŀĚĬńĔŏĶňĵĬŏĮƦĬĶŅĵĭŋėėĸ 

 
ĔĶĦňĨƟŀĚĔŅĶŐĔƟœĕĕƟŀĴŌĸĬńĔŏĶňĵĬȮĽŅĴŅĶĩħŜŅŏĬŇĬĔŅĶœħƟħńĚĬňŘȮėĸŇĔȮ&/'ȮŴŏĸĕĮĶŃěŜŅĨńĺĬńĔŏĶňĵĬŵȮ

ľĶŊŀĪňŗȮ&0'ȮŴĝŊŗŀŵȮĕŀĚĬńĔŏĶňĵĬėĬĪňŗĨƟŀĚĔŅĶŐĔƟœĕ 

 
  



48 

 

 

ħŜŅŏĬŇĬĔŅĶŐĔƟœĕĕƟŀĴŌĸĬńĔŏĶňĵĬŒľƟĩŌĔĨƟŀĚŐĸŃėĶĭĩƟĺĬȮŐĸƟĺėĸŇĔȮŴĭńĬĪŉĔŵ ĶŃĭĭěŃĪŜŅĔŅĶŐĔƟœĕ
ĕƟŀĴŌĸħńĚĔĸƞŅĺ 

 
ĔĶĦňĨƟŀĚĔŅĶĸĭĕƟŀĴŌĸĬńĔŏĶňĵĬȮĽŅĴŅĶĩħŜŅŏĬŇĬĔŅĶœħƟȮ2ȮĺŇīňȮħńĚĬňŘ 
ĺŇīňĪňŗȮ1ȮėĸŇĔĮŋƙĴȮ&/'ȮŴŐĽħĚĕƟŀĴŌĸŵȮŒľƟėĸŇĔĪňŗȮ&0'ȮŴŏĸĕĮĶŃěŜŅĨńĺĬńĔŏĶňĵĬŵȮľĶŊŀȮ&1'ȮŴĝŊŗŀŵȮ 

įŌƟĪňŗĨƟŀĚĔŅĶĸĭĕƟŀĴŌĸŒĬĶŃĭĭ 

 
ėĸŇĔĮŋƙĴȮ&/'ȮŴĸĭŵȮŐĸŃĔħĵŊĬĵńĬĔŅĶĸĭĕƟŀĴŌĸ őħĵėĸŇĔĮŋƙĴȮ&0'ȮŴĨĔĸĚŵ 
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ĺŇīňĪňŗȮ2ȮėĸŇĔĮŋƙĴȮ&/'ȮŴŐĽħĚĕƟŀĴŌĸŵȮŏĸŊŀĔĬńĔŏĶňĵĬĪňŗĨƟŀĚĔŅĶĸĭĕƟŀĴŌĸŒĬĝƞŀĚȮ&2'ȮÃȮĪňŗŀĵŌƞ

ħƟŅĬľĬƟŅĕŀĚĬńĔŏĶňĵĬėĬĬńŘĬȮŏĴŊŗŀŏĸŊŀĔŐĸƟĺěŃĮĶŅĔĢ X ěŅĔĬńŘĬȮėĸŇĔĮŋƙĴȮ&1'ȮŴĸĭŵȮĶŃĭĭěŃĪŜŅĔŅĶĸĭ
ĕƟŀĴŌĸ 
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ŏıŊŗŀŏĮƦĬĔŅĶĵŊĬĵńĬĔŅĶĸĭĕƟŀĴŌĸȮŒľƟėĸŇĔĮŋƙĴȮŴĨĔĸĚŵȮŒĬľĬƟŅĨƞŅĚĪňŗĮĶŅĔĢŀňĔėĶńŘĚȮĔŅĶĸĭĕƟŀĴŌĸ
ŀŀĔěŅĔĶŃĭĭŏĮƦĬŀńĬŏĽĶŖěĽŇŘĬ 

 

ĔĶĦňĨƟŀĚĔŅĶŏıŇŗĴĕƟŀĴŌĸĬńĔŏĶňĵĬȮŒľƟħŜŅŏĬŇĬĔŅĶĨŅĴĕńŘĬĨŀĬȮħńĚĬňŘ 
1) ȮėĸŇĔŏĴĬŌȮ&/'ȮŴĕƟŀĴŌĸĬńĔŏĶňĵĬŵȮŐĸƟĺŏĸŊŀĔŏĴĬŌĵƞŀĵȮ&2'ȮŴ1.ĕƟŀĴŌĸĬńĔŏĶňĵĬŵ 
2) ȮŏĸŊŀĔőĶĚŏĶňĵĬȮėĸŇĔŏĸŊŀĔőĶĚŏĶňĵĬȮ&1'ȮŴĝŊŗŀőĶĚŏĶňĵĬŵȮŐĸƟĺėĸŇĔȮ&2' ŴŏıŇŗĴĕƟŀĴŌĸĬńĔŏĶňĵĬŵ 
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3) ħŜŅŏĬŇĬĔŅĶŏıŇŗĴĕƟŀĴŌĸŒĬĶŃĭĭŒľƟĩŌĔĨƟŀĚȮėĶĭĩƟĺĬȮŐĸƟĺėĸŇĔĮŋƙĴȮŴĭńĬĪŉĔŵ 

 

7. ĔŅĶħŌĕƟŀĴŌĸĬńĔŏĶňĵĬ 
ŏıŊŗŀĨĶĺěĽŀĭĕƟŀĴŌĸĬńĔŏĶňĵĬ ħŜŅŏĬŇĬĔŅĶȮőħĵėĸŇĔȮ&/'ȮŴĕƟŀĴŌĸĬńĔŏĶňĵĬŵȮěŅĔĬńŘĬėĸŇĔŏĸŊŀĔȮ 

&0'ȮŴ/,ȮĕƟŀĴŌĸĬńĔŏĶňĵĬŵȮŐĸŃėĸŇĔŏĸŊŀĔőĶĚŏĶňĵĬȮ&1'ȮŴĝŊŗŀőĶĚŏĶňĵĬŵȮőħĵŏĸŊŀĔőĶĚŏĶňĵĬĪňŗĨƟŀĚĔŅĶěŃ 
ħŌĕƟŀĴŌĸȮěŅĔĬńŘĬȮėĸŇĔȮ&2'ȮŴŐĽħĚĕƟŀĴŌĸŵȮĕƟŀĴŌĸőĶĚŏĶňĵĬĪňŗĨƟŀĚĔŅĶěŃŐĽħĚĕŉŘĬĴŅ 
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