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N?>?J:EVGH? =HKM>:JKL<?GGH? ; X>@?LGH? H;J:AH<:L?EVGH? M
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DZn_"jZ bgnhjfZpbhgguo | _og
b mijZ\eyxsbo kbkl _f
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| _gZlZ _Iky ih j_r_gbx f_IhAbg_kdh]h kh\_|1Z wg_j]_Ibqg_kc

N_" jZevgh]lh Jhkm~ZjklI\_ggh]lh [x*  _Igh]lh h[jZah\ZIl_ev¢
\ukr_]h ijhn_kkbhgZevgh]h h[jZah\Zgby

©:ah\®_jghfhjkdZy JThkm~ZjkI\_ggZy Z]ljhbg _g_jgZy Z

J p_ga_glu
dZg™ | _og gZmd "hp_gl
AZ[jh"bgZ H ;
dZg™ | _og gZmd "hp_gl
E [ " \DG

BgnhjfZlbdZ L _ogbq_kdb_ b ijh]jzZffgu_ kj _~kf¥dbj] Ze
hgguo ijhp_kkh\ L_dklh\uc ijhp_kkhj OV :RjZ@I|bdm[thj
G; Jm”» gdh G G =jZg \Z L< @b”g_gdh < G E
1 @h]Ze_\ + A_jgh]jZ® N=;HM <IH :Qk=::

EZ[hjZlhjguc ijzdlbdmf kh”~ _j bl eZ[hjZlhjgu_ jZ[hl
\hafh ghkl_c | _dklh\uo ijhp_kkhjBV gRRUIGbf j JZkkfZl]j
\Zxlky hkgh\gu_ ijb_fu jZ[hlu \\h” | _dklZ khojZzg_gb
f glZ nhjfzZlbjh\Zgb_ kbf\heh\ Z[aZp_\ jZa”_eh\ b
bkihevah\Zgb_ klbe_ ¢ kha”zZgb_ kibkdh\ ~h[zZhe lyb _
i_j_ghk mqgzkldh\ |_dklz \klz\dzZ h[t_dIh\ jbkh\Zgb_
"hdmf_glzZfb

EZ[hjZlhjguc ijZdlbdmf ij _~gZagZq_g “ey klmh _glh
Ilhle _g \ khhI\_Ikl\bb k Ij_[h\Zgbyfb d "bkpbidNogHKOB
<IH 1ih gZijz\e_gbyf ih”"]hlh\db [ZdZeZ\jh\

JZkkfhlj_gh b h~Ah[j_gh gZ azk_~Zgbb dZn_Aju |
lihlhdhe hl A~ _dZ[jyl]

JZkkfhlj_gh b h~h[j_gh f_Ih~bg_kdbf kh\_Ihf wg_j]_Ib
lihlhdhe hl yg\Zjy ]

a Jm”~ _gdh G ; =jZq_\Z G G
@b~g_gdh L < Ebl\bgh\ < C
?f _ebg : : @h]zZze \ : 1

a NS HM <IH :Q=::
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EZ[hjZlhjgZy jZ[hIRhka”Zgb_ b j ~Zdlbjh\Zgb_ ~hdmf_g
NhjfZlbjh\Zgb_ kljZgbp kbf\heh\ b

EZ[hjZlhjgZy jZ[hlZZ{meypby Kibkdb Ihbkd b azZf gz
Hi jZpbb k njz]f_glzfb.l.dklZ.

EZ[hjZIhjgZy JZ[hIEKar"Zgb  LZLeDPooeeese
EZ[hjZlhjgZy jZ[hIBg ]jZpby \ ~hdmf_gl jZaghjh~guo

EZ[hjZlhjgZy jZ[hIRlbeb kbf\heh\ b Z[aZp_\ :\lhfZlbaz
jZ[hlu k [hevrbfb "hdmf.glZib
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EZ[hjZlhjguc ijZdlbdmf ©BgnhjfZlbdZ L_ogbqg_kdb
kj_~kI\Z j_ZebaZpbb bgnhjfZpbhgguo ijhp_kkh\ L _
OV:RUGKhhI\_ITklI\m_ I N_~ jZevghfm Jhkm”Zjkl\_gghfm
klZzg™Zjlm \ukr_]Jh ijhn_kkbhgZevgh]h h[jZah\Zgby N=
gZklvx mgf _[ldobfbq_kdh]h dhfie_dkZ "“bkpbiebgu fZI_f
_kl_kI\ _gghgZmggh]h pbdezZ ; < H> ©BgnhjfZlbdZz

EZ[hjZlhjguc ijZzdlbdmf kh”_j bl ~ IZevgh_ hibkZ
OV:RUG \ eZ[hjZlhjguoZi@¥I:RUG = wlh |_dklhkuc ij
p_kkhj gh\zZy \_jkby dhlhjh]h klZezZ _s_ [he_ _ijfflnsghc
liztfz i1j_~gZagZq_gZ ”"ey ih~]lhlh\db ~hdmf_glh\ khl
kI\_ggh ba |I_dklZz HgZ ihalhey_ | \uihegylv \\h” bnhjf.
jh\Zzgb_ ijh\_jdm | _dklZ b \u\h”blv _]1h gZ i_qZlv Djr
fhlml kh”~_j ZIlv jbkmgdb kha”Zggu_ ihevah\Zl e f be
j _IelipGallery | _dklh\h]h ijhp_kkhjzZ ]jZnbdm |Z[ebpu

>ey h[e_]g_gby \hkijbylby | _hj Ibg_kdh]h fZIZjbZe
lhjguo jZ[hl jZkiheh  _gu mijZ g_gby b ihykgyxsb _ |
mijZ g _gb_ kh”™ _j bl ihrZ]l]h\h_ hibkzZgb_\uiheg_ dby ih
GZ jbkmgdZo ijb\_~ gu \ughkdb ihykgyxsb_ kfuke hi
dhf_g”mxl| kZfhklhyl _evgh bamqgZlv | _hj Ibg_kdmx qZk
b \uihegylv \k_ mijZ g_gby

Dz ~"Zy eZ[hjZlhjgZy jZ[hlZ kh” _j bl imgdlu kZfhkl
bdhgljhevgu_ \hijhku k ihfhsvx dhlhjuo ijh\_jgulky
gZ\udb

< j_amevlZl_ bamq_gby *"bkpbieB&im®Bghhh&lbdZ

tmf _Iv jZ[hlZIv gZ dhfivxl_j_

tagZlv ijbgpbiu ijbf_g _gby kh\j f gguo bgnhpfZpb
]bc \ gZmd_ b ij_~f_Ighc »_yl _evghklb

tfmf _Iv bkihevah\Zlv bgnhjfZpbhggu_ | _ogheh]bb i
kiI\_gghgZmqguo "bkpbiebg b j r gbb jZaebgguo ijbde
< j_amevlZl_ bamq_gby fZl jbzZeZzZ ij_"~klZ\e jggh]h

ghf ijZzdlbdmf_ kIm”~ _gl "he” _g h\ezZ”™ _|Iv ke_~mxsbfb
ijhn_kkbhgZevgufb dhfi_| _gpbyfb
1. >ey gZijZ\e_gby ih~]lhlh\db L _iehwgzxj] _Ibda b |_

| ogbdZz
T kihkh[ghklvx b ]Jhlh\ghklvx \eZ” |v hkgh\guid f_|I
fb b kj_"~kI\Zfb ihemq_gby o0jZg_gby i_j_jZ[hldib bgr

\ZIv dhfivxl_j dZd kj_~kI\h jZ[hlu kHB®BgnhjfZpb _c
2. >ey gZijZ\e_gby ih~]40a68kWe dljhwg j] _lbdiZ b

ljhl_ogbdZz
T kihkh[ghklvx b ]Jhlh\ghklvx \ezZ” _|Iv hkgh\gufd f_|I
fb b kj_"~kI\Zfb ihemq_gby o0jZg_gby i_j_jZ[hldib bgr

\ZIv dhfivxl_j dZzd kj_“~kI\h jZ[hlu k bgnhjfZpb_c HD



3. >ey gZijZ\e_gby ih"pdoa.6adb:]jhghfby

t\ez”™ _gb_f hkgh\gufb f_Ih~zZfb kihkh[Zfb b kj_ "kl
0jZg_gby i_j jZ[hldb bgnhjfZpbb bkihevah\Zlv hdhfi\
jZ[hlu k bgnhjfZpb_c¢c HD

4. >ey gZijZ\e_gby ih~]hlh\dbA_fe_ mkbhckl\h b dzZ~Z

t\ez™ _gb_f hkgh\gufb f_Ih~zZfb kihkh[Zfb b kj_ "kl
0jZg_gby i_j_jZ[hldb bgnhjfZpbb bkihevah\Zlv hdhfi\
jZ[hlu k bgnhjfZpb_c¢c HD

5. >ey gZijZ\e_gby ih2g01b062kIjh*mdlu iblZgbk ba |
Ibl _evgh]h :kujvy

t\ez”™_gb_f hkgh\gufb f_Ih*Zfb kihkh[Zfb b kj_"kl
0jZg_gby i_j_jZ[hldb bgnhjfZpbb bkihevah\Zlv hdhfi\
jZ[hlu k bgnhjfZpb_c¢c HD

6. >ey gZijZ\e_gby ih28a700\62b+t L _oghkn _jlg&ahkZ
ghkilv

T kihkh[ghklvx bkihevah\Zgby hkgh\guo ijh]jZffguo
ithevah\ZIvky Jeh[Zevgufb bgnhjfZpbhggufb j_ _kmjkZfk
f _ ggufb kj_~kI\Zfb | _e _dhffmgbdZpbc kihkh[ghklv bk
jZ[hlu k bgnhjfZpb _c¢c ba jZaebqgguo bklhggbdh\ hey |
gZevguo b khpbZevguo aZz*Zgq HD

7. >ey gZijZ\e_gby 1h0o31000\62k |jhn_kkbhgZevgh_ h]
gb_ ih hljZkeyf

T kihkh[ghklvx hkms_kl\eylv ihAlhlh\dm b j_~Zdlb
hljZz"Zxsbo \hijhku ijhn_kkibhrg4dkymgd _kdhc ~_yl e\
HD

T kihkh[ghklvx kZfhklhyl _evgh jZ[hlZlv gZ dhfivx|_]
gZ\udb - HD

8. >ey gZijZ\e _gby ihrdae06.6@bWdkiemZI|lZpby ljZgkih
| ogheh]bq_kdbo fZrbg b dhfie_dkh\

t\ez™ _gb_f hkgh\gufb f _Ih~Zfb kihkh[Zfb b kj_ "kl
0jZg _gby i_j jZ[hldb bgnhjfZpbb bkihevah\Zlv hdhfi\
jZ[hlu k bgnhjfZpb_c¢c HD

9. >ey gZijZ\e_gby ih190viD0\6a2k L ogheh]by ljZgkihjlg
ijhp_kkh\

t\ez”™ _gb_f hkgh\gufb f_Ih~Zfb kihkh[Zfb b kj_ "kl
0jZg_gby i_j jZ[hldb bgnhjfZpbb bkihevah\Zlv hdhfi\
jZ[hlu k bgnhjfZpb_c¢ HD

10. >ey gZijZ\e _gby ihA]hlh\db:]jhbg _gt jby

t\ez”™ _gb_f hkgh\gufb f_Ih~zZfb kihkh[Zfb b kj_ "kl
0jZg _gby i_j jZ[hldb bgnhjfZpbb bkihevah\Zlv hdhfi\
jZ[hlu k bgnhjfZpb_c HD
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P?EV J:;HLU
Mgblvky
T khanrz\zZlv | _dklh\uc ~hdmf_gl
Tt khojZzgbphdju\Zlv | _dklh\uc "hdmf_gl
F\\h~blv | _dkl b j_~Zdlbjh\Zlv
fnhjfZlbjh\Zlv kljZgbpu kbf\heu Z[aZpu
F\klZ\eylv \ | _dkl kbf\heu hlkmlkl\mxsb_gZ deZ\bZIn
TfnhjfZlbjh\Zlv | _dkl k ihfhsvx [Z[meypbb

H;T,F E:;HJ:LHJGHC J:;HLU B IHJY>HD
?, <UIHEG?GBY

>7299Zy eZ[hjzZlhjgZy jZ[hlZ \uihegy Iky \' I _qgq-gb_
theg _gb_ jZ[hlu b~ _I h~rgh\j f ggh k bamg_gb _f | _hj_
azZdj _ie_gby fzZl _jbzZeZ g_h[oh”bfh \uihegblv mijZ g_
| evghc jZ[hlu

L?7HJ?LBQ?KD:Y Q:KLV
L?0GHEH=BY <UIHEG?GBHLU:;

AZimkd ijh]jzffu Bgl _jn_ck ijh]jzffu

AZimkIMdWord 2010fh"gh h~rgbf ba ke _"mxsbo kihkh[h\
kihfhsvx ]JezZ\gh]h f _gx \u[jZ¥ dhf&#Z&g"m # =
Microsoft Office +Ms Word; wil
kihfhsvx ibdlh]jzffu gZ jZ[hqg ' he_

Hrnasoht
whonc 2010

MijZ g_gb_

< wlhf mijZz 'g_gbb \u azZimklbl_ ijh]jzffm 0OV :RUG
gh\gu_ we_ f glu hdgZ ijh]jZffu

1. AZimklbl_ ijh]ljzffm Q0A0:RRNGGf ba kihkhjhamevlZl_
wdjZg ijbf_| \b® bah[jZ _gguc gZ jbkmgd _

2.Bamgbl_ kh”_j'bfh_ hdgZ ijh]jZzffu bkilhevamy jbl
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Jbkmghd Hddfs Word 2010 kh” _j°Zs__ hdgh k “hdmf_g

KijzZ\Z b kgbam hl hdgZ "hdmf_glZ gZoh”ylkyhiheh|
fhsb dhlhjuo fh gh ijhkfhlj_Iv gZklb hdgZ ~hdm{f_glZz
f_klbebkv gZ wdjZg_

Hdgh j_"~ZdlhjZz 0OV :RUG khklhbl ba g_ kjdiddvdb
aZlheh\dZz e _glu hdgZ "hdmf_glZ kljhdb khklhygby

KljhdZz azZ]lheh\dZ kh”~_j bl iZzg_ev [ukljh]h *"hkImiZz
fu bfy hldjulh]h nZceZ b dghidb mijzZ\e_gby hdghf Gz

>hklmi dh \k_f nmgdpbyf ijh]jZffu b dhfZzg”Zf iha\
e glZ_glZ = ]hjbahglZevgZy ihehkZ dhlhjZy jZhdlZ I
gDV :RUG gmlv gb"_ aZ]heh\dZ jbkmghd

E _glzhjl]Zzgbah\ZgZ \ jZaebqgu_ \de XNAde=egZAigB 1 |
<klz\dB | » dz ~"Zy \dez”~dZ kh”_j bl khhI\_lkl\mxsb_
e gby dhlhju_ hJuggh \dexqgzZxl| dghidb kibkdb b neZzZ"



Brnaakn JlenTa

I'pyrmes

Jbkmghd KIjmdImjZ e _glu
Khar"Zgb_~"hdmf_glZz

Kha~Zlv gh\uc “hdmf_gl fh gh h~rgbf ba ke_"mxsbo

1.S _edgmlv ih 1j:|”d_ KhanzZlv gZ IZg_eb [ukljh
2.<u[jZlv gZ e_gl_WNGWdezmhizgrm $ < jZa"i_e_
# # \ul[jzle # b \ ijZ\hc gZklb hdgZ ¢
dghidm $

lhke_ azZimkdzZ OV :RUG Z\lIhfZlbg_kdb khalBfZ g _gh\t
>hdmf_ gl

MijZ g_gb_
< wlhf mijZz g _gbb \u kharzZ”~bl_ gh\uc "hdmf_gl
1. AZdjhcl_ nZce k Phdomf glk ihfhsvx dhfZg”"i

u 7T # 3
2. KhanrZcl_ gh\uc "hdmf_gl h*gbf ba mdZaZgguo kih

<0V :RUG dzd b \ ex[hf j_~zZdlhj_ |1_dkl \\h~bll
L _dklh\uc dmjkhj \ _jlbdZevgZy fb]JZxsZy q_jlZ mdz
[m~ | \\h~blvky | _dkl <\h~bfuc kbfl\he ihyley Iky
hldmjkhjz

| j_oh”™ k jmkkdh]h rjbnlZ gZ Zg]Jebckdbc aZ\bkbl h
Hluggh wlh dhf[bgZpb$8hifle[Zklor gZoh”*ysboky \ e_\hc
dezZ\bZImju 1 _j clb gZ “"jm]hc yaud |Zd _ fh g[Ru]s_ed
befen] \ iZg_eb az”~Zq b \u[jZ\ gm guc

[aZp_kqblzxl qZzklv “hdmf_glZz \\_~ ggmx f_""m ~*
de Z\ b Hnter].



<gbfzZgb _
| j_oh” gZ gh\mx kljhdm ~hdmf_glZ 0OV :RUG hkkdt
ithwlhfm gZ bfzZlv EbAmdhgp_ kljhdb g_ gZ{g@ntel)
ke "m_| gZ Zlv _keb \ui_j oh”bl_gZ gh\luc Z[aZ

MijZ g_gb_

< wlhf mijZz g _gbb \u gZmqgbl_kv mklZgzZ\eb\ZIlv \ |_
I _j_ghku keh\

1. <uihegbl_ dhfZg”"m # £+ # # £
%) te < j_amevlZl_ wlhc dhfZg”u 0V
kZfhklhyl _evgh i_j ghkblv keh\Z ih keh]zf

2.GZ[_jbl_ ke_"mxsbc | _dkl khklhysbc ba Ij_o Z[aZ

CRurnm 1135 HanSo e puellpoc] PUHCHHBLS TULLOE HPOUPIMAM SEIHRCH TERG TOBRIC
PEmARTOPET. O Y MOSOMILTO MO BRRITHOCTITITT CAMLIe TocTTle oTTEpaTTie, ciofi-
CTHEHHBIE BCCK IPOUPasMay GOpadorkH TeRE L 0CVINeeT B8 e HaDop, odhopsie-
NS TekeTa mpHgrron ro0oi IocTVIei TAPTIITYPEL, MOB0TO TTRMCPTaHE |-
L
CRRTmane 113 TTauBoTes cofe PSS TeRCTONLTE peiantopon anndereas Microsott

Vo Word, TereTrr w droparate Microsott Word wamopTipyioTes o nee mpoT parsaT
oipator i Tekerosbi daiws. Terer nogrorosiensei s Word, aomer coaep-
AT TATITTRTE H% T TH TIP0T [ R,
["eJaRTOpP HMeeT MHOTHE BOMMUGEHCCTH (PR ToRoe of:ophd TeHRe, ToaroToRE:

T ROCIOITHTYNON, OIS, CHOCOK, TOTRONL, A0Tamen i i ), omoasoniHe o=

| IUBEHTE B HeM CHUAHBIE J0KY MEHTBL

Jbkmghd L _dkl *ey gZ[hjZ
J NzZdlbjh\zZgb_ |1 _dklZz

lh~) _~Zdlbjh\ZgihgfbfZxl \g_k_gbebd&Eddbaf g gbc \ I_
Ahdmf_glz GZzZijbf_j \klz\dZ \ | _dkl ijhims_gguofkbf\h
\heh\ \klz\dzZ \ | _dkl gh\uo kljhd m~Ze gb_ kljhd jZ
AN\ kh_~bg_gb_ “\mo kljhd \ h*gm b | » 1jZ\beZZj "Z
kfhljbl_\ ijbeh” _gbb «

Qlh[u \klz\blv \ I_dkl ijhims_gguc kbfl\he gmmh m
\uc dmjkhj \ Ih f_klh ]~ _ \u ohlbl_ \klZ\blv kbf\he
<klz\ey_fuc kbf\he ihy\blky ke_\Z hl dmjkhjz

>ey m~"Ze gby kbf\heh\ ihevamxlky deZ\brZfb

X [Delete] + m"Zey | kbf\he kijZ\Z hl | _dklh\h]h dmjkhjz

x [ mBackspace]x m~Zey | kbf\he ke \Z hl | _dklh\h]h dm

Qlh[u jZa[blv h*gm kljhdm gZ ~\_ gm gh mklZgh\b
\ihabpbx jZa[b_gby b gZ [Eherf.eZ\brm



Qlh[u kh_~bgblv ~\_ kljhdb \ hAgm gm gh mklZgh\k
gbf kbf\hehf i_j\hc kljhdb b gZ[DletefeZ\brm

MijZz g_gb_
< wlhf mijZz g _gbb \u gZmqgbl_kv jZa[b\Zlv h*bg Z][a.
"NZ Z[aZpZ \ h™*bg

1.3JZa[_cl_ i_j\uc Z[aZp 9gZ[jZggh]h | _dklzZz gz &a\zZ Z
[b_gby "he gZ [ulv ihke_i_j\h]h ij_"~eh  _gby
2. Kh_"bgbl_i_j\uc b \lhjhc Z[aZpu

KhojZg _gb_ | _dklZz

Khojzgblv | _dkl fh gh g_kdhevdbfb kihkh[Zfb

s _edgmlv ih 'L'E‘JhI@rLongblv gZ 1Zg_eb [ukjjh]h ~h
\u[jZlv dhfZig”"mzu $

Dhfzg~hc zu $ ihevamxlky dh]"Z nZce kh
\i_j\u_ beb dh]*Z nZce gZ*h khojZgblv ih™ ~jm]bff bf_
ghkbl_e

MijZ g _gb _
< wlhf mijZ g _gbb \u gZmgbl_kv khojZgylv nZce \ m
1. Kha~Zcl_ gZ \g_rg_f ghkbl_ e bgnhjfZpbbzZiZidm
e b wigord.

2. <uihegbl_dhfzg"mu $ GZ wdjZg_ ihyAblky
eh]h\h_ hidgh < ihe_ mdZ bl_ iANidfm
e b wigord.

3.S_edgbl_\ihe_bf gb b _gXlhjul_ j ~Zdlhju
4.S _edgbl_gZ dighid_$beb gz flghter] kf jbkmghd

<MijZ g _gbbnZce [ue khojZg g \ lhc \_jkbb :REZG \
[hl1Zeb RUG nZce bf_ | jZkriIgR&§Ihl nZce \u g_ kfh"
hlidjulv \ [he_ _ jZggbo \ _jkbyo :RUG >ey hldjulby w
'RUG _]h g_h[oh”bfh khojZgblv k GRKFb) gb f

MijZ g_gb_

< wlhf mijZz ' g_gbb \u gZmgbl_kv khojZgylv nZce
OV:RUG

1.GZ e_gl_\u[_jbl_QOddezZMd&mg c¢c dhiZzg"m$ GZ

wdjZg_ ihy\blky ~“bZehjh\h_ hdgh < ihe_
mdZ bl _ iKidfbe bWard.
2.< hdg_ hidjhcl  kilikhd b \u[bj

R Word 97-2003 (*.doc) .
3. KjzZ\gbl_\u[jZggu_ gZkljhcdb k jbkmgadhf $S_ed
4. AZdjhcl_\k_ hldjulu_ nZceu
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Jbkmghd >bZeh]h\h_ hdgh khojZg_gby “hdmf_
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Jbkmghd + KhojZg _gb_ “hdiwf.RQUL\ \ jkbb
AZ]ljmadZ “hdmf_glZ

AZ]jmablv hidjulebpizdmadmf gl fh gh hAgbf ba ke
kihkh[h\



E-
s _edgmlv ih '~ iHIdjulv gZ 1Zg_eb [ukljh]h ~hkl
\u[jZlv dhfZg"m+z6 # $

< ihet gZ"h mdzZaZlv iZidm \ dhlhjhc gZoh”~blky
"bZeh]h\h]h hdgZ \u”_eblv nZce dhlhjuc \u
beb \\ _klb bfy wlh]h nZ&xeZ \ ihe< ihé_ g_hho

AbfhmdZaZzZlv Ibi hldjul\Z_fh]lh nZceZ >hdmf_glu OV :R
GRFfgh fh'gh hildju\Zlv "hdmf_glu b g_dhlhjuo ~jm]bo
WI[W

lh mfhegZgbx Uihe I _j_gbkellgiw \k_o nZceh\ dF
ju_ fh]lml Julv hldjulu \ |_dklIh\hMsjwdérd @0hG _QIlh[uU h
djulv nZce k *jm]bf jZkrbj_gb_f gZ”h mdZaZlv Ibi n
kKibkdd. aZl f gz Zlv diEdtebribeb s _edgmlv ih dg
0 # $

MijZ g_gb_
< wlhf mijZz g_gbb \u gZmqgbl_kv hldju\Zlv nZce
1. <uihegbl_ dhfzg"m6é # $GZwdjZg_ ihy\blky *"bZeh

hdgéh # kf jbkmghd

2. < ihet mdZ bl_ iXRidfb e bweard.

3. M[_"*bl_kv qglh Y ihe_ \u[jZg Ibhii Word
(*. docx).

4. <jZ[hg_c h[jegdbkAbh]h\h]h hdgZ ndtkeldklh\u_ g "Z
lhju GRBE fbl _deZzZ\b[Enter] beb s_edgbl_ihodgHi#l jb
kmghd
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Jbkmghd + >hbZehdh\H_ hdgh



| j f s gb_ih ~hdmf_gIm

L dklh\uc dmjkhj fh gh i_j ~\b]Zlv ih I_dklm kdihfhs
gm\ \ gm ghf f_klI_~ Z 1Zd _ k ihfhsvx deZ\br mijZ\e ¢

o m n pPgUp PgDn Home End beb ki_pbZevguo dhffbgZp
\br 1Z[ebpZ

| j_f _sZlvky ih I_dklm fh gh b k ihfhsvx ihehku ijhd

LZ[ebpZ + DeZ\brb i_j_ f_ s _gby ih “hdmf_glm
DeZ\brZ beb GZagZq_gb_
dhf[bgZpby deZ
n | j_f_sZ_ 1 dmjkhj gZ kljhdm \\_jo
p | j_f_sZ_ | dngjkhkljhdm \gba
0 | j_f_sZ_ 1 dmjkhj gZ kbf\he \ijzZ\H
m | j_f_sZ_ 1 dmjkhj gZ kbf\he \e_\h
Home | j f sZ | dmjkhj \ gZgZeh kljhdl
End | j f sZ 1 dmjkhj \ dhg_p kljhdb
PageUp | j f sZ | dmjkhj gZ wdjZggmx k
Page Down | j_ f sZ | dmjkhj gZ wdjZggmx k
Ctrl+n | j_f_sZ_ | dmjkhj gZ h~bg Z[aZp
Ctri+p | j_f_sZ_ | dmjkhj gZ h~"bg Z[aZp
Ctrl+ o | _j_f_sZ_1 dmjkhj gZ keh\h \ijZ\h
Ctrl+ m | j_f_sZ_ |1 dmjkhj gZ keh\h \e_\h
Ctrl+Home | j_ f sZ | dmjkhj gZ gZqZeh *hd
Ctrl+End | j f sZ | dmjkhj \ dhg p “hdmf_
F5 | j f sZ | dmjkhj \ mdZaZggh_ f |
Ctrl+ Page Up | j f sZ | dmjkhj \ i _j\mx kljhdm
Ctrl+ Page Down | j f sZ | dmjkhj \ ihke "gxx kljl

NhjfZlbjh\Zgb_ jzaf_1dZ kljZgbp

OV:RUG iha\hey | khanrz\Zlv jZaebqggu_ nhjfZlu klj.
\Zlv kbf\heu baf_gylv rjbnl \klZ\eylv ki_pbZevgu_ ki
nhjfzZl \ujZ\gb\Zlv gZibkzZgguc | _dkl gZ kljZgbp_y <k_
gb_gZ \g_rgbc \b”A \k_]1h "hdmf_ghZjhKgwysnkjimibljh\Zgl
nhjfZlbjh\Zgb_ kljjZak'p eh\aZpbRbf\heh\

<0OV:RUG fh'gh \bamZevgh ij_~klzZz\blv dzZd [m~_I| \

gZi_qZlZgguc gZ [mfzZ]_ B _keb ijb ijhkfhlj_ |_dkiZ g
g_"h\hevgu jZkiheh  _gb_f | _dkl@vgRU®@fihla\hkdy | baf_
ijhkljzgkl\h dhlhjh_ azgbfz_| | _dkl gZ k\h[h”ghc kI

mjh\g_c¢ nhjfZlbjhhnBgi@Zybjh\Zgb_ gZ mjh\g_hkdiZZ¢gbd
gZb[he_ _ rbjhdbfb \hafh ghklyfb < j "bf_jzaf_ Idb ki
ju nhjfZlbjh\Zgby ih mfheqZgbx *_ckl\mx| gZdhk\R UKd
thal\hey | jZkijhkljzZgylv iZjZf_lju nhjfZIlbjh\ZgbyZmjh\
gbp gZ hiI®_evgu_ gZklhzarrdmmti_glz



NhjfZlbjh\Zgb_ mjh\gy jZaf_Idb kljZmgs\wexqdZZfl kjai_

xjZaf_ju ihe_c

X\ _jlbdZevgh_\ujZ\gb\Zgb_ gZ kljZgbp_

XxjZaju\lu kljZgbp jZa”_eh\ b Z[aZp_\

xgmf_ jZpbx kljZgbp

x dhehglblmeu

xjZaf_j b hjb_glZpbx [mfZ]b

x bklhggbd [mfZ]b

lheyt wlh h[ezZklv f_""m djz_f ebklZ b ]jZgbp_c I_d
OV :RUG mklzgad\etb\#Z | ' £ \ jog__ b gb g khe_ |
ijZ\h_ ihe _ kf e \h_ £ Kkf

?keb iZjZf_lju kljZgbpu mklZgzZ\eb\Zxlky ~ey Yk _]h
khj fh™ I gZoh”blvky \ ex[hf f_kl_~hdmf_glZz

?keb iZjZf_lju kljZgbpu mklZgZ\eb\Zxlky lhevdh "e
eh\ "hdmf_glZ I|h wlb jZa®_eu gZ*"h kgZqZeZ \u”™_eblv

<0V :RUG Ahdmf_gl hih[jZz Z _Iky \ iylb j_ "bfZo i

X # £ ithalhey | \b”_Iv Ahdmf_gl IZdbf
AN I \u]Jey™ v gZ [mfZ guo kljZzgbpZo jZki_qZlZgguo g

X '+ ij_"gZagZq_g ey fZdkbfZevgh]hh m~h
dmf_glZ

X é - + ij_"gZagZqg_g ey kkajZggpy dhERZju <
jZdl_jgu k\h_c g _h]jZgbg_gghc "ebghc

X + kem bl ey azZ”Zgby b j _~Zdlbjh\Zgby
kljmdImju “hdmf_glZ

X + ij_"gZagZqg_g ~ey \\h*Z b nhjfZlbjh¥Zgby

“Z _fhlh \ \b”_ g _ij_julghc \_jlbdZevghc ihehku

J_"bfu ijhkfhljZz "hdmf_glZ i_j _dexqZxlky k €éhfhtsvx
o # beb s _eqgdhf ih h~*ghc ba gghih
sboky \ ijZz\hc gZklb kljhdb khklhygby jbkmghd

Bed-ToRyMaAT

CrpyxTypa

Masucma oTplin | ‘ HupHoEUE

(B[N

Pompet 91oEHA

il

Jbkmghd + Dghidb "ey i_j_dexq_gby j_"bfh\ ijhkf

MijZ g _gb _
< wlhf mijZz g_gbb \u gZmqgbl_kv nhjfZlbjh\Zlv kljZg]l
1. M[_"bl_kv qglh ndkdbk\u_j ~"Zdétxm _ hidjul
2. M[_"~bl_kv qglh “hdmf_gl hlh[jZ & _1ky \ j_"bf#
?keb wlh g_ 1Zd \uiheglel_#H&dfZgt m
+ 9 #



3.>ey mklZgh\db

# # =+ #

+ 0

wdjZzg_ ihy\blky ~“bZehjh\h_ #dgh
%]

hdgh bf3\dez db

ihe_c \uihegdbl_ dhfZg"m# + +

< j_amevlZl_ ¢
jbkmgiBd WIlh

1
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#
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4. Hldjhcl_ \deZ”™dm
fZgb_gZ baf_g _gby \ ihe

X\ jog  lkf

xgb g *kf

xe \h_ kf

X ijZ\h_ Xxf

Xxijbf_gblvdh \k_fm “hdmf_glm
5. S_edgbl_ ih dgdid_

-ukljh mklzZgh\blv ihey \h \k_f

Wdgh #

Ilhey b k" _eZcl_ ke_"mxsb_bmklZ

A"hdmf_gl_ beb jZa”_

eyxk $ 'bé $ ?keb gZ wdjZg_ g_|
IhmklZgh\bl_ bo \uiheg® dhfZg m$ % &
' ihalhey | mklZgh\klv é $

$
' ithalhey | mklZgh\blb
g _cd__klv [_eZy b k_jZy gZklb

$ jbkmghd Baf_gblv
pm ihey ijb wlhf
klj _edb

mdZazZl_ev furb

GZ dZ hc e
K_jZy gZklvelZph agZ
jZaf_j ihey fh gh i_j
"he g bf_Iv nhj
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Jbkmghd + H[ezklv | _dklZ b ihey ~hdmf_¢

MijZ g _gb _

< wlhf mijZz g _gbb \u gZmgbl_kv baf _gylv jZaf_ju
ebg cdb
1. | _j f _klbl_ k ihfhsvx ebg _cdb ]JjZgbpm \ _jodgLKh ihe
2. 1 _j_f _kIbl_ k ihfhsvx ebg _cdb ]jZgbegymgdbh ofL. kidl m
3. I _j_f kiIbl_ k ihfhsvx ebg _cdb ]jihgyp mZeh I\th]ild m |
4. 1 _j_f klbl_ k ihfhsvx ebg _cdb ]jZgbepygZzjh\h]hdm
25 kf

<gbfZgb _
x?keb gb'g_c ]jZgbpu ebklZ g_ \b~gh gZ wdjZg_
\_jIbdZevghc ihehku ijhdjmldb \gba
x?keb ijb i_j_1Zkdb\Zgbb ]jZgbp they gZ Zlv HAhA
lh gZ ebg_cd_ [m”ml hlh[jZ ZIvky gbke lykah\gh &t
klz \ kZglbf_ljZo

NhjfZIbjh\Zgb_ kbf\heh\

Kbf\heZybeyxlky hl* _evgu_ [md\u pbnju ijh[_e ag.

b ki_pbZevgu_agZqdb
Ms Word thal\hey | i_qZlzZlv kbf\heu jZagufb rjbr
thgbfzxl kh\hdmighklv ke_"mxsbo iZjZf_

Xrjbnl
xjZaf_jrjbnlZz
Xx9Zq_jlZzgb_

xp\_ | 1 _dklZz
xih~qg_jdb\Zgb _
xp\ | th*g_jdb\Zgby



x\brhbaf g gb_ \ jogbc bg” dk gb gbc bg”™ hdk k
ibkgu_ b A"jm]b_ wnn_dlu

x bgl _j\Zeu f_"~m kbf\heZfb
Wlb izZjZf _lju gZau\Zxl

lib nhzf
Ibjh\Zgbb kbf\heh\ fh gh bkihevah\@gh idlbiZg” u

ljb[mlu nhjfzlZ kbf\heh\ fh gh mklZgh\blv i_
ithke__]h aZ\_jr_gby

2keb gm gh hinhjfZIbjh\
Ih_1h gZ~h ij_~\Zjbl _evgh \u”_eblv

A \\h
Qlh[u \u”_ebly dmdigh

) _
Zlv m°
x mklZgh\blv mdZazZl_ev furb \ gZqZe_ \u”_ey_ fh]h
xgZ Zlv e_\mx dghidm furb b m”~_j b\Zy
rb "h dhgpZ \u”®_ey fhc h[eZKklb
xazZl_f hlimklblv dghidm furb
Wlh h”~bg ba gZb[he__ ijhkluo kihkh[h\ \u”_e _gby
>jm]b_ kihkh[u [m"ml| hibkZgu iha"

ijhlZs

NhjfZlbjh\Zgb_ kbf\heh\ k ihfhsvx dhfZg” f
>ey nhjfzlbjh\Zgby

| dklZ ihevam&lky 'dhfZg~hc
<j_amevlZl 9gZ wdjZg_ihy\blky "bZehbk\hghhldgh
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Wlh hdgh bf__| \dezZ”db $
<dezZ~dZ bkihevam_|ky ~ey baf_g _gby rjbnlh\ g
f jZ rjbnlZ b “jm]bo wnn_dlh\
<dezZ"dZ $
kbf\hezZfb

bkihevam_I|ky “ey baf_g_gby jZkkl



JZkkfhljbf g_dhlhju_ Zljb[mlu kbf\heh\ [1Xh2f jljbl
jZkdjul\Zxsbcky kibkhd \hafh'guo rjbnlh\ GZb[he_ _ jZ
IbiZfb rjbnlh\ y\eyii& Wew Roman Arial Courier QIlh[u rjbnl
\u]Jey e h”*bgZdh\h b gZ wdjZg_ b gZ i_qgZlb emqr_
True Type WIhl gZ[hj rjbnlh\ ihklmizZ_ | \f_kl_ k :LQGRZ
\u[jZgguc rjbnl rpdfrue Type mdZaZgh ih® ihe fgZ \deZ
di $

|1 ZjZf _1j6 kh™ _j bl jZzkdjulZxsbcky kibkhd \h
gZq_jlZgbc kbf\heh\

Xx Hfugguc = y\ey Iky hkgh\guf ijb gZ[hj_ | _dklZ

X Dmjkx\ qZklh bkihevam_ I|ky "ey-dbfmévglhegbgrdh g7
gbc dgb] "mjgZeh\

X lhem bjgua bkihevam _ I|Iky ~ey \u”™_e _gby njZ]f_g
Ney aZ]lheh\dh\

Xlhem bjguc dmgkhbAlh dhf[bgZpby ihem bjgh]lh b dm
bkihevam_Iky *ey aZ]lheh\dh\ b ih*aZ]heh\dh\

1 ZjZf _|p kh” j bl jZzkdju\Zxsbcky kibkhd \hafh g
jh\ JZaf_ju rjbnlh\ baf_jyxlky \ imgdlZo 1jZ*"bpbhgg
_"bgbp_ baf_j gby imgdlZ jZ\gu “~xcfm
MijZ g _gb _

< wlhf mijZz ' g_gbb \u gZmqgbl_kv nhjfZlbjh\Zlv kbf\h

1.1 _j_ ™~ 1 _dkihf \klZ\vl_ aRBjheki\Zd jZ[hlu k |_dklh\u
Ahdmf_glzfb

2. Bkihevamy dRfZg"mzt hinhjfZlbjmcl_ i _j\uc Z
rjbnlhiCourier New Z \lhjhc Z[aZp ArianhBlack P\ _Id _
klZ i _j\lbHhjh]h Z[aZpZ baf_gbl_gZ kbgbc

3.Baf _gbl_ gZq_jlzgb_ rjbnlz alZdmebjddcgdmjkb\
amevlZl nhjfZlbjh\Zgby kjZ\gbl_k jbkmgdhf
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4. 1j_"\Zjbl_evgh mklZgh\b\ ke _“mxsb_ ZIljb[mlu nh
ribnl Arial gZq_jlZdquagguc jZaf_j rjbhIZhfZ\vl_\ dhg
Ahdmf_glZ hij_~ e gpbkjghtdp Z

AiFal — 3T0 hpardeHT TENCTa, BOIMGIKHD, NYETOH, KOTSSEA KGHYAETSA NEW HAATAN KN3sHLY [Enter]. Ah-
A0 MoqeT GolTh SAMONOBKOM RRCCKSID, ANEMSHTON CNHCKA. NYCTON CTPOKOH MEldy OBYME AT02MH Wi
TOCNEJOEETENEHOCTEH NPEJNEMEHMA, CORTHHEHHEIX BMECTS & UENEMN BhIPEWEHWA OTHRENEHOH MEICnY M
AOEN.

Jbkmghd + Hij_~ e _gb_ Z[aZpZz

5.Baf_gbl_ Zljb[mlu nhjfZlZ kbf\heh\ gZ[jZggk]h |_
sb_ rjbnTimes1lHZ 5RPDQ gZgdmZigh\Zaf | ribnl4& =+

Nhjfzlbjh\Zgb_ | _dklZ k ihfhsvx dghihd e gl

Hg_gv m~h[gh nhjfZlbjh\ZIv rjbnl | _dklZ k ihfhsvx
glAdeZ @ _ \ ]Jjmii_ jbkmghd

Times Mew Rc = 14 - A A | Aa~ | %

XK &£ U - abe x, x° By . A -
WpwdT
Jbkmghd + =jmiifz \de&"d_ "

K ihfhsvx wlhc ]Jjmiiu fh 'gh baf _gblv rjbnl _]Ja&a gZc
f j fhgh \u”~_eblv |_dkl ihem bjguf gZq_jlZgb ~ dn
g_jdgmlv h~ghc ebgb_c¢ =jhiNE”*bl | _dms__ nhjfZlbjh
"ey \u™_e _ggh]lh I _dklZz

<klz\dZ kbf\heh\ hlkmlklI\mxsbo gZ deZ\bZlIr

< “hdmf_gl fh]lml [ulv \dexg_gu kbf\heu dhlhjuo g
GZijbf_j "~ebggh_Ibjlbevaz imklh_ fgh fkl\hj_ qgq_kdb_
[mMmd\u Ob *jm]b_  >ey \klZ\db kbf\heh\ hlkmlkl\mxsb
bkihevamx| dRefZg”*mtu # tu ti #

MijZ g _gb_
< winf mijZz g_gbb \u gZmgbl_kv \klZ\eylv kbf\Aeu
\bZImj_

1. <klZ\vl_i_j_~ aZlheh\dhf |_#iklZekbd\lhdh



x mklZgh\bl_ | _dklh\uc dmjkhj \ gZqZe_ aZ]heh\dz

x\uihegbl_ dhf&g"m =zu # tu el
# HIdjh_Iky “"bZeh]w\h_ hdpHbHzZazZggh_gb _ jbkmghd
x\ hdg_ \u[_jbl_\deZ"dm $ # #

x\u”_ebl_ kbf\the edgbl_ih &@ghid$
xaZdjhcl_ bBdgh s _edgm\ ih @dgh#d$
xazZl f gZ[_jbl_gZ dezZ\bzZbnmyZ golkehh[_e
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2. < dhgp_ “hdmf_glzZ ~h[Z\v]_ ke_"m¥bboghdZp |_dl

Ma Word noaronser RCTARNTRE B AOKYMEHT CIMEBOTR, OTCYTCTEVHITIHE HA KIARMATY-
po. Haupumep: — & V.

Jbkmghd + L_dkl *ey gZ[hjZz

<gbfzZgb_
>ey \klZ\db kbMtkel\’' bkihevamcl|_Syntool \ "bZeh]
hdgu

NhjfZlbjh\Zgb_ Z[aZpZ

Ih~ keh\hf Z[aZp h[ugqgh ihgbfzxl ihke_ _"~h\Zl _evgh
kh ~“bg _gguo \f_kl_ 7ey \ujzZ gby hI® evghc fukeb b-
[aZzp0V :RUG = wlh njzZ]f _gl | _dklZ gZ[jZggucyf "~
fb dez\HEmer] hlebqgZxsbcky k\hbfb izZzjzf_|jZfb nhjfZlb



D Z[azZpZf “hdmf_glZ ijbf_gyxl Ih beb bgh_ nbjfZlb
fhklb hl gZagZq_gby wlh]h “hdmf_glZ b _]h ij_™AheZ].
< dhgp_ Z[aZpZ \k_]*"Z klhbl agZd Z[aZpZ ~

<gbfZgb_
ljb gZ Zlbb delErearh \ dhgp_ Z[aZpZ ihy\ley Tky ag
Wlihl kbf\he h[fuggh ghgokbhbjgdhy | \ k_[_ \k_
nhjfZlbjh\Zgby Z[aZpZ dhlhjuc bf azZ\_jrzZ _Ilky

?keb gZ \dezZ”*d_ =eZ\gZy \ ]jmii_ :[i" p gZ ZIZ dghi
kdjulv agZdb nhjfZlbjh\Zgby lh gZ wdjZg [m*ml| \u
hih[jz Z_fu_ ijb i_qZlb “hdmf_qglZ gZijbf_]

Kbf\h GZa\Zgb
) agZd Z[aZpZ
ijh[_e
2 agZd IZ[meyph
o fylJdbc i j ghk
q g _jZaju\guc ij

>ey Z[aZp_\ kms_klI\mx| ke_"mxsb_ iZjZf_lju nhjfZl]

1. HIkImiuKha”Zgb_ hlklmizZ hl ijZz\h]h ihey e _\h]h i
i _j\hc kljhdb Z[aZpZ

2. <ujzZ\gb\Zgb<ujz\gb\zZgb_ | _dklz Z[azZpZ ih ijzZ\hfi
djZx ih h[hbf djzZzyf ih rbjbg_ beb ih p_gljm

3.Bgl_j\ZeuBaf_g_gb_ bgl_j\Zeh\ f_"~m kljbdZfb b Z

4. lhabpbkZ[meypbKha~rzZgb_ klhe[ph\ |_dklZ dhlhju
\ujh\g_gu b e_Jdh gZkljzZb\Zxlky

5.Ebgbb jZfdb b azebh\dXe gb_ Z[aZpZf ]jZnbq_kdrf
k ihfhsvx ebgbc ih ]JjZgbpzZf Z[aZpZ b aZeb\db \gmljb

Gh\luc Z[aZp dhlhjuc h[jZam_Ilky ihke [Emget] Zlilpy de
hij_1_| nhjfZlbjh\Zgb_ ij_~u”“ms_]h <k_ iZjZf_Ijp nhj
azZpZ kh”_j Zlky \ agZd_ Z[aZpZ ~ -&€Kgb agZde B [a ZdoZ
Ij_~r_klI\mxsbc _fm |I_dkl klZgh\blky gZklvx ij_~u”ms_
ithemqg_gguc ijb kebygbb *"\mo Z[aZp_\ ijbgbfZ | nhjfz

NhjfZlbjh\zlv Z[azZzp fh ' gh ~h \\h~Z | _dklZ bebZhke.
Ibjh\Zgby ihke_ \\h*"Z gm gh Z[aZp beb ]jmiim Z[aZ
\u®_eblv >ey nhjfZlbjh\Zgby Ihevdh h~*gh]h Z[aZpZ "I
dmjkhj gZoh”beky \ nhjfZlbjm_fhf Z[aZp_ LZdHb Z[a
guf



Ms Word ij_"hklZ\ey | jZaebqgu_ f _Ih”u nhjfZlbjh\.

x dhfZzg™"Z eéglu ' zeé thalhey | mklZgh\blv kjZam
1 ZjZf _ljh\ nhjfZlbjh\Zgby A~ _kv kh”_j blky iheduc ¢
nhjfZlbjh\Zgby Z[aZpZ

x dghidb ]jmé&iu gZ \de£&£~d_ ' bkihevamxl| "ey ijbf_g
hi® evguo gZklh bkihevam_ fuo dhfZg” nhjfZlbjh\Zghb:

xebg cdZ bkihevam_ Iky ”"ey Jukljhc mklZgh\db i
bhiklmih\ \ Z[aZp _

HlikImiu

HikImiu \ Z[aZp_ fh]lml [ulv mklZgh\e_gu fgh]bfb k
mklZgh\blv hlklmiu ke _\Z kijZ\Z beb k h[_bo klhjhg
lhevdh ~ey i_j\hc kljhdb Z[aZpzZz Ke_"m_1 ihfgbly qlkr
\hc kljhdb mklZgZ\elbeZ\hky]jZgbpu Z[aZpZ Fh gh aZz’
dh]~rz i_j\Zy kljhdzZ Z[aZpZ \ukimizZ_1 \e_\h ih hilghr
kljhdzZf Z[aZpZ <uklmiu gZklh bkihevamxlky \ hZjdb]
\Zgguo kibkdZo ?klv g_kdhevdh kihkh[h\ aZ*Zgby hlk

Kha”rzgb_ hlkimih\ Z[aZpZ k ihfhsvx dhfzg?

>ey mklZgh\db hilklmih\ k ihfhsvx e _glu bkihev
é ' te :

<gbfzZghb _
Hliuggh \ "hdmf_glZo hlklmiu Z[aZp_\ hkgh\gh]h\l
gu gmex hlkhheiggu_ h| gkl&yZ\eb\zZxl | _f Z[aZ{Z.
gb_dhlhjuo g_h[oh”bfh \u”_eblv ba h[s_]Jh I_dklZ

MijZ g_gb_

< wlhf mijZz g _gbb \u gZmqgbl_kv mklZgZ\eb\Zlv Z[az

1. MklZzgh\bl_ ~ey i_j\h]h Z[aZpZ hkkImhlklen\ZXKijZ\Z
1kf i _j\Zy kljhdiZlmi gZ kf >ey wlh]h

x mklZgh\bl_dmjkhj \ ij_~ eZo i_j\h]h Z[aZpZ

x\uihegbl_ dhf&g”"m ze

X\ hldjulr_fky "bZeh]h\f hdgkdjhcl_ \dézZz"dw

# kf jbkmghd

X\ ]jmiid mklzZgh\bl_ ke \zZ £ kf kijz\Z = kf |
hlikImi gZ kf Wnn_dl hl \uiheg_gguo mklZgh\hd iZj
gh m\b” _Iv \' | _dklh\hf hdg_ ]jmbikumghd

Xxs_edgbl_ ih dgydhid_

2. MklZzgh\bl_ "ey \lhjh]l]h Z[azZpZ hKkdlmhlkleni\zZx#zZ\Z
Okf i_j\Zy kljidiZlmgZz kX¥_ameviZlu nhjfZlbjh\Zgby kj.
jbkmgdhf
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pipaboran TexcTeEnE thafnes. TEKcT, NOArOTOENEH-
Hedl B Ward, moKeT copap aTe DAHHLS B3 NPYTHY

NPOrPaE .
. PI:,.'[.-L'I.'I-E!‘;I HEAEBET MM HE THEINETINETE [Il'l'pl-l'l11Ti.'|IIl.'IE I:IZ]'IIZI]I".‘I'I'IHIH:. THE TG 0=
. MOSTETYICE. CTTETCHE, CHOCDE, ECKTOOTE 20 5200E B 10,1, 00 2E0HICHE TOTC RIS

M HER SIKGEHRIE JICIEY MERT R,

i Pl iFeman— s AR AT AR IS AYUENUR S, TN B R R e

i Vserp raE ik SERrer]. AGR Meaeent S1me X 2I0AkIN BOSINTIT, ITEHEITISN

i CHMETS, SOOI S S D DAt SRR i o A0 DR RS TR

:. :lr,r-e:-':--.-r.m-.-.v.-;ur'l. CIEIRIET DI SRR R AR AT R R I M LT
wivle

B iz Word TOSRCTACT BOTARHTE B TOXYICHT CEMEQNEL STCWIATEYE IS BA ETMRHATY-

T, AT &, LW

Jbkmghd + J _amevlZl nhjfZlbjh\zgby i_j\h]lh b \



MklZgh\dZ hlklImih\ Z[aZpZ k ihfhsvx ebg_

?keb ebg_cdb nhjfZlbjh\Zgby g | gZ wdjZg_ hh __
fZgrh& =+ $ K ihfhsvx ebg_cdb nhjfZlbjh
fh gh [ukljh baf_gylv IZzdb_ izjzZf lju Z[aZpZ dZd hl
kijZ\Z hlklmi i_j\hc kljhdb \uklmi ihabpby IZ[meypb
e_gZz >ey baf_g _gby iZjzf _1jZ g_h[oh”bfh i_j_ f klbl
_fm we _f gl gZ ebg_cd_ nhjfZlbjh\Zgby jbkmghd

E_\h_ ihq <uklmi HIkImi i_j\hc klj [JZ\h_ ihe_<1'29
AT 2 13 d S B 7l B G D L D2 g3 B4 S 35
FZjd j 1Z[meymHIklimi ke _\Z H[ejklv | _dklz HikImi kijz\z

Jbkmghd+tEbg cdZ nhjfZlbjh\Zgby

MijZ g_gb_
< wlhf mijZ g _gbb \u gZmgbl_kv mklZgZ\eb\Zlkw Z][a
ihevah\Zgb f ebg_cdb
1. >ey \k_]h 1 _dklZ mklZgh\bl_k ihfhsvx ebg_cdb
ghlf_Idb
x hlklmi Z[aZpZ ke \Z % k
x hlklmi Z[aZpZ kijzZ\Z =  kf
x hlklmi i_j\hc kljhdb £  kf

Bgl j\Zeu
GZkljhcdZ bgl _j\Zeh\ f_""m kljhdZfb Z[aZ

Ms Word 2010jZkihez]zZ | kljhdb gz 1Zdhf jZkklhygbb
f rZeb “"jm] "jm]lm JZkklhygb_ f_ "~m khk_"gbfb kljhd
# $' F_"“mkljhgguc bgl_j
baf jy Iky \ kljhdZo Ih mfheqZgbx bkiljgvaguc |kkljhgl
HAbgZjguc gh fh gh mklzZgh\blv bgl_j\Ze \ ihégljhdtl
1b_

MijZ g_gb_
< wlhf mijZz g_gbb \u gZmqgbl_kv mklpghgd\eb\ZdVv_{\Zem
1. MklZzgh\bl_ \i_j\hf Z[aZp_ “\hcghc f_""mkljhgguc
wlh]h
x\u”r_ebl_i_j\uc Z[aZp beb mklZgh\bl_dmjkhj gZ |_
x\uihegbl_ dhf&g”"m =ze



x\ hldjulr_fky “bZeh]h\hf hdgkdjhcl_\déz"dwh
#
x\ jZa”" oe \ kiblod _ # \u[_jbl_ %
Xxs _edgbl_ih dyhid _
2. MklZzgh\bl_ \h \lhjhf Z[azZp_ f_ ""mkljhdyawcc bgl_j!
>ey wlh]h
x\u” _ebl_ \lhjhc Z[aZp beb mklZgh\bl_ dmjkhj gzZ |_
x\uihegbl_ dhf&g”"m =ze
x\ hldjulr_fky “bZeh]h\hf hdgkdjhcl_ \déz"dwh
#
x\ jZa™ _& _ \ kibka _ # \u[_jbl_ =
$
x\ ihe_ agZq_gb_\\_~bl_
Xxs _edgbl_ih dayhid _
3. MklZgh\bl_7"ey \k_]h | _dklZ h*"bgZjguc f_"~mkljhqg

GZkljhcdZ bgl_j\Zeh\ f_“Am Z[aZpZfb

MsWord iha\hey | gZkljhblv bgl j\Zeu g_ lhevdhzf_ "~r
pZ gh b f_ ""m Z[aZpZfb JZkklhygb f ""m Z[aZpZfb
i Ilh mfheqZgbx bgl _j\Ze f_ ""m Z[aZpZfb jZ\_g il

MijZ g_gb_

< wlhf mijZz g_gbb \u gZmqgbl_kv mklZgzZ\eb\ZIZ bgl
pZfb

MklZgh\bl_i_j ™~ \lhjuf Z[aZp_f bgl_j\Ze il ZZ ihl
pZz il>ey wlh]h

1. <u”™_ebl_\lhjhc Z[aZp bebdmidEjghg¥bl dkl Z[aZpZ

2.<uihegbl_ dhf&g™"m ze :

3.< hldju\r_fky “bZeh]hehf hdogkdjhcl_ \de&zZz" "dm

#.
4. >ey m\ _ebq_gby bgl _j\ZeZ i_j ™~ \u”_e _gguf Z[aZ
- Jjmiiw + beb gz bfzZcl_ klj_edb \\_jo b \g

+ "ey m\ _ebqg _gby beb mf_gvr_gby bgl _j\ZeZ k rZ]¥t
5.>ey m\_ebqg_gby bgl j\ZeZ ihk&@]a¥Zyw¥Z ébhbggh]hhe
+ ]jmiiuw + beb gzZ bfzcl_ klj_edb \\_jo b \g
+ "ey m\ _ebqg _gby beb mf _gvr _gby bgl _j\ZeZ k rZ]h
6. < | _dklh\hf 6he_ ihdZaZg j_amevlZl ih"[hjZ bgl_j\
7.S _edgbl_ih dgbidl_amevlZliu nhjfZlbjh\ZgbybkjZ\¢
kmgdhf
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Casura H3 HAHGONEE COBEPLWEHHKIK TEKCTOERIE PE= |

oaeTopos EEnAsTcE Microsoft Word. Texcre B thopm are
Microsoft Word wanopTapyOTCHED EGE NPpOrpardrb

oEpatoTEM TERCTOBEN dhamnon, TERCT, NOArOTORNGH- |

HbA B Word, M odeT coOAspEaITh OaHHkIe W3 ARYrEX :

nporpamm. :

]
L TORTO D HO0 0T SEOTHE BO MOS0 CTE [OPH) TORGs 0 0P 0, o0 TORE BD- |
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Jbkmghd+J_amevlZl nhjfZlbjh\Zgby Z[aZp _\
<ujzZ\gb\Zgb_ | _dklzZz \ Z[aZp_

<ujZ\gb\Zgb_ Z[aZpZ mdZaulZ | dZd \ujZ\gb\Zxlky
ZlaZpZ

x Z[aZpu \ujh\gilggu\hfm djdxh\g _gu ke \Z gh bf_
jh\guc ijZ\uc djZc

Xx Z[aZpu \ujh\gilggw\hfm dj¥vxh\g _gu kijz\Z gh b
g _jh\guc e \uc djZc

xm Z[aZp_\ \ujh\dg _pgglgm[Z djZy g jh\gu_ [ZdKkl |
1Z _Iky ihk_j ~bg_f_"~m iheyfb P _gljbjh\Zgb_ @Zklh
J]heh\dh\

x Z[aZpu \ujh\gihgglijbg\ujh\g_gu ih h[hbf djZyf

<ujZ\gb\zZgb_ mklzgh\e _ggh_ \ ijhp_kk_ \\h"Z | _dk
gZ ihke_ _"mxsb_ Z[aZpu ijb gZ[Etérh. dle&ZhbYbjZ\gb\Zghb
mkzgZ\eb\Z _|ky iha“g__ hgh jZkijhkljZzgy_|ky Ihevdh
beb Z[aZpu

MijZ g_gb_
< wlhf mijz g_gbb \u gZmqgbl_kv mklzgzZ\eb\ZIv \ujZz
1. MklZgh\bl_ \ujZ\gb\Zgb_ i_j\h]h Z[aZ2p¥ wlh]h
xmklZgh\bl_ dmjkhj gz |I_dkl i_j\h]h Z[aZpZ
Xx\uihegbl_ dhf&g”"m =ze



x\ hidju\r_fky ~bZeh]h\nf hdgkdjhcl_ \dez~ dm
#
x\ kibkd# \u[_jbl_
x szedgbl_ ih dgdid_
2. MklZgh\bl_ \ujz\gb\Zgb_ \lhjh]lh Z[aZpZ ih ijZ\hfm
3.AZ]lhehwlkizZgh\bl_ \ujzZ\gb\Zgb_JihameglZhu bhjfZ]
ih\Zgby kjz\gbl_k jbkmgdhf
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Jbkmghd+J amevlZl \ujZ\gb\Zgby Z[aZp _\

Hqg gv m~h[gh mklZgZ\eb\ZIlv \ujZ\gb\Zgb_ k ihfhs
dez"db "

t\ujh\gylv | _dkl ih e_\hfm djZx

—

e

t\ujh\gylv | _dkl ih p_gljm
t\ujh\gylv | _dkl ih ijZ\hfm djZx
t\ujh\gylv | _dkl ih rbjbg_

Mijz g_gb_

< wlhf mijZz 'g_gbb \u gZmqgbl_kv mklZgZ\eb\Zlv \uj
bkihevah\Zgb_f dghihd gZ e_gl_

1. Bkihevamy dghidb gZ e_gl_ mklZgh\bl_ \ujzZ\gb\Z
ith rbjbg_

2. Khojzgbl_ baf_g_gby \hdkhh\wgl j ~Zdlhjb GRF]
djhcl_ _]h



MIJ:-@G?GBY >EY Ki:FHKLHYL?EVGHC J:;HLU

1. HIdjhcl_ ~hdpnf dkdih\u_ j_ *Zdlhju QRFfbl_ gZ wd
agZdb nhjfZlbjh\Zgby

2.HInhjfZlbjmcl_ i_j\uc b \lhjhc Z[aZpu ~hdmf_glZ
kijbkmgdhf
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TEKCTOELIE [HEOaNTopoR ABRNAeTCA Mlcrosofl
Word. TekeThl B diapraare Microsoft Word

e S k" e S F

E MMNMOPTHRYITCEH HD BCE Nporpan s I?E'F-n'-l-
: FoTEM TeKcToRkiX hadnen. TeKET, Nogra=
i ToRARHHEA B Word, MoseT cogeprEan. gaH-
! HESE M3 BpyTE Hp-orpane.
Jbkmghd+HInhjfZlbjh\Zggu_ Z[aZpu |_dklZ
3.1lhdZ bl_ \uiheg_ggh_ az”Zgb_ ij_ih*"zZ\Zl_exxg@ HIf
dh\ nhjfZlbjh\Zgby khojzZgbl_b aZdjhcl_ "hdmf_gl
4. Kha~Zcl_ gh\uc "hdmf_gl
5. MklZgh\bl_ Z\IhfZlbg_kdmx jZkklZgh\dm i_j ghkh\
6. GZ[_jbl_ 1 _dkl ba ijbeh” _gby
7.Khojzgbl_ _]1h \ NiZfidebyB:RWHK3 bf_gDhfivxI]

gu_Bk_Ib GRF]
8. HIj _~Zdlbjmcl_ | _dkl ke_"mxsbf h[jZahf
xq_I\_jluc b iyluc Z[aZpu h[t_~bgbl_\ h*"bg Z[aZp
9. KhojZgbl_DBAtiexl_jgu_ Bk _Ib GRF]
10. Mkl1Zgh\bl_ ke “mxsb_ ihey gZ kljZgbp_
x\ _jog__ ihe_ = Kkf
Xxgb g  ihe_ % k f
xe_ _\h_ihe_ =
xijZ\h_ ihe_ +  kf
xijbf_gblv £+ Dh \k_fm “hdmf_glIm



11. >h[Z\vl_ \ dhgp_ “hdmf_glZ ke _“mxsbc | _dkl b
ribnl khljeZkgh jbkmgdm

| IpocTefimes cogMHASHA: ARYX KOMILIOTEPOR JTA 00MeHa TAHHEIME HATMBAETCA
cOfROT TRAMTIM COSTHTISTIHEM, TO 1A TN (fimmdeckon) ypOoRTe TRoTOROT 7K
E3aHMOICHCTERA ONPCICIACT VOTPOHCTEO HEHUC CROTO 0PI (HapaTIcIEHOC HIH
II0 CICA0BATCIBHOD] H MCXAHHUC CKHE KOMIIOHCHTEI [pasboMel, kadenn u o). Ha
CAMOM BRICOROM ¥POBHE TTPO TORM BIAMMOISHACTEHA 00 S CIETHBART MP IO SHHA
onepanHoHHCH cHeTeMsl — 1A Windows* "™ 1o crapnapraas mporpasa
Ipmaoe Kanemuoe coeTuuenne (flyen = Hpospastanns — Cutardap it —
Camrs = TTpantod KOdeaoerioe cosdniienine).

JlokaIbEBIE B 07100 ABHbIE CETH

D COOTBETCTEHH C HCOOIE3YVEMBIMH OPOTORCTAMHE KOMOBRYICPHES CETH [IDHEATO
DAITETATE HA QoL isH b H Jaodaisrste, [TaiHAYSHHE BCEX BHIOR
EOMITBIOTEPHEIX CeTel ompeIeTaeTcd ARYMA PV HEITHAMH:

ODeCie e e COBMECTHOIO HOIO/1B30BAHIA AIHIAPATHELY B IPOIPAMMHBLY
DECYPCOE CETH,

ofiecTiedefHe CORMECTHOTO JOCTYTIA K PECYPCaM TARHEX.

Jbkmghd+L dkl ”“ey gZ[hjZ

12. Baf_gbl_ rjbnl aZ]h@hfidh\l _jgu_ k bllEhdZevgu _
blJeh[Zevgu_ kHhoma jZaf | * gZq _ih2gb bjguc

13. KhojZgbl DBAtiexl _jgu Bk _Ib GRF]

14. >ey \k_]Jh “hdmf_glZ mklzZgh\bl_ ke _“mxsb_ZZjzZf
gby Z[aZpZ

x\ujzZ\gb\Zgb_+ ih rbjbg_
x hlklmi ke _\zZ =  kf
x hlklmi kijz\z +  kf
+ hlklmi gz  kf

Xxi_j\Zy kljhdZz

xf_ "~“mkljhgguc bgl_j\Ze % kljhdb

15.>ey aZlheh\dh\ mklZgh\bl_ ke “mxsb_ iZjZf_lju
ZlaZpZ

x\ujzZ\gb\Zgb_ £ ih p_gljm
X hlkImi ke _\Z + kf
X hlkImi kijz\z +  kf
Xi_j\Zy kljhdzZ = g _|

xbgl _j\Ze i_j ™ % i

x bgl _j\Ze ihke_ £ il

16.< dhgp_ ~hdmf_glZ gZ[_jbl_ke_"mxsbc |_dkl hJ[
_]h hnhjfe_gb_ jbkmghd



Jbkmghd+ L _dkl ”“ey gZ[hjZ

17. <u\_"bl_ gZ wdjZg agZdb nhjfZzlbjh\Zgby HJ[jZIb
hnhjfe_gu hlkimiu i_j\hc kljhdb \ dZ " ~"hf Z[aZp_ij?keb
\hc kljhdb Z[aZpZ klhyl kbf\heu ijh[_eh\ 1lhqgdb | h
bmklzZzgh\bl_ hlklmi i_j\hc kljhdb k ih&éhsvX dlkfZg”u
H[jZIbl_ \gbfzgb_ ]J~_ klhyl kbf\heu dhgpzZz Z[aZpZ
lhevdh \ dhgp_ dZ ~h]lh Z[aZpZ Z g_ ihke_ dZ ~hc klj

18. HIf _gbl_ \u\h” agzZdh\ nhjfZlbjh\Zgby

19. KhojZgbl_ DBAtiex|_jgu_Bk_IbbG&RRAEdjhcl_ _]h



©CooNoOOhwWNE

DHGLJHEVGU? <HIJHKU

DZd aZim@wIRUG"

Dzd kha”Zlv gh\uc *hdmf_gl"

Dh]*Z ijb \\h~_ | dklZ gZ bfZQWED\@®tm

DzZd khojZgblv Ahdmf_gl"

DzZd hldjulv hdmf_gl"

DzZdh_ jZkrbj_gb_bf_ I nZce kha”Zgguc \ OV Rl
DzZdb_ mjh\gb nhjfZlbjh\Zgby kms_kl\mxI"

Qlh kh[hc ij_"klz\ey | nhjfZlbjh\Zgb_ mjh\gy jZaf
Qlh gZau\Z _I|ky Zljb[mlZfb nhjfZlZ kbf\heh\"l 1_j_«c

ju nhjfZlbjh\Zgby kbf\heh\

10.

11.
12.
13.
14.
15.

GZah\bl_ kihkh[u nhjfZlbjh\Zgby kbf\heh\

Dzd \klZ\blv kbf\he dhlhjh]l]h g _| gZ deZ\bZImj_
Qlh gZau\Z _|ky ihe_ f"

DzZdhc dhfzg®hc fh'gh baf_gblv jZzaf _ju ihe_c"
Qlh gZau\zZz _|ky Z[aZp _f"

Qlh ithgbfZxl ih® nhjfZlbjh\Zgb _f Z[aZpZ" |_j_qbk

nhjfZlbjh\Zgby Z[aZpZ

16.
17.
18.

GZah\bl_\b”~u Z[aZpguo hlklmih\
>ey g_]J]h gm  _g kbf\he dhgpZ Z[aZpZ"
Qlh ihdZau\zZ_| \ujz\gb\Zgb_" DZdb_ Ibiu \ujZ\gb

OV :RUG™



E:;HJ:LHJG:Y J:;HL: <

L fZL:;MEYPBY KIBKDOBBKD B A:F?G: L?DKL:
HI?J:PBB K NJ:=F?GL:FB L?DKL:

P?EV J:;HLU
Mgblvky
tnhjfZlbjh\zZIv | _dkl k ihfhsvx IZ[meypbb
t khanrz\zZlv fZjdbjh\Zggu_ b gmf_jh\Zggu_ kibkdb
T rh[Z\eylv d Z[aZpZf HZglbydmb
f\uihegylv jZaebqggu_ hi_jZpbb k njz]f_glzZfb I_dklZ
f\uihegylv ihbkd khqg_lZgby keh\ keh\Z beb njzZ]f_glZz
t\uihegylv dhibjh\Zgb_ kbf\heZ beb Z[aZpZ

H;T,F E:;HJ:LHJGHC J:;HLU B IHJY>HD
?, <UIHEG?GBY

>7299Zy eZ[hjZlhjgZy jZ[hlZ \uihegy |kgZkh\ g <gb _
itheg _gb_ jZ[hlu b~ _I h~rgh\j f ggh k bamqg_gb_f |I_hj_
aZdj _ie_gby fZlgjthZez"bfh \uihegblv mijZ g _gby "ey
| evghc jZ[hlu b khojZgblv \ mdZazZgghc.ij_ih*Z\Z| _e_

L?HJ?LBQ?KD:Y Q:KLV
L?OGHEH=BY <UIHEG?GBY J::HLU

LZ[meypby

Hrgbf ba 1ZjZf_Ijh\ nhjfZlbjh\Zgby Z[aZpZ y\ely lky
fhsvx 1Z[meypbb fh gh \ukljhblv ba hl*_evguo kljhd
gijb[_]Zy d \klz\d_ \ | _dkl IZ[ebpu

JZ[hlZ k [Z[meypb_c jZa™_ey Ikyi gXub\Zg@thidn kkh
\blv ihabpbb IZ[meVyipbbo knp kk_ \\h"*Z | _dklZ gZ”~h ¢
deZ\bflmb] "ey i_j f s gby Ilhqdb \klZ\db d ke "~mxs_c
eypbb

MklZgh\dZ ihabpbc IZ[meypbb \dexqZ_| \u[h] ZbiZ
gb_jzZkiheh  _gby ihabpbc IZ[meypbb

Lbiu IZ[meypbb
ih e _\hfm djZx
ih ijZ\hfm djZx
ith p_gljm
ih jZa™ _ebl _ex

xk g_jlhc

?keb ihabpbb IZpmempabdbgh\e MgWordH m”~ | bkihevah\Z
mklZgh\e_ggu_ ih mfhegZgbx \ujh\g_ggu_ \e_\h ihab]
dzZ ~u_ k f

X
X
X
X



Djhf_ IhphH__Iky Ijb IbiZz aZiheg_gby k\h[h”gh]h ijhk
"m ihabpbyfb I[Z[meypbb I|hgdZfb imgdlbjhf beb kieht

lj_ "~ _ qg_f mklzZzgZ\eb\Zlv ihabpbb IZ[meypbb gZ”~h
\f_klh gZgZezZ \\h~Z | _dklZ k gh\ufb mklZgh\dZfly [Z][1
Z[aZpu "ey dhlhjuo ohlbl_ mklZgh\blv [Z[meypbx

3.1.1 MklZgh\dZ ihabpbc IZ[meypbb k ihfhsvx *"bZeh]l

Bkihevamy “"bZeh]\h_"hdgjjokmghd fh 'gh Ihgqgh mkl
gh\blv dZ""mx ihabpbx IZ[meypbb b "h[Z\blv aZiheghbl

Jbkmghd >bzZeh]h\h_dhdgh

MijZ g_gb_

<wlhmijZz g _gbb \u gZmgbl_kv mklZgZ\eb\Zlv htabp
fhsvx "bZeh]h\h]h hdgZz

1. KhanZcl_ gh\luc “hdmf_gl b khojzZzdgb4dfbeblyB\:RUI@E@
ith™ bf _ gLZ[meypby. GRFoO

2. MklZgh\bl_ ke ~mxsb_nZjiZlbljjm\zgby Z[aZpZ

x\ujZ\gb\Zgb_ £+ ih e_\hfm djZx

X hlkImi ke_\Z +  kf

x hlkImi kijz\z +  kf

Xxi_j\Zy kljhdzZ = g_|

x bgl_j\Ze ihke_ b i_j ™ Z[aZp_f %

xf_"~"mkljhgqguc bgl_j\Ze + h"bgZjguc

3. MklZgh\bl_ ke_Zmib$imlu nhjfZzlZ kbf\heh\
xrjbnl £ 7LPHV 1HZ 5RPDQ

xgZq_jlZgb_ £+ h[uqguc

xjZaf_jrijbnlZ %



4. Bkihevamy ihabpbb IZ[meypbb jgkmgjlbd | _ dkl

Jbkmghd + NhjfZlbjh\Zgb_ | _dklZ k ihfhsvx 1Z

>ey wlh]h \uihegbl_ ke _"mxsb_ ~ ckl\by
5.<uihegbl_ dhf&g"m' zte < hldju\r_fky ~“bZeh]h
hdg_ :[aZp s_edgbl_dah dghidHIldjh_Iky "bZeh]h\h_ h

X ihet ' \\_"bl_ k f
X< ]jmiié# mklZgh\bl_ £ ih ijZ\hfm djZx
X < ]jmiii_ $ mklZgh\bl_ klbev aZiheg_gby =+
XS _edgbl_ih dghid_ $

XS edgbl_ih dydhid_

x <\_~blB\Zgh\ < B
X

X

X

X

6.

N NN

GZ fbl_ deZ\ablm

<\_~"bl_- -

GZ fbl_ deZ[Hntar.

:gZeh]lbggh \\_~bl_hklZevgu_ kljhdb
KhojZgbl_ bZfpmeypby. GRFO

3.1.2 Baf _g_gb_ihabpbc IZ[meypbb

?keb gbaiH_gblv ihabpbb IZ[meypbb m _ gZ[jZggh]l
Z[aZp gm gh ij_~\Zjbl_evgh \u”™_eblv

MijZ g_gb_
<wlhmijZz g _gbb \u gZmgbl_kv baf _gylv ihabphb |Z]
ghf I _dkl_
1. <u”™_ebl_gZ[jZgguc | _dkl b \uihé&gbl ' dRefZg”m
u S
2. < "bZeh]h\hfahdg_ "' \u”_ebl_ ihabpbx IZ[meypbb
3.< ]jmiié# \u[_jbl_ik e_\hfm djzx Z Y ]jmii
P 2« «
4.S _edgbl_ ih dgdid_
5. KhojZgbl_ bZfmeypby. GRFo



3.1.3 M*Ze gb_ ihabpbc IZ[meypbb

MklZgh\e _ggu_ ihabpbb IZ[meypbb fh gh hif_gblv
Zevgh beb ]Jjmiihc >ey wlh]h gZ~h

x\u”_eblv I _dkl \ dhlhjhf ohlbl_m~Zeblv ihabpbb I:

Xx\uihegblv dhf&g”m =zé +0 v

Xxs edgmlv ih dghid$

Xxs edgmlv ih phid_

< wlhf kemgZ_ [m"ml m~Ze_gu \k_ ihabpbb |Z[m
| dki

?keb gZ~h m~Zeblv h~*gm ihabpbx IZ[meypbb |h \i
\kibkd_ ' ' \ hdgh,. ' ' b s_edgbl_ ih dghid_

$

3.1.4 MklZgh\dZ baf_g _gb_b m~Ze gb_ihabpbc IZ[me
ebg _cdb nhjfZlbjh\Zgby

K ihfhsvx ebg _cdb fh gh [ukljh mklZgZ\eb\ZIvZ i_j_
eylv IZ[meypbx ex[h]h klbey \ujZ\gb\Zgby

QlhJu mklZgh\blv ihabpbb IZ[meypbb k ihfhsvx ebg_

xs edzy ih dthia ' 9Z ebg _cd_ \u[jzlv
|Z[meypbb jbkmghd

xs _edgmlv gZ |lhc hif _Id_ jZaf _|Idb ebg_cdb & _ oh
abpbx |Z[meypbb

Ih p_gljm Ilh jZa™_ebl e

LZjd_j [Z[meypl [Ih e_\hfm djz Ih ijl\hfm djzZx K g_jlhc

Jbkmghd + Ebg_cdZ k ihabpbyfb IZ[meypbb jZ

MijZ g_gb_

<wlhmijZz g _gbb \u gZmgbl_kv mklZgZ\eb\ZIv » baf
[meypbb k ihfhsvx.ebg_cdb

1. < nZdeZ[meypby GRrgp _ | _dklZ ~“h[Z\v]I_ imklhc Z]
gZ deZ\[Enter].

2. K ihfhsvx ebg _cdb mklZgh\bl_ ihalZab ihd[Za&yghb
jbkmgd _

Jbkmghd + Ebg _cdZ k ihabpbyfb I[Z[meyp



3. <\_"bl_|_pkkmghd

Jbkmghd + L_dkl hinhjfZlbjh\Zgguc k ihfhsvx

>ey wlh]h

X\\_~"bINZfbeby

x gZ fbl_ deZ[\abm

Xx\\_~"blJ clbg]

xgZ fbl_ deZ[Tablm

x\\_~blJ clbg]

x gZ fbl_ deZ[abm

X\\_"bIKmffz

xgZ fbl_ deZ[enter];

xZgZeh]lbgqgh \\_~bl_\lhjmx b Ij_Ivx kljhdb |_dklZ
4. <u”™_ebl_gZ[jZgguc |I_dkl b ijb ihfhsb furb i_j_ f_ kIl
lj _lvihabpbx IZ[meypbb klhysmx gZg&AIhltdldm kfkf
5. KhojZgbl_©bZfceeyplbocxb aZdjhcl_ _]h

Hg _gv m2h[gh m”~"Zeylv ihabpbx [Z[meypbbek iWwfhkh>
gZ"h gZ\_klb mdZaZzZl_ev furb gZ Im ihabpbx [Z[nZeypb
eblv b m~_j b\Zy gZ Zlhc dghidm furb i_j 1Zsblv ihe
ij_~ eu ]JhjbahglZevgh\® elde bc tidpb a

3.2 KharZgb_ fZjdbjh\Zgguo b gmf_jh\Zgguo kibk

FZjdbjh\Zggu_ b gmf_jh\Zggwlhkidddlnc Ibi kilbbhkdh\
lhju_ hinhjfZibjh\Zgu k ihfhsvx \uklmih\ Ih _klv dh]’
Z[aZpZ \ujh\g_gZ ih e_\hfm djZx Z \k_ hklZevgu_ kljt

Gmf_jh\Zggu_ KibikKkddvamxlky ey aZibkb \kydhbo kib
juo \Z"_g hlghkbl_evguc ihjy*hd we_f_glh\ <ogkd jh\
\Z \'i_j\hc kljhd_ Z[aZpZ klhbl ihke_"~h\Zl_evguc ghf_

FZjdbjh\Zggu_ kblkklddvamxlky ey \u”_e_gby \ | _dkl
dZdHdb \Z'guo imgdlh\ < fZjdbjh\Zgguo kibkdZo ke _\.
Z[aZpZ klhbl hkh[uc kbf\he gZau\Z fuc fZjd_jhf
Kibkdb fh gh kha”z\zZlv k ihfhsvx d@hihddpZavdbe z

&

+tFZjd _ju

11
1




+tGmf_jZpby

R
[l
4

“=-| xFgh]hmjh\g_\uc k

Qlhfu kha”~Zlv, gimkdd \uihegblv ke _~"mxsb_ ~ ckl\by
1. <uihegblv dhf&Zg”"m xé

2.< az\bkbfhklb hl Ij_[m_fhlh nhjfZlZ kibkdZ e\ ]jm
gmlv ih ddzijy~hf k h~rghc ba |j ® dgHjled ' beb
6 #

3. <u[jzlv gm guc nhjfzl kibkdz
4L i _jv fh gh \\hAblvMsitotddmA | nhjfZlbjh\ZIv dz°
Z[aZp dZd we f gl kibkdZ

MijZ g_gb_

<wlhmijZ g _gbb \u gZmgbl_kv hnhjfeylv Z[aZgu \ \
ghlh kibkdz

1. HIdjhcl_ "hdmfd&lih\u_ j ~"Zdlhju GRF][

2. < dhgp_ | _dklZ ~h[Z\v]l_ imklhc Z[aZ[EntgrZ. Z\ gZ d¢

3.>h[Z\vl_\ dhgp_ “hdmf_glZ Z[aZpu hnhjfe_ggu _
gh]lh kibkdzZz jbkmghd

Jbkmghd + :[aZpu | _dklZ hnhjfe_ggu_ fZjdbjh\Z

4. >ey khanrzZgby fZjdbjh\Zggh]h kib&dZmxsbegbickl\tk

x\ dhgp_ "hdmf_glz \ gh\hf Z[aZp_ \\_"bl_ |_dkl
1ZjZf_lju nhjfZlbjh\Zgby Z[aZpZ

x gZ fbl_ deZzZ&ntar

xgqlh[u gZqzlv fZjdbjh\Zgguc kibkhd \uéhegBbl* dhf
e +0 #

x\ [b[ebhl_d_ fzjd_jh\ \u[_jbl_ kibkhd k fZjd_jZfb
d\z~jzlbdh\ jbkmghd



Jbkmghd * Hdgh \u[hjZ fZjd_jZ

Xxs edgbl_ih dghid gZqzZe Z[aZpZ ihy\blky fzjd_j -

Xx\\_2bl_i_j\uc Z[aZphKalokidZ gZ "fbl_ de[Ehterjm

Xx\\_~bl_hklZevgu_ we_ f _glu kibkdzZ \ khhl\_Ikl\bb |

x\ ihke_"*g_f imklhf Z[aZp_ m~Zebl_fZjd_j "\Z j
[ mBackspace]

5. Khojzgbl_ "hdmftikdh\u_ j ~Zdlhju GRF]

< fZjdbjh\Zgguo kibkdZo fh 'gh bkihevah\zZlv g_ Ih
fZzjd _ju gh 1zZd _ \u[jZIlv \ dZg_kI\_ fzZjd_jZ ex[hfc kbf
\heh\

MijZz g_gb_

<wlhmijZz ' g_gbb \u gZmgbl_kv baf_gylv \b® fZjd_jZ
kibkdZ

1. < hdmf_d&l dklh\u_ j_~ZdlhjouBRdHl Z[aZpu Zhlnh
Ibjh\Zggu_ fZjdbjh\Zgguf kibkdhf

2. <u[_jbl_dhfZg™"m' e +0 # s_edgbl_ih dghi
kh klj_ehgwhicf k dghodhc #).

3. <hldju\r_fky hdg_ \ud_jbl_ $ # «

4. < hddg_ s_edgbl_ ih dghid,
\u[_jbl_ rjbmihgdings2 gZc”bl_ kldthes edgbl_ ih éghid_
S edgbl_ih dgdiddgo :

Mijz g_gb_
<wlhmijZz g _gbb \u gZmqgbl_kv hnhjfeylv Z[aZphu \ \tL
]h kibkdZ jbkmghd



Jbkmghd :[aZpu hilnhjfZlbjh\Zggu_ gmf_jh\Zgguf

1. < dhgp_ “hdmfdklh\u_ j ~Zdlhju &MRRf Z[aZpb \\_
| 1 _dkl

Qlh[u hnhjfblv Z[aZpu |_dklzZz \ \b~_ kibkdZ k ihfh
e _glu gm gh \uihegblv ke _"mxsb_ ~ ckl\by
b gzZ fbl_de ZBriearn

2.5 edgbl dighid="] =5 \ ]jmiié gz \dez~d_
e _glé ' < gZqgZe_ Z[aZpZ ihy\blky gbkeh

3.<\_"bl_i_ j\uc Z[aZp kibkdZ b gkntbr]l. deZ\brm

4. <\_~bl_ \Thjhc Z[aZp kibkdZ b gEnfé]._ deZ\brm

5.5 edgbl_ ih d=ids * glh[u aZdhggblvgmf
guc kibkhd

6. KhojZgbl Ahdmfkdh\u_j ~Zdlhju GRF]
Bgh]~Z \hagbdZ | g_h[oh~bfhklv gmf_jh\ZIv kibkhd

MijZ g _gb _

<wlhmijZz g _gbb \u gZmqgbl_kv hnhjfeylv Z[aZpu \ \tL
]h kibkdZ gZgbgZxsbcky k ijhba\ledvghhh qldke Z

1. Mkl1Zgh\bl_ dmjkhj \ ij_~ eZo i_j\h]lh Z[aZpZ gmf_j

2.S _edgbl_ ih dghid_ kli=1lj éedhc ' \ Himiie_ gZ
\dezZz"d_ eéglu’

3.< hldju\r_fky hdg_ \u[_jBIl_ $ «

4.< hdgi_ $ $ \ ihed %
mklZgh¥blb s edgbl_ ih aghid_

Ms Word iha\hey | kha”zZ\Zlv fgh]lhmjh\g_\u_ kibkdb ]
gmf_jm_Iky beb fZjdbjm_Iky \ aZ\bkbfhklb hl mjh\gy h
\uc kibkhd fh _ I bf_Iv ~h ~_\ylb mjh\g_c \eh  _gghklb

>ey i_j_f s gby we f glZ kibkdZ gZ [he__ gbadbc
ihevamxlky di=ldhc $ ).

>ey i_j_f s gby we_f _glZ kibkdZ gZ [he__ \ukhdbc

ihevamxlky dg (Mc $ 9 ).
Fghlhmjh\g \uf kibkdhf fh gh hnhjfblv b aZ]lheh\db
hgb hinhjfZlbjh\Zgu kibeyfb aZ]lheh\dh\ khhiI\_Ikl\mxs

=




MijZz g_gb_
<wlhmijZz g _gbb \u gZmqgbl_kv hnhjfeylv Z[aZpu \ \I

\h]h kibkdz
1.< dhgp_ ~hdmf_glz gz[_jbl_ | _dkl ijb\_~ gguc gZ
2.Hnhjfbl_ _1h dzZd fgh]lhmjh\g \uc kibkhd m\ lebqgb

kimiu ~ey ihgb™ _gby ih\ur_gby mjh\gy Z[aZpz 1Zf ]’

Jbkmghd :[aZpu hilnhjfZlbjh\Zggu_ \ \b”~_ fgh]hmjh\g
3.3Dhibjh\Zgb_ nhjfZlZ ih h[jZapm

Ms Word jZkiheZ]Z | “h\hevgh m~h[guf bgkljmf_glhf ~
nhjfzlZ kbf\heZ beblZ[aZpZ +

MijZ g _gb _
<wlhMmijZz g _gbb \u gZmqgbl_kv dhibjh\ZIv.nhjfZl ih h
1. <h \lhjhf Z[azZzp_ | _dklZ d kehVhkhd@EGZ gbxl ke 2

xsbc nhjfZl kbf\heh\
xrjbnl £+ 7DKRPD
XxgZq_jlZgb_ £ dmjkb\
xp\ | £ kbgbc

2. MklZgh\bl_dmjkhj \ ij _"0¥z&uU¥abhjhf Z[aZp_ | _d

3.S _edgbl_ih dghid_ Dmjkhj ijlgf I \
db

4. <u”™_ebl_ kgmVvp\ g _I\_jlhf Z[aZp_ | _dklZ < j_ame

:[aZpijbf | nhjfZIbjh\Zgbh OVijZRawG
5.Khojzgbl_ ~hdmtkdh\u_j ~Zdlhjb @R&fhcl_ _]h



<gbfzgb _

Ilhke dhibjh\Zgby nhjfZlZ bgkljmf_gl hldexqZ _
>ey ijbf_g_gby nhjfZlbjh\Zgby d g_kdhevdbf h[t_
s _edgmlv ih dghid_ Z aZl_f ihke_"h\ZIl _ev
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10. >ey q_]h bkihevamxlky h[jZfe_gb_ b aZeb\dZ Z[a

11.DZdZy dhfzg~Z iha\hey | ijbf_gylv d Z[aZpm ]jZg

12.DZd \u”_eblv keh\h Z[aZp kljhdm ijhba\hevgu
ithfhsvx furb”

13.DZdb_ ~ ckl\by fh gh hkms_kl\eylv k \u”® _e _ggl
| _dklz"

14.DZd hkms_kl\ey Iky ihbkd |_dklzZz \ *hdmf_gl_"

15.DZd hkms_kl\ey |ky aZf_gZ kbf\heh\ \ *hdmf_gl_



E::HJ:LHJG:Y J:;HL: <
L fZKHA>:GB? L:;EBP

P?EV J:;HLU

Mgblvky

t khanrz\zZlv baf_gylv IZ[ebpu \ *hdmf_gl_
t\ugbkeylv agZq_gby \ IZ[ebpZo
f\uihegylv khjlbjh\dm ~Zgguo

H;T,F E:;HJ:LHJGHC J:;HLU B IHJY>HD
?, <UIHEG?GBY

>7299Zy eZ[hjZlhjgZy jZ[hlZ \uihegy_ |lkgZkh\ g <gb_
itheg_gb_ jZ[hlu b”_I h~gh\j_f ggh k bamqg_gb_f | _hj_
aZdj _ie_gby fZlgjhZeZ"bfh \uihegblv mijZ ' g _gby "ey
| evghc jZ[hlu b khojZgblv \ mdZazZgghc.ij _ih*Z\Z|l e _

L?HJ?LBQ?KD:Y Q:KLV
L?0GHEH=BY <UIHEG?GBY J:;HLU
<klZ\dZ 1Z[ebpu \ *hdmf_gl

L dklh\uc dmjkhj "he” _g gZoh”blvky \ Ihf f_klI\ ]~ _
e gZ IZ[ebpZ hJuggh wlh gh\Zy kljhdZ

LZ[ebpm fh gh ~h[zZ\blv \ “hdmf_gl ke _"mxsbf hJj:
é s edgmlv ih dghid_ dmjkhjhf mdzaZlv

dhebq_klI\h kljhd b klhe[ph\ gZ fZd_I|_ bek \uiheghblv
u #+U +é $ «jbkmghd



Jbkmghd + <klZ\dZ IZ[ebpu

< ihy\b\r_fky hdg_ "ey \klzZ\db [Z[ebpu mdZ bl_ g
klhe[ph\ b kljhd b s_edgbboijjbkimlhd

Jbkmghd + >hbZehdh\h_ hdgh#



AZiheg _gb_ IZ[ebpu *"Zggufb i _j f s gb_ b \u”_

>ey I_j f s gby dmjkhjZ \gmljb IZ[ebpu bkiheivamx
\brb [Z[ebpZz

LZ[ebpZz + DeZ\brb bkihevam fu_ 7"ey i _j f s gby \

DeZ\brb
beb GZagZqg_gb _
khq 1Zgby de:
| j_ f s gb_dmjkhjZ ih cdzf 1Z
2DE _J_T_s_gb_ JKhnj ya_
gZijZ\h
| j f s gb_dmjkhjZ ih cdzf 1Z
6KLIW 7DE ~1-1-5- 90 : : Y-
gZe \h
mno p | j_f s _gb_dmjkhjZ ih yq_cdzZf
$OW +RPH < i_j\mx yg_cdm kljhdb
$OMWRG < ihke_"gxx yg_cdm kljhdb
$OW 3J8S <\ _jogxx yg_cdm \gmljb klhe[pZ
$OW 3J'Q < gb'gxx yg_cdm \gmljb klhe[pZ

Djhf_ Ihjh \Zk _klv \hafh ghklv s _edgmlv mdBaZzZl_
kj _~klI\_ggh ih gm ' ghc yq_cd_

ljb jZ[hl_ k 1Z[gbp[oh”~bfh qglh[u dmjkhj gZoh”"beky
g__d IZ[ebpu bgZqg_ dhfZg®u [m ml g_~hklmigul >e\
Z[ebpu fh 'gh bkihevah\zZIlv kihkh[u hibkZggu_\ IZ[ek

K \u®”_e _ggufb mgzZkldzZfb IZ[ebpu fh 'gh hkms Zl\ey
pbb dZd b k \u”_e _ggufb mqgZzZkldzfb | _dklZz | _ \u
\klZ\eylv ba [mn_jZ 1jb nhjfZlbjh\Zgbb |I_dklZ \ yqgq_c
yqg_cdZ jZkkfzljb\Z _|ky dzZd hI~»_evguc Z[aZp ihwlhfr
| dkl \ g _kdhevdbo kf_"guo yq _cdZo gZijbf_j ih p_¢
djZzx bo g _h[oh~bfh kgZqZeZ \u”™_eblv

>ey m~™Ze gby \k_c¢ |Z[ebpu __ hl*» _evguo yq__d
g _h[oh”bfh \u®_eblv gm guc "bZiZahg yq__d beld \kx

y
I

o +0 s_edgmlv ih dghid\ ihy\b\r_fky
f_gx \u[jZlv KkhhI\_lkl\mxsmx 0dhfZg”~m u
u #.



LZ[ebpZz + <u”™_ e _gb_we f _glh\ IZ[ebpu

<u™ ey fuc we > ckl\by

MklZgh\bl_ dmjkhj gZ e _\uc djZc
Yq cdm ijbf | ke _“mxshb® bbbz fbl_ e \mx

furb

MklZgh\bl _dmjkhj gZ ]jZgbp_
Klhe[_p klhe[pZ b ijb ihyle _gbb g_jBhs é&

gbl e \hc dghidhc furb

MklZgh\bl_dmjkhj \e _\h aZ h[eZ]
e \hf ihe_ dmjkhj ijbf_ I \b™ k\j
e _gghc \ijZ\h W\ _hos_edgbl_ e \hd
furb

Kljhdm

| j I1Zkdb\Zgb_f furb beb 6KLIW

ljhbalhevgu_ yq| e _gby dmjkhjhfo p

| j_c”bl_gZ \dezZ”dm FZd_ | s_e

<kx 1Z[ebpm b \U[_jbl_‘ dhf;g’\m
|Z[ebpm |Z[ebpm IZd _ fh gh \uA
ih agZzdm
Qlh[u h[t_"bgblv beb jZza™ _eblv yq cdb beb 1Zebp
| f gZ \deg"d_ +0 \u[_jbl_ khhI\_Ikl\mxs
dhfZg6nt $ @ $ 2 $

>ey "h[Z\e_gby kljhd \ dhgp_ 1Z[ebpu mklZgh\bl_ ¢
gb gxx yg_cdm IZ[ebpu b h~bdTgfa IhZ2 fibldms c¢ kljho
ihy\blky gh\Zy kljhdZz

>ey "h[Z\e_gby kljhd beb klhe[ph\ \ ex[hf f_kl_ 1Z
dmjkhj \ ex[mx yg_cdm kljhdb IZ[ebpu b gZ \deZ"d

0 \u[_jbl_gm gmx dhfZg"m

>ey baf_g _gby rbjbgu kljhd beb klhe[ph\ IZ[éaEApw m"
ebgbb jZa]ljZndb IZ[ebpu beb fZjd_ju klhe[ph\ bh&lphd
\ jIbdZevghc ebg _cdZo

1. Dmjkhj ijb \uiheg_gbb wlhc hi_jZpbb ~he _g gZo
yg _cd_I1Z[ebpu

2.1hf_klbl_ mdZaZzZl _ev furb gZ ijZ\mx ]jZgbpm yq_c:
jZaf_jh\ klhe[pZ dmjkhj ijbgbfZ_| \bA "\mg4dijZ\e_gghc

3. M*_j'b\Zy gZ Zlhc e_\mx dghidm furb i_j IZsbl_
\e_\h H[jZIbl_ \gbfzZzgb_ dzZd i_j_f_sZ_ |lky imgditbjgzZ
sZy ]ljZgbpm klhe[pZ



MijZ g_gb_

< wlhf mijZ g _gbb \u gZmgbl_kv kha”rzZ\ZIv [Z[ebpm

1. AZimklIbl_ ijh]ljzffm OV :RUG _keb hgZ _s_ g _aZzZ
[mMm™ | kha”“Zg gh\uc "hdmf_gl KhojZghébpdhGCkRiB\fh gc f
izZid

2.Kha~zZcl_ 1ZHbpimijh~r"Z " k_evohal _ogbdh”ajb\_
AN ggmx gb”_ ey wlh]h

xgZ i_j\hc kljhd_ kljzgbpu I1zf ]~_ fb]Z_I| dmjkhj
|Z[ebpHi[t_f ijh~"Z " k_evohal_ogbdb aa”_eb]lh™” _Jhb hnhj
| ithem bjguf rjbnlhfjzZzaf jZ b jZzkihehilblp_ g]lhny Z bf
| Enter@qlh[u i_j clb gZ gh\mx kljhdm

x k gh\hc kljhdb ~h[Z\vl_ |Z[ebpm \deZ”"dZ <khz\dZ
AN jTZsmxklhe[ph\Kljhd

x aZihegbl_ yqg_cdb IZ[ebpu *Zggufb \ khhiI\_Ikl\bb k

x baf_gbl_ rbjbgm i_j\h]h klhe[pZ k bkihevah\Zgb f
klj _edb ihdz gzZz~ibkb gZa\lZgbc | _ogbdb g_ ihf_klylky

x\u”r_ebl_ kh \lhjh]lh ih iyluc klhe[p® b gZ_ edlgbtd_
ih dghijj_ é#+r ' $ LZ[ebpZ “he gZ \u]e)
dZd ihdZaZgh gZ jbkmgd _

3.KhojzZzgbl_ bhZfebpZ GRF]

Jbkmghd + H[tedpizh~rZ" k_evohal _ogbdb aZz

<ugbke _gby b khjlbjh\dZ \ 1Z[ebpZo

DZd ijZ\beh 1Z[ebpu khakhpxllgyhTeyhij ~ e gguf h]J
h[jZ[hlZlv beb mihjy*hgblv *"Zggu_ ih klhe[pZf b kljhd

>ey lh]lh qglh[u hlkhjlbjh\ZIlv |Z[ebpm

1. <u”_ebl_ kljhdb dhlhju_g h[oh”bflneblkkxlbzhedlpn

2.GZ \dezo*d_ gz fbl_ dghidml




3.1lh mfheqgzZdbd ij ~"eZ]Z | mihjy*hqgblv kljhdb ih
i _j\h]h klhe[pZ ?keb m \Zk "jm]Zy aZz~ZqaZ |h g_h[oh"
mdZaZlv Ihl klhe[_p ih agZq_gbyf dhlhjh]h [m”ml khjl

4. Ba jZkdju\Zxs_Jhky kiudzbla , vy beb

5. MklZgh\bl_ i j dexqZl_ev &belr # &

MijZ g_gb_
< wlhf mijZz g _gbb \u gZmgbl_kv khjlbjh\ZIv [Z[ebpn
1. < kharzZgghc \ur_ |Z[ebp_ hlkhjlbjh\ZIlv kh™ _j bfh_
\ ZenZ\blghf ihjyrd_ 7~ey wlh]h
x mklZgh\bl_dmjkhj \'i_j\mx yg_cdm |Z[ebpu

xgZ \dezZd*d_ gZ fbl_dghidm
X hldjh_Iky “~bZeh]h\hi. hdgh ke_~mxs_]h \bhZ jl
ghd

Jbkmghd >bZeh]lh\h_thdgh

x\ i _j\hf jZa™u e _ ba jZkdju\l\Zxs _ ]Jhky kibkdZ \t
L ogbdZX ihe_ s _edgbl_ih klj_ed_ kibkdZ zLbdku[_j
mklZgh\bl_ i j dexgWlajedklZgbx

x \h \Ihjhf jZza™_e_ \u[_jbl_dexqg g_I

x\ jZa” e  mklzZzgh\bl_i_j deklgAiljbgdhc aZ]heh\d
gZ fbl6o <u m\b”~bl_ qglh kljhdb I1Z[ebpu jZkiheh bebl
ithjy"d_gZa\Zgbc | _ogbdb

2. KhojZgbl_ bZfpebpZ GRF]



L _dklh\uc ijhpMEkIRUG iha\lhey | hkms_kl\eylv \ |
|Z[ebpZo \ugbke gby >ey wlh]l]h g _h[oh”bfh mklZgh\b
"he g gZoh”~blvky j _amevlZl \ugbke _gby b gZ \dezZ"

I GZ wdjZg_ ihy\blky ~bZeh]h\h_ hdgh
dhlhjhf ih mfheqzZgbx \uk\_qbNaAjfkye ESUM(ABOVE)

WIZ nhjfmeZ ]Jh\hjbl h Ihf qlh j_~Zdlhj keh bglhev
ghc yg cdhc GZ DOKdghidmmdZaZgghc yg cd_ ihemqgk
\ugbke gby nmgdpbb

Jbkmghd + >bZehdh\h_ hdgh

?keb \u ohlbl_ ijhba\_klb \ugb&e[hghjmdJEdhrcmgdpbtk
fh I s edgmlv gZ klj_ed_ kibk#zZ z $ ihe_ &

b j_~Zdlhj ij_~eh bl gZ \u[hj] kibkhd
nmgdpbc jbkmghd

Jbkmghd € Hdgh &



Kibkhd gZklh bkihevam_ fuo nmgdpbc ijb\_* g \ IZ]e

LZ[ebpZ Nmygdpbb

Nmgdpby GZagZq _gb _
SUM() KmffZ gbk _e
ABS() Fh"mev gbkeZ
AVEREGE() Kj_"“g__ agZqg_gb_
COUNT() Qbkeh we f glh\ \ kibkd
MIN () FbgbfZevgh_ agZq_gb_
MAX() FZdkbfZevgh_ agZq _gb |
PRODUCT() ljhba\_~ gb_qbk_e

< dZqg_klI\_ dexqg_\uo keh\ "ey kkuedb gZ [ehddb vy«
pbb fhiml bkihevah\Zlvky keh\Z

X ABOVE tyq_cdb jZkiheh  _ggu_\ur_ yg_cdb k j_ame

XLEFT £yg_cdb jZkiheh ggu_e \ yg_cdb k j_ame

XRIGHT tyq _cdb jZkiheh _ggu_ijZ\__ yq_cdb k j_am

X BELOW xyq_cdb jZkiheh  _ggu_gb" " yg_cdb k j_am

MijZ g_gb_

<wlhf mijZ g _gbb \u gZmqbl_kv \uihegylv \ugbke gl

1. >h[Z\vl_\ dhgp_ kha”ZgghtmhZ [kdblpdm < djZcgxx
yg_cdm gh\hc kljhdb IZ[ebpuB\W\h]hbl_ keh\h

2. AZihegbl_ \ IZ[ebp_\ ihke_ g _c kljhd_ imklu_ yq.
nhjfme8UM(ABOVE) ”“ey wlh]h

x mklZgh\bl_ dmjkhj \ imklmx yqg_cdm &ljhddZbbgZ \«

| dghidm NhihpfeneBh[yaZl _evgh ijh\ _jvl_ gdebql
pbbBSUM(ABOVE) gZ fbto

x ith\lhjbl_ \klZ\dm nmgdpbb “ey hklZ\rboky imklu
KjZ\gbl_ihemq_gguc j_ameviZl k jbkmgdhf

3. KhojZgbl_ bZpebpzZz GRF]




Jbkmghd + J amevlZl \ugbke _gbc \ IZ[eb

=jZgbpu b aZeb\dZ |IZ[ebp

< dZq_kI\_ hdhgqgZl_evgh]h rljboZ IZ[ebp_ beb I.
fh gh gZagzZqblv ]jZgbpu gZagbeEwWdim jZfdZ hdjm Zxs
yg_cdb [Z[ebpu kh \kAdekl\gKidhevam_|ky ~ey baf_g_g
nhgZ |Z[ebpu

MijZ g_gb_
< wlhf mijZz g _gbb \u gZmqgbl_kv "h[Z\eylv ]jZgbpu
|Z[ebpu
1. <u”™ _ebl_1Z[EHbpm ijh*Z" k_evohal _ogbdb aZey
wlh]lh mklZgh\bl_ dmjkhj \ ex[mx yg_cdm |IZ[ebpu i_j_
gZ fbl_dghidm b \uihegbd_dhfZé#u $ #£#

$ ).

2. Hnhjfbl_ jZfdm |Z[ebpu a_e_qguf p\_Ihf b \uiheghbl
|Z[ebpu [bjxah\uf p\_Ihf ~ey wlh]h

X g_ kgbfZcl_ \u™_e _gb_I|Z[ebpu

Xi_j_c”bl_gzZ \dezZz"dm b gZ fbl_ dghidm b \
\uiz"Zxs_f f_gx \u[_jbl_dhfZg"m « jbkmghd




Jbkmghd + <uiZN"Zxs B gx

X\ ithy\b\r_fky ~“bZeh]h\Bf hdg_ s _edgbl_ gZ
\deZ" @ _ ;

x\ i _j\hf jZaNi e s _edgbl_ihéddm [m~_ | f gylvky
b jZzaf j jZfdb \k_c IZ[ebpu

x\h \lhjhf jZza~_e_ O ihae] _jbl_i_j\uc Ibi ebgbb \
b s edgbl_ gZ klj _ed_kibkdZ z b \u[_jbl_a_e_guc
g_fm furvx \ ihe_ s _edgbl_gZ klj_ed_ kibkdZ z b
rbjbgm ebgbbs _edgm\ ih g _c furvx

x\V lj_Iv_f jZza”_e 0O\ ihe \u m\b”bl_\k_ ijhba\a”™_gc
f g gby \ +he_ % s edgbl gz klj_ed_kibkdZ z b
|Z[ebp keb "Zgguc imgdl g_ mklZgh\eu[¢gZggheérdgim\g dH
kibkdZ furvx

X s edgbl_ gZ \dez”~d,_ \ jZa" _ie_ \u[_jbl_ I -fgh
[bjxah\uc p\_I ex[h]h hll_gdZ

xs_edgbl_ih dagdhidk baf_g_gby hljZaylky \ 1Z[ebp_

3. KhojzZgbl_~hdmf_gl

4 A:>:GB? >EY Ki:FHKLHYL?EVGHC J:;HLU

1. < hidjulhf "hdmlfZ§ébpdx k gh\hc kljhdb khabdZcl_
prEjmiibjh\hqgZy \_~hjbkhvghd



Jbkmghd LZ[ebpgZmiibjh\hqgZy \_~hfhklv

2. Ijb kha*Zgbb IZ[ebpu kha”*Zcl_iylv klhe[ph\ b \hl
3. RZidZ I1Z[ebpu kh” _j bl h[t _~“bg_ggu_ yqg _cdb "ey

x\u”_ebl_ i_j\mx b \lhjmx yqg_cdb i_j\h]h klhéa[pZ
fZg" +0 " +0 " $ i _j\Zy b \lhjZy yq_
db i _j\h]h klhe[pZ klZgml| h*ghc yq_cdhc

x\u”_ebl_ i_j\mx b \Mlhjmx yg_cdb \lhjh]h klihk[pZ
fZg~in 6 " +0 " $ I _j\Zy b \lhjZy yq._
db \Ihjh]h klhe[pZ kIZgml| h*ghc yqg_cdhc

x\u”_ebl_i_j\mx b \lhjmx yqg_cdb Ij_Iv_]h klhe[pZ
fZg~in 6 " +0 " $ (i_j\Zy b \lhjZy yq_
db Ij _Iv_]h klhe[pZ klZgml| h~ghc yq_cdhc

x\u”_ebl_ i _j\u_ yg_cdb q_I\_jlh]lh b iylh]h klhe[f
dhfZg®m 0 " +0 " $ i _j\u_ yqgq_cldb q_

\_jIhlh b iylh]h klhe[ph\ klZgml h*ghc yq_cdhc

4. AZihegbl_ yqg_cdb "Zggufb dZd ihdd¥ZaZgh gZ jbkn

5. Klhe[_KmffZaZihegbl _ bkihevamy nmgdpbx ij
=PRODUCT(LEFT) Dexq_\h_U&Fh\hey kkuedb gZ [ehdyq _
jZcl_\jmggmx k deZ\bZImju

6. KIjhdBLH=Huqgbkebh klhe[gmffZ bkihevamy nmgd
kmffurSUM(ABOVE).

7. Hikhjlbjmcl_ kljhdb 1Z[ebpu \ ZenZ\blghf ihjy~c
GZbf_gh\Zgbgy wlih]h

x \u”_ebl_ lhevdh kljhdb IZ[eprtZ[[etap@rlZﬂdBEHib:H

x \uihegbl_dhfZg"mdédeZfidb# =zu

x\ jZa”™_te ba jZkdju\Zxs_]hky klbdeIh[a[ jbl
pzf 1zd dzd gZbf_gh\Zgby ba”_ebc gZoh”ylky \ wlhf
ithy\blkyLxdkl mklZgh\bl_ i_j dexqgZl_ev & < jZa"_e_
u ijh\ _jvl_ itheh  _gb_ i_j_dexqZl_ey gZ ihabpbb

b gZ fbdo



8. Hnhjfbl_ jzfdm I1Z[ebpu kbgbf p\_Ihf b \uihegbl_
|Z[ebpu Jhem([uf p\_Ihf

9. Kha”zcl_ k gh\htZklhpéitkgh\gu_ \hafh ghklbbnhjfz
ih\Zgby | _dKdE[ex"~Zy nhjfZIbjh\Zgpok ingltkdZ

Jbkmghd LZ[ebpikgh\gu_\hafh ghklb nhjfZlbjh\Zgby

10. <uihegbl_ khjlbjh\dm [Z[ebpudhZklhiepphZlbjh\
gby jZkiheh b\ Jh we_ f glu \ ZenZ\blghf ihjy~d_ ih
11. Kha”Zcl_ k gh\hc kljhdb IZ[ebpm jbkmghd



Jbkm@Hti+NjZ]f gl I|Z[ebpu F_g* e \Z

12. KhojZgbl_b azZdjhcl_ ~hdmf_gl

HOoo~NOOhwNE

DHGLIJHEVGU? <HIJHKU

DzZd "h[Z\blv gh\mx imkImx |Z[ebpm \ *hdmf_gl"
DzZd baf_gblv rbjbgm beb \ukhIm klhe[ph\"

Dzd i_j f sZlvky f_""m yq_cdZfb"

DZd \u™_eblv yg_cdb kljhdm klhe[_p IZ[ebpu be
Dzdbf h[jZzahf fh 'gh h[t_“bgblv beb jZa[blv ygq_cd
DZd m~Zeblv kha*Zggmx IZ[ebpm"

Dzd \ kha“Zgghc IZ[ebp_ "h[Z\blv kljhdb beb klhe
Dzd “h[Z\blv nhjfmem \ [Z[ebpm"

DZd ijhba\_klb khjlbjh\dm ~Zgguo \ |Z[ebp "

b.DZd \uihegblv baf_g_gb_ p\_I1Z jZfdb b nhgZ IZ]e



E::HJ:LHJG:Y J:;HL: <
L fZzZBGL?=J:PBY < >HDMF?GL J.AGHJH>GUK<H;T?D

P?EV J:.;HLU
Mgblvky
T \klZ\eylv fZl_fZlbq_kdb_ nhjfmeu
T \klZ\eylv b j_~ZdIbjh\Zlv ]jZnbq_kdb_ h[t_dlu

H;T,F E:;HJ:LHJGHC J:;HLU B IHJY>HD
?, <UIHEG?GBY

>7299Zy eZ[hjZlhjgZy jZ[hlZ \uihegy |kgZkh\ g <gb _
itheg_gb_ jZ[hlu b”_I h~gh\j_f ggh k bamqg_gb_f | _hj_
azZdj _ie_gby fZlgjthZez"bfh \uihegblv mijZ g _gby "ey
| evghc jZ[hlu b khojZgblvij]\ mé&éZ&Zlgghd.iZid _

L?HJ?LBQ?KD:Y Q:KLV
L?OGHEH=BY <UIHEG?GBY J::HLU

<klz\dZ ]jZnbg_kdh]h bah[jZ' _gby

< dhfie_dl ihklz\db OV :RUG \oh”bl dhee_dpby jbk
HgZ kh” _j bl [hevrh_ dhebqg_klI\h ijhn_kkbhgZevgh \ui
Ij_~"gZagZq_gguo "ey hnhjfe _gby ~hdmf_glh\

Jbkmgdb b dZjlbgdb fh gh \klZ\eylv beb dhibjh\ZIv
" _kI\Z jZaebgguo bklhggbdh\ gZijbf_j -laZd¢]jm\ Zthhilbg K
\Zlv k-kIfZgbp beb \klZ\eylv ba kh” _j"Zsbo bo izZzihd

Djhf_ Ih]h fh gh mijzZ\eylv | _f dZzd jbkmghd
jZkihezZ]Zxlky hlghkbl_evgh | _dklZ \gmljb “hdmf_glZ
e _glu

MijZ g _gb _

< wlhf mijZz g _gbb \u gZmqgbl_kv \klZ\eylv ]jZnbqg_|
Ahdmf, gl

1. AZimklIbl_ ijh]jzffm OV :RUG b kha”Zcl_\ kkh_c

f gl k bf_H[tf dlu GRF]

2. MklZgh\bl_dmjkhj gZ gh\mx imklmx kljhdm |Zeb \
dm~Z [m”~_| ijhba\_~ _gZ \klz\dz

3.<uihegbl_dhfEg"m 08 & + 0 j brk
ghd



Jbkmghd + €dezZndZ

4. HIdjh _Iky kijz\Z \ hdg_ ijbeh$_gby 0 < [h
eZklb az~Zq ihy\ylky agZqdb dZjlbghd k jZaebqggufb b
g | gz fbl_dghidsnjbkmghd

Jbkmghd + HleZklv aZ™Zq

5.GZc”bl_ dZjlbgdm bah[jZ  _ggmx gZ jbkmgd_
h~“bg jZa e _\hc dghidhc furb DZjlbgdzZz [m~_| \KIZ\e_
g f kiIh

6. lhke_ aZ\ _jr_gby jZ[hlu k dhee_dpb & azZdjdcl _
7. Khojzgbl_ HItcedlu GRF]

Baf_g_gb_ jZaf_jh\ klZg”~Zjlgh]lh jbkmgdzZz dZj
JZaf _ju \klZ\e_ggh]lh jbkmgdZ dZjlbgdb fh gh ba

g _h[oh”bfh s _edgmlv ,ib )bjkmgkm!|Zl_ gZ jZfd_ jbkmgc
N \ylv jzaf_jguo fZjd_jh\ jbkmghd



JbkmgBd<u” e _gguc jbkmghd

<gbfzZgb _
>ey m”~"Ze gby \klZ\e _ggh]h jbkmgdZ \u”™_ebl_
gZ fbl_ deZ[Oetete] gZ deZ\bZImj

M]Jeh\u_ fZjd_ju iha\heyxl| \Zf baf_gylv jZaf_jujbkmn
gh \ "\mo gZijZ\e _gbyo K _j “bggu_ fZjd _ju ihalheyx
jbkmgdZ lhevdhbihZzeb beb Ihevdh ih JhjbahglZeb

FZjd_j ih\hjhlZ iha\lhey | ih\_jgmlv jbkmghd hlghkh
gZ ex[hc.m]he

?keb \u”_eblv jbkmghd dZjlbgdm lh gZ iZg_lkb bg
ky gh\Zy \dez dz i | jbkmghd

Jbkmghd <deZ"a Z H]

GZ "Zgghc \dezZ”~d_gZoh”ylky jZaebggu_ dhfZg”*u
gylv iZjzf _Ilju jbkmgdZ Fh gh baf_gblv jZaf_j jbgmgd
Nué# #b # \ ]jmiig

MijZ g_gb_

< wlhf mijZz g _gbb \u gZmgbl_kv baf _gylv jZaf_j jbk

1. KM eZcl_ h”"bg s_eqhd gZ \klzZz\e_gghf jbkmgd _

2.AZo\ZIbl_ m]eh\hc fZjd_j jZfdb jbkmgdZ b i4j_IZs
e gbx d p_gljm jbkmgdZ qlh[u g_fgh]lh mf_gvrblv jZaf

3. EH\hc dghidhc furdb aZo\zZlbl_ fZjd_j ih\hjhj/h b i
gZ ex[hc m]he

4. >ey \ha\jZs_gby bkoh”~gh]lh iheh  _gby jbkmgd&zZ s_
\hc dghidhc furb Ilhy\blky dhgl_dklgh_ f_gx jbkmgho
jbl_ dhfZg”"m « < hldju\r_fky "bZeh]hghf hdg

mdZ bl_ ih\hjhl gbggix fbl_ dghodppkmghd



Jbkmghd + Dhgl_dklgh_ f_gx

Jbkmghd + >bZehdgh\h_ hdgh
H[j_adZ ~h[Z\e_ggh]h bah[jZ _gby

Qlh[u ijbrZlv jbkmgdzf khhlI\_Ikl\mxsbc \b” b k~_
ijb\e_dzl_evg__ fh gh bkihevah\Zlv bgkéynfupdugbYj _
gby b wnn_dlb\gh]h m~Ze _gby g gm guo njBJf_gth\cjk
thgbfZ Ik¢Ze gb_\ jlbdZevguo beb ]JhjbahglZeVguo ¢
j_adZ jbkmgdh\ gZklh \uihegy_ |ky k p_evx khkj_@¢hlhq
dj _Ighf njz]f_gl_



MijZ g_gb_

< wlhf mijZ> g _gbb \u gZmgbl_kv \uihegylv h[j_adm

1. <u[_jbl_ jbkmghd gZ dhlhjhf bah[jZz _g Z\lh[mk &
dmf_gl

2.<u”™_ebl_ jbkmghd <uihegbl_ dhfZg"m +0

t g + o] ) s_edgm\ ih klj_ed_ iH[y keedAhf
< hljulr_f f_gx \u[_jbl_ dhfZg™m
3.1 j f sZy e \hc dghidhc furb \ _jogbc b gb gbc fZj

jbkmghd 1zd qlh[u hklZeky h~Abg Z\Ih[mk jbkmghd

Jbkmghd FZjd_ju h[j_adb

4. <u[_jbl_ jbkmghd gZ dhlhjhf bah[jZz _gh k_j*p_
\kl1Z\vl_ _1h \ Ahdmf_g|

4

Jbkmghd Jbkmghd k bah[jZ  _gb_f k_j~"pZ

5.<u”™_ebl_ jbkmghd <uihegbl_ dhfZg™m +0

y x 6 s_edgm\ ih klj_ed_ H[j ke hf
< hljulr_f f _gx \u[_jbl_ dhfZg”$n H[j_"vlI_mbk
ghd ih nb~"j

6. KhojZgbl_ HEtcedlu GRF]




Baf g _gb_ jzkdjzkdb bah[jZ  _gby kgbfhd w
bi j f s _gb_ h[t_dih\

MijZ g_gb_
< wlhf mijZ2 g _gbb \u gZmqgbl_kv baf _gylv jZklWjZkd
kmgdZ

1. <klzZ\vl_ijhba\hevguc jbkmghd
2.<u”™_ebl_ jbkmghd b \uihegdl dhfZg"m =+
+0 tp Hidjh_Iky f_gx \u[hjZ jZaebqgghuo p\
g _lZgbc

3.< g _c \u[_jll_gdb k_jhpkmghd
4.KhojZgbl_ HPicallu GRF]

Jbkmghd + <ZjbZglu p\_Ih\hc ]Zffu

< nZce 21ILFH fh gh Jukljh b ijhklh “h[Z\blv kgbfht
fh gh bkihevah\zZlv ~ey gZ]ley®ghklb beb nbdkZpbb k
jZ[hg_c ijh]jzZffu Kgbfdb wdjZgZ fh gh bkihevah\Z
k\_~ gbc dhlhju_ fh]lml ihl_jylv ZdlmZevghklv beb b
dhfZg”"én +0 & + U fh gh \klZ\blv hd
ijh]ljZffu p_ebdhf djhf_ | _dm&Ilpjuhiw[4ZIv gZklv h
\hkihevamcl_ kv bgklgf glh®% . Fh gh k~_eZlv kgbf
lhevdh | _o hdhg dhlhju_ g_ k\ _jgmlu gZ iZg_eb azZ"Zi

MijZ g_gb_
< wlhf mijZz g _gbb \u gZmgbl_kv » eZlv kgbfdb wdjz
1.G_ aZdju\Zy OMZRWKGb!_ ijh]pzfem ' (= +é
# £ U # 0 $ ' )

2.1 _j_dexqgbl_kv \ hdgh OV :RUG & azZdjgudkgeghbl_
dhfZg€ém 0 & U

3. < hildjulr_fky f_gx \u[_jbl_ kgbfhd hddzZentigyiih]j
Bah[jZ _gb_ wlh]h hdgZ kjZam ihy\blky \ \Zr_f “"hdmf_

4.MdZazl _ev dmjkhjz i_j f kIbl_ gz k\h[hAgh_ f
OV:RUG <uihegbl_dhfzgrs & +
5.< hldju\r_fky f_gx \u[_jbl_eédhfzg"m lhke  wlh]r

hdgh OV :RUG k\_jg _lky Z jZ[hgbc klhe ©ih#jh_Iky fm



6. M* ' b\Zy e _\mx dghidm furb \u”_ebl_ ijhbalhevg
]h klhezZ 1jb wlhf qZklv jZ[hg_]h klheZ dhlhjmx \u \u?”
©fmlghc ieizddhbd Ilhevdh e _\Zy dghidZ furb [m”~_| hl Z
gZklv jZ[hg_]h klheZ kdhibjm_Iky \ \Zr "hdmf_gl

7.KhojZgbl_ ~hdhif_dlu GRF]

< g _dhlhjuo kemgZyo g_h[oh”bfh k*_eZlv kgbfhd |_
wdjZgZ < wlhf kemqZ_ bkihevamxl|Pdglscceen]deZ\bZImjt

MijZ g_gb_

< wlhf mijz g _gbb \u gZmqgbl_kv ~ _eZlv kgbfdb I _d
wdjZgZ

1. <u”_ebl_jbkmghd k bah[jZz  _gb_f Z\Ih[mkZ

2.GZ e_gl_ k™ _eZcl_ Zdlbsghc \deZ”dm 4Hi

3.GZ deZ\bZImj_ gz fhRPrintdsgieed]m

4. MklzZzgh\bl_ dmjkhj gZ gh\mx kljhdm b &uiheghl_c

é $ < "hdmf_gl_ihy\blky kgbfhd I _dms_]h kh”_j b1
5.S _edgbl_ ih \klzZ\e_gghfm jbkmgdm b kdihfhsvx oc
\uj_"vl_gZ e _glujzan_e jbkmghd

6. KhojzZzgbl_ b azZdjhcl_ ~hdmf_gl

Jbkmghd tuJZa” e

Ilh mfheqZgbx \klZ\ey fuc ]jZnbg_kdbc h[t_dl Zb\ye
pZ b hdjm  _g q_jgufb fZjd_jZfb b Ihgdhc jZfdhc kLZdh
thez]Zlvky Ilhevdh \gmljb | _dklZ ih f_klm jZkiheh  _gby

?keb g_h[oh”bfh i_j f sZlv ]jZnbg_kdb_ h[t_ddu gt
gh]lh jbkmgdzZz gzZkljhblv izjzf_lju h[l_dzZgby |_dklhf F
azZ™"Zg j_"bf h[l_dzZgby | _dklhjZkdbhedibthjuky ihazZz”b bel
| _dklhf hdjm Z _lky [_eufb fZjd_jzZfb [_a jZfdb < wlf
kdbc h[t_dl fh gh i_j f_sZlv ih kljZgbp_ KgZqZteZ gr
~dl s _edgm\ ih g _ fm e _\hc deZ\br_c furb Z aZinf i_
J]h_ f _klh k ihfhsvx furb

MijZ g_gb_

< wlhf mijZ g _gbb \u gZmgbl_kv baf_gylv iheh  _gb_

1. HIdjhcl _ ~“hdmfd&glh\u_ j ~Zdlhju GRF]

2. MklZzgh\bl_ s _eqgdhf furb |_dklh\uc dmjkhj \ p_glj_
ihke ex[h]h keh\Z

3. <klzZ\vl_ijhbal\hevgmx dZjlbgdm



4. <klZ\e _ggZy dZjlbgdZ [m”~_| ihf_s _gZ \ Ihf f_kl_ ]
| dklh\uc dmjkhj | _dkl Z[azZpZ ijb wlhf [m”~_| jZahj
kebrdhf \_ebdzZ Ih \u~_ebl_ b mf_gvrbl__  Z4Zaf_
jblguo fZjd_jh\

5.1lh mfheqgZgbx dZjlbgdZ ihf_sZ Iky \ | _dkl "h&imf_
jZf_1j h[l_dzZgby + Baf_gbf iheh _gb_ dZjlbgdb

6. <u”™_ebl_ dZjlbgdm b \uihegbl_ dhfZg"m Hi

+0 ' $ +=

7.< hildjulr_fky kibkd_ gZ fbl+ dghidm

jbkmghd
8. Khojzgbl_b azZdjhcl_ “hdmf_gl

Jbkmghd + Kibkhd

Bkihevah\zZgb_j ~ZdlhjZ nhjfme

< 0V :RUG \dexq_gZ \kljh_ggZy ihA~_j dZhkhan”
\Zgby nhjfme 1j _~u”msb_ \_jkbb bkihevah\Zeb gZ’
(TXDWLRQ beb ODWK 7\SH GZ*kljhcdZzj (TXIMEbRC

\_jkbb ijh]jzZffu OV :RUG b “hklmigZ \ OV :RUG
7\SH g_ \oh”bezZ \ khklz\ ij_"u"msbo \_jkbc ijh]jZffu
"hklmigzZ ~ey ijbh[j_| _gby

?keb nhjfmeZ [ueZ kha”ZgzZ \ ij_~u”“ms_c \_jkbb ijh
__gm'gh hlj_~zZdlbjh\ZIlv k ihfhsvx OV :RUG _Ih g
gblv gZ”kljhcdm bkihevah\Zggmx ijb khar"Zgbb nhjfm:¢



>ey kha”rZgby gh\hc nhjfmeu g_h[oh”"bfh&uiheghlv

u # xU ( ) < “hdmf_gl_ hldj\zZ _IKYy
# b gZ e _gl_ihy\ey llgy \dezZ"~dZ +0
j b km giia).
Jbkmghd =+ <deZ#dZ +0

HiIkmlklI\mxsbc gZ deZ\bZImj_ kbf\he fh 'gh \\_klb b
kbf\heh\ ba ]jmiiu#

MijZ g_gb_
< wlhf mijZz g _gbb \u gZmqgbl_kv \klZ\eylv nbkmem
g h4.13).

Jbkmghd + NhjfmeZ gZijy _gby gZ gZ]jmae

1. Hldjhcl_ ~hdM{tgdlu GRF]
2.< dhgp_ ~hdmf_glZ gZ gh\hc imklhc k&jaidy \\gbBbl_
gZ gZ]jmad_

3.>ey \klzZz\db nhjfmeu jbkmghd \uidegbl_xdhf
u # 0 < j_amevlzl_\ Ahdmf_g@gIl_ihy\blky

#

4. >ey \\h"ZzZ \uihegbl_g@dhfZg™m + 0

+ U # 0 +0 jbkmghd

5.Ihf_klIbl_ | _dklh\uc mdzZazl_ev \ [hevrhf d\ZgZI _
\bZImju [mM8d\m

6.1 j_f klbl_| _dklh\uc mdZaZl ev \ fZe _gvdbc d\Z‘

bgr dkzZ >ey wlh]h gZ deZ\bzZImj_ gZ fbl_deZ\brm
dhc \ fZe_gvdhf d\z*jzIl_
7.GZ[_jbl_ gZ deZ\bZlmj_ >édmd\woh”~Z ba gb'g_]h

gZ fbl_gZ deZ\bZImj_deZ\brm



Jbkmghd + <u[hj gb g_]h bg”_dkZ

8.>Ze gZ fbl_gZ deZ\bZImj_ agZd

9.:9Zeh]bggh \\ ~bl_
10. >ey \\h”*Z kpf\hezfgh blv g_h[oh”~bfh bkihevah\zZ
kbf\heh\ ba ]jmiiu# S _edgbl_e \hc dghidhc furb g

T/ \ gb g _f ijz\hf m]emi ]jmi#u Hidjh _Iky hdgh ZehZ\bll

\heh\ ih mfheg@dgbx #t # < g_f\uj
jbl _ kbf\He jZIRfzjd_jjbkmghd

Jbkmghd + Hdgh # #

11.<ujZ _gby \\_~bl_ kZfb

12. >ey \\h”"Z ~jh[b \uihegbl dhfZg™"m +0
+ 0 # xi $ £ é $ ' $ jbrk
ghd



Jbkmghel +KIjmdImjz$

12. <gbkeblge&][ jbl_.

13. <agZf_gZpzZq jbl _.

14.Dh]*Z \\h™ nhjfmeu aZdhgqg_g k”~ _eZcl_ s eqhd
kljZgbpu

15. KhojzZzgBhhdmf Ht _dlu GRF]

MijZ g_gb_

< wlhf mijZz 'g_gbb \u gZmgbl_kv \klZ\eylv \ Ahdmf_
"Zsmx fZljbpm

1. < dhgp_ “hdmf_glZ gZ gh\hc imklhc kljhd_ kha”Z
em ijb\_~ ggmx gb

2. >ey \klz\db nhjfmeu \uihegbé& dhfZzg"m # =+

( <j_ amevliZl_\ ~hdmf @l _ihy\blky #.
3. GZ[_jbl_k dez®sZImju
4. >ey \\hRZh[hd \uihegbl_ &hfZg*m + 0

+1 # +0) ibkmgHD.



JbkngHd7 +K1jmdI|mjZ

5. >ey \\h"*Z fZIljbpu \uihegblg dhfZg"m 0
tU # 10 + =+ ' -3 jbkmgHh8).

Jbkmghd + Kljmdlmjz

6. < i_j\hc kljhd_ \ "\mo i_j\uo klhe[pZo \\_7bh0. khh
7. 1 _j_c”bl_ \ i_j\hc kljhd_ d yg_cd_ Ij_Iv_]h klhe
nmgdpilbk \uihegbl_ dhfag™"m 0 +
u # o+ + 0 $ # jbkn
g hd19).



Jbk + KljmdImjZz

8. < f _klI_\\h~Z nhjfmeu ihy\blky HI[|ZI
gb_ glh dmjkhj gZoh”blky ijZz\__ imklh]lh dA&y|X\Z A |
i _j_f _goht _jgbl_ dmjkhj \ d\Z~jZl b Ilhevdh ihke Zwlh]
\bZImxu

9. I _j_c”bl_ \h \Ihjmx kljhdkl[pjZtglibpu >ey dZibk
gby nmgsdipbbuihegbl dhf@Zg”m +0
U # - Y jbkmg20).

Jbkmghd = KljmdimjZ °

10.< f_klI_ \\h”*Z nhjfmeulihy\blky HI[jZI
gb_ glh dmjkhj gZoh”blky ijZ\__ imklhEm d¥»2%]A\B" &r
I _j_f_goht_jgbl_dmjkhj \ d\Z~jZl b Ilhevdh ihke Zwlh]
\bZImxu



11.< hklZevguo yq_cdZo \lhjhc kljhdb fZljbpu \\_“~bl
a b0 < Ij Iv_c kljhd_ i_j\h]lh klhe[pZ j\\e®bll_ \h \ihjh
klhe[_p Ij_Iv_c kljhdb

12.>ey gZibkZgby Myf\hgZh~bfh bkihevah\Zlv ZBnZ\b

eh\ ba ]jmiiu # S _edgbl_e \hc dghidhc fulZlgZz dg
gb g_f ijZz\hf mlJemujmii#n HIdjh_Iky hdgh ZenZ\blh\ kt

13.< \_jog_c kljhd_ gZ fbl_gZ [_euc |Ij_m]hevghd ij
gbyo # # (jbkmgh2l < hldju\r_fky
kibkd _ ZenZ\blh\ \u[_jblé ZenZ\bl #< wlhf ZenZ\bl_ e
\hc dghidhc furb \u[_jbM [md\m

Jbkmghd + Kibkhd ZenZ\blh\

14. <\ _"*bl_ <uc”™bl_ba j_"ZdlhjZ nhjfme
15. KhojZgbl_ ~hdmf_gl

=eZ\gh_ m~h[kI\h gh\h]h j_*ZdlhjZ nhjfme aZdlkxqgZ
ihevah\Zgby furb LZd “ey \klZ\db gh\hc nhjfmeu bkil
de Z\hAlt + =]

GZijbf_j \zZf g_h[oh~bfh gZ[jZIv nhjfmem |_hj_

[ a bkihevah\zZgby furb WIh fh gh k*_eZlv
< j_"Zdlhj_ nhjfme gm @h X[FAlvLhevdh ijb wlihf gzZ~h
Ablvky qglh gZ[hj nhjfme ijhba\h”*beky \ ijhn_kkbhgZe\
oh”Z \ ijhn_kkbhgZevguc \b” s _edgbl_ijZ\hc dghidb f
jZ nhjfmeu b \ ihy\b\r_fky dhgl_dklghf f_gx fu[_jbl_ d

$# jbkmghd



Jbkmghd +

Dhgl _dklgh_f _gx

>ey \\h*Z “"im]bo kbf\heh\ bkihevamcl_ dh”u mdZaZ
LZ[ebpZ + Dh”u kbf\heh\ b ]j_gq_kdbo [md\
< =] < |=< < =l <« |=| < |=<
e ol o ol o ol < ol e ol
O o] (o) Neo] ) o) () o) ) o)
X \'d X \'d \'d
\approx \sum \int \alpha \nu
\ne \prod \iint \beta \Xi
\equiv \cup \iiint \gamma - Oo
~= \cap \oint \delta \pi
\grave \dot \oiint \epsilon \Rho
\acute \ddot \sqrt \zeta \sigma
\exists \check \cbrt \eta \tau
\forall \hat \qdrt \theta \upsilon
\partial \overbrace \gets \iota \phi
\hbar \underbrace -> \kappa \chi
\angle \bar \uparrow \lambda \psi
\perp \overbar \downarrow \mu \omega
\parallel \left \leftrightarrow \vdots \right
\Leftarrow \cdots \inc \doubleC \rddots
\nabla \doubleN
MijZ g _gb _

< wlhf mijZz g _gbb \u gZmgbl_kv \klZ\eylv wdé&hdmf

ljhfZ]gblgh]h fhf_glZ \ nmgdpbb
jbkmghd

gbc

k bkihevah\Zgb_f dh”h\

ij_h[jZah\Zgguo IhdFf



Jbkmghd + NhjfmeZ ~ey \\h"Z

1.1 _j_ \_~bl_dmjkhj \ dhg_p "hdmf_glZ gZ imkfmx k
gh\j f ggh gZ deZ\bZImAlt+d&pZ\brb
2.GZ[_jbl_\f_kI_ ey \\h~"Z nhjfme ke _~mxs_ _

3.?keb Z\IhfzZlbgq_kdh]h ij_h[jZah\Zgby g_ ijhbkoh”"b
jZ q_j_a dhgl_dklgh_f _gx mklzZgh\bl_ijhn_kkbhgZevg
4. Khojzgbl_ b aZdjhcl_ ~hdmf_gl

4A:>:GB? >EY K:FHKLHYL?EVGHC J:;HLU
1. Kha”Zcl_gh\uc ~RNdpnimadcx

2.<\_"bl_ | _dklI jbkmgkd \\h*Z nhjfme b bkiheva
NZdIh) nhjfme Nhjfmem gZ[_jbl_k bkiheval\Zgb f d

Jbkmghd L_dkI ~"ey \\h~AZ

3. Khojzgbl_ b azZdjhcl_ ~hdmf_gl
4. HIdjhcl_ “"hdm{t gd l.docx



ONoOGRWDNE

. < dhgp_ “hdmf_glZ ~h[Z\v]_ nhjfmem

KhojzZzgbl_baf_g gby \ *hdmf_gl_b azZdjhcl_ _]h

SDHGLJHEVGU? <HIJHKU

Dzd \klz\blv \ Ahdmf_gl jbkmghd"
DZd baf_gblv jZzaf_j jbkmgdzZ"

Dzd i_j_f_klblv \klZ\e_gguc jbkmghd"
DzZd m~Zeblv bgl_]jbjh\Zggh_ bah[jZ _gb_ beb h[t
DzZd baf_gblv jZzkdjZzkdm jbkmgdZzZ"
DZd h[j_aZlv ebrgb_ gZklb jbkmgdZz"
Dzd \klZ\blv nhjfmem \ *hdmf_gl"
Qlh I1Zdh_ h[l_dzZgb_ h[t_dIZ"



E::HJ:LHJG:Y J:;HL: <

L fZKLBEB KBF<HEH< B :;A:P?< :<LHF:LBA:PBY J:;F
K tHEVRBFB >HDMF ?GR.:

P?EV J:;HLU
Mgblvky
Tijbf_gylv b khanrz\Zlv klbeb Z[aZp_\
T bkihevah\Zlv bgkljmf_glu OLFURVRIW RUG ijm jZ][}
f_ glzfb 1Zdb_ dZd azZdez”~db kghkdb gZal\Zgby kil
dj_klgu_ kkuedb

H;T,F E:;HJ:LHJGHC J:;HLU B IHJY>HD
?, <UIHEG?GBY

>7299Zy eZ[hjZlhjgZy jZ[hlZ \uihegy_ |lkgZkh\ g <gb_
itheg_gb_ jZ[hlu b”_I h”rgh\j_f ggh k bamqg_gb_f | _hj_
aZdj _ie_gby fZlgjthZez"bfh \uihegblv mijZ g _gby "ey
| evghc jZ[hlu b khojZgblv \ mdZazZgghc.ij_ih*Z\Z| _e_

L?HJ?LBQ?KD:Y Q:KLV
L?20GHEH=BY <UIHEG?GBY J:;HLU

Klbeb kbf\heh\ b Z[aZp_\

>ey nhjfZlbjh\Zgby [hevrbo *hjhmhiZfd Ms\Word km s
ki\mxI| kj_"kI\Z zZ\IhfZlbaZpbb dhlhju_ m~h[gh bkihev
db b hnhjfe_gby “hdmf_glh\

Ms Word \dexgZ | [hevrh_ dhebqg_klI\h klZg”*Zjlgud Kklb
g_gguo ey nhjfZlbjh\Zgby hJuggh]h |I_dklZ H[ubguc
eh\dh\ AZ]hehAlZdhek\hd \ _ jogbo b gb gbo dhehgl
jh\ kljZgbp mdZaZl e c¢c b "ey "jm]bo p_e_c

Klbewvwwlh gZ[hj gZkljh_d ~ey nhjfZlbjh\Zgby "hdmf
fuo h~gh\j f ggh Bkihevah\Zgb_ klbe_c¢ mijhsz | jZ
Hluggh klbev hij_~ ey | \g_rgbc \b® "hdmf_glZ jzZkil
kljZzgbp_ nhjfm Z[aZp_\ o0ZjzZdl_jbklbdb WwbH\gehhtheyh
\g _rgbc \b”®» wlh _s_ qblZ_fhklv *hdmf_glZ b kh]eZkh\

MsWord iha\hey | kha”z\ZIlv b ijbf_gylv, Kliibeelh KKfB\ AR h
b kf rZggu_.klbeb

Klbeb kbf\hedéxqzxl mklZgh\db ex[uo izZjzZf_Ijh\ 7|
"bZeh]h\hf hdg .

Klbeb Z[azZz\We\xqZxl mklZgh\db ex[uo iZjZf_Iljh\ A/t
"bZeh]h\hf @dg_ Klbeb Z[aZp_ \ ijbf_gbfu d \u”®_e _gg
beb Z[aZpm \gmljb dhlhjh]h gZoh”blky dmjkhj

Kf_rZggu_ kibédxqgZx| nhjfZlbjh\Zgb_ kbfl\heh\Z Z][c¢



gh\db 1Z[meypbb jZkiheh _gb_ Z[aZpZ ]jZgbpu b az
fh gh ithemqgblv \uihegb& dhfZgOm jbkmghd hWlZ
fZzg~¥ha\hey | ijbf_gylv klzZg”*Zjlgu_ klbeb nhjfZlbjh\Zz
gh\u_ klbeb baf_gylv kms_kiI\mxsb_ klbeb

Ihke kha”Zgby gh\h]iMs*Wdrth§) Zgh&kgh\_ r 2Namg A
g_f bf_ _Iky h”bg Z[aZp hnhjfe_gguc ih t{fbggdgbx
jbkmghd

Jbkmghd =jmiiid

Jbkmghd IZj&f |ju kitddwqguc

Baf _gylv b kha~z\Zlv klbeb fh 'gh \ ij_~ eZo h”gh]h
Ah[Z\blv bo \ rMgmmblg \ wihf kemqgZ_ wlb klbeb fhvgh [r
ahzZlv \h \k_o "hdmf_glZo

< kibkd_ klbe_c¢ klbeb kbf\heh\ ihf g _gu ih~qg_jdg
[md\hzke \Z hl bf_gb klbey klbeb Z[aZp_\ ihfkd gu
rZggu_ klbeb ihf_g_gu KBf\heZfb

Khar"Zgb_ b ijbf_g gb_ klbe ¢

Klbev fh gh kha”~zZlv “"\mfy kihkh[Zfb

Xk ithfhsvakthizg” e _;glu

xih h[jZapm

Bkihevah\Zgb_ dhfzgZ_¢é [dlenxhafh ghkl_c “ey kha”
klbey DZ ~uc klbev "he” _g bf_Iv k\h_ mgbdZevgh_ bf



ljb kha~Zgbb klibey ke _~m_| ihfgblv ke_"mxsb_ ijZ\l

1. Bfy klbey fh™ | kh™_j"Zlv g_ [he_ _ kbf\heh\

2. < bf_gZo klbe_c¢c mgblu\Z_ fkygjh Jibkilhewvah\ZIk ijhi
gu_ b kljhggu_ [md\u

3. < bf_gb klbey g_evay bkihevah\ZIlv ke KBmZbduckb
ke ,{4 nb]lmjgu_ kdh[ldhlmdZ k aZiylhc

MijZz g_gb_
< wlhf mijZz g _gbb \u gZmgbl_kv kha”rz\ZIv b ijbf_g)
1. Hidjhcl_ "hdmfd&lih\u_ j _~Zdlhju GRF][
2. <uihegbl_ dhf&Zg™m zu +i $ #
# tU $ # it # % - $ H
dih_Iky "bZeh]h\Xh_ hdgh ' jbkmghd

Jbkmghd + >bZehdh\h_ hdgh

3. S_edgbl_ ih ddhid_$ HIdjh_Iky “"bZeh]hdh_ hdgt
ij_"gZagZqg_ggh_ "ey mklZgh\db iZjzf_Iph\ gl
ghd

Jbkmghd + >hbZehdh\h_ hdgh ~ey mklZgh\db iZjzZf_|
gh\h]h klbey



4. <hldju\r_fky hag_ "\ ithed ' \\_"bl_ gZa\zZgt
gh\hlh klbByZkgut kibkd_ $\u[_jbl_agzdzZ \ kibldd _
tHkgh\ghc rjbnl Z[aZpZ
5. S_edgbl_ ih dghid_b \ hldju\r_fky f_gx \u[_jbl_ i

6. < hldju\r_fky hdg_ mklZgh\bl_ ke _"mxsb_ iZj
ribnlzZ rjbnlAral, gZq_jlZghhem bjguc dmjkHEaf 14t
p\ | | _dkbdzZkgucS edgbl_ ih d@hKthaZgguc \Zfb hlbey
y\blky \ kibkd_ wkdkg &k

7. <u”™_ebl_ nJiZr@asoft Word .

8. S _edgbl_ih Kp&kgulckibkd _ wdlkKiljbékc

9. Khojzgbl_"hdmftlikdh\u_ j ~Zdlhju GRF]

MijZ g_gb_

< wlhf mijZz g _gbb \u gZmgbl_kv ijbf_gylv klZg”~Zjlg

1. Mklzgh\bl_ dmjkhj \'ij_~ _eZo i_j\h]lh Z[aZpZz

2. HlIdjhcb_ kfjbkmghd

3. < kibkd_ klbe_c \u[_jBkglkigke | _dkl k hlklhhhf
glbl_ hibkzZgb_ klbey

4. Szedgbl_ ih kdlkgh\ghc |_dkl k hlkImihf

5. KhojzZzgbl_b aZdjhcl L "8kdImiuglj ~Zdlhju GRF]

6. Hldjhcl_ "hdmdhfgyxl_jgu_ k_bb GRF

7. HinhjfZlbjmcl_aZ]lheh\db “hdmf_glZ \ khhI\_Ilkl\b
Dhfivxl_jgu_ kxzkbbeAZ]heh\hd

EhdZevgu_ b ]Jeh[Zevygkibdkdbheh\hd

EhdZevgu_ \ugbkebl_ evygkibd&Adpheh\hd
=eh[Zevgu_\ugbkebl evigkibe&Zpheh\hd
Hkgh\gu_ ihgwnidnet tklbeAZ]heh2hd
8. <k_aZ]heh\db \ujh\gylv ih p_gljm
9. KhojzZgbl_b aZdpgnet MAfivxl _jgu_ k_bb GRF

X X X X X

QlhJu kha”Zlv iklbre[yZapm g_h[oh”bfh hinhjjfdklbjh)
gm guf h[jZawmf_ebl__]Jh Z azZl _f kha”~Zcl_ klbevhgZ h
\Zgby \u® _e ggh]h | _dklz

MijZ g_gb_
< wlhf mijZz g_gbb \u gZmgbl_kv kha”zZ\Zlv klbev Z]|
ith h[jZapm
1. Hidjhcl_ “hdmfd&kllh\u_ j _*Zdlhju GRF]
2. HinhjfZlbjmcl_ |j_Ibc Z[aZp "hdmf_glZ ke_"mxsbf
X rjbnl Arial jZaf_ 34+
x nhjfzl Z[aZpZ \ujzZ\gh\Zigjhg thlkImi ke ¥Z h
kimi kijz\zZ #&f hlkIlmi i_j\hc kljhkdbf+ *mkljhgqguc
bgl_j\Ze xkljhdb



3. MkliZgh\bl_ dmjkhj \ ij A~ eZo hinHjfZVbjt\Z{gHhpz

4. <uihegbdhfZzg®&m ' *u +] $ #
# U $ # # # % - $
5. < hdgL ' ‘\ihed ' \\_Abl_ bfy gh\h]hjklbey

f jBklbeyB _edgbl_ ih dgdid_
6. Ijbf_gbl_\gh\v kha“Zgguc kBbev'B d g_I\_jlhfm Z
aZpm “hdmf_glZz

Baf_g _gb_ klbey

Dh]*Z \hagbdZ | g_h[oh”bfhklv baf_g _gby nhjZZIz
hnhjfe _gguo h”gbf ba klbe_c¢c nhjfZlbjh\Zgby ~hkIZIF
klbev |h]*Z baf_g _gby hljZaylky gZ \k_o Z[aZpgo be
guo "Zgguf klbe f

MijZ g _gb _
< wlhf mijZ g _gbb \u gZmgbl_kv baf_gylv kms_kl\m:
1. Hidjhcl_ huagh.
2. < kibkd_ gZc”bl_ kt+bev B "B.
3. S _edgbl_ih diq'JI)L’\hf k gZa\Zgb. kK KHbdgu\r_ fky
kibkd \u[_¢bl_ &
4. < hldjulr_fky Bdg_ '"s _edgbl_ih dighid.
< jZkdju\r_fky kibkd_ \u[_jbé dkfZg"m
5. < hldju\r_fky “bZeh]h¥hf hohglZgh\bl ke "m&sb __
f lju nhjfZlbjh\Zday¥pZz
X \ujZ\gb\Zghbh £#bjbg_ hlkimi kekfNZ hikImi kijzZ\Z
Okf hlklmi i_j\hc kljhdkkft f "~"mkljhqguc bgl_j\
fgh bl _ev
6. S _edgbl_ih d@dn\ld‘bZeh]h\hfehdg
7. S _edgbl_ih dgd\ichdd
8. AZdjhcl_ iBdgh " M[_’\bl_kv glh \ Ij _Ivif b «
lhf Z[aZpZo hlkimi i_j\hc kljhd2%kkZe jZ\guf



Jbkmghd + Hdgh Baf_g _gb_ klbey

Jbkmghd + >bZehdh\h_ hdgh'



MAZe gb_ klbey

?keb dZghjon*v ba kha”Zgguo \Zfb klbe _c¢c m _ g_ ¢
_]h m~Zeblv

MijZ g_gb_

< wlhf mijZz g _gbb \u gZmglkim&vkiNzxesye kibev

1. Hidjhch_ .

2. < kibkd_ gZc”bl_ kljbev jBkibeyB

3. S_edgbl_ ih dMligyrhf k gza\zgb_f kibey < hid]
kibkd_ \u[_§bl_ $ kfjbkmigb.5,5.6.

4. Azdjhcl_hdgh

5. Khojzgbl_b azdjhcl L Atikrhiuglj ~Zdobgu

\lhfZlbaZpby jZ[hlu k [hevrbfb “hdmf_glZfb

< h[ugguo dgb]Zo bkihevamxl|l aZdeZ~db “ey ihf_Idl
njZ]f _glh\ | _dklZz \ “hdmf_glZo OV :RUG k wlhc p_ev:
we dljhggu_ aZdeZ”~db

AZdezZz4advdh we f gl I _dklZz dhlhjhfm ~Zgh bfy AZd
Ney [ukljh]lh i_j f_ s gby d hij_~ e _gghfm f_klm \ ~Ahdr

KharZgb_ aZdezZ”hd

lj_ "~ _ q_f \u gZqg_|_jzZaf_Idm | _dklzZ ijb ihfhsb a
\dexgblv j_"bf hlh[jZ " _gby aZdezZ”hd Lh]*"Z | _dkl azZ
g g \ijyfhm]Jhevgu_ kdh[db

Ms Word ihal\hey | g  lhevdh kha*zZ\ZdIWdlkdZdegdBd
j_hij_~ eylv mNZeyow” *blv d kms_kl\mxsbf aZzdezZ”rdZf

Bfy aZzdez”~db gij fhurdlv kbf\heh\ ~he 'gh gZqgb
[md\u b fh™ | kh”_j°Zlv [md\u pbnju b ih*q_jdbhzZgb _
[ eh\ agZdh\ ij ibgZgby b ki_pbZevguo kbf\heh\

MijZ g _gb _
< wlhf mijZz g _gbb \u gZmqgbl_kv \dexqZlv j_"bf hlh]
1. Hidjhcl_ "hdmhfg¥xl _jgu_ k_bb GRF
2. M[_"~bl_kv gqglh mKlZdh\ighgfhljZzaf |dZ kljZgbpu

3. <uihegbdhfZgtim ==+ # HIdjh _|ky “"bZeh]h\h_
+ # RUG

4. < hldjulr_fky *bZeh]h\hf\ddgMd _ $ gZc bl _
Jjmiim # 0% .

5. MklZgh\bl_ neZ h# $ jbkmghd

6. S_edgbl_ih dgdid_



Jbkmghd + >bZehdih\h_ Hdkpnd

MijZ g_gb_
< wlhf mijZz g _gbb \u gZmgbl_kv "h[Z\eylv aZdezZ"d]
1. <u”™_ebl_njZam \ gZqgZe_ |j_Iv_]h Z[aZxXg h\igdit\g
azZ™"Zq_c

2. <uihegbdihfzg®m 0 0# A Hidjh_1k¥ ~b
eh]h\h_ fidgh
3. <ihe_ \\mZ \\_"bHkgh\gZyB aZzZjtkazg hd

Jbkmghd + >bZehilh\h_ hdgh



4. S_edgbl_ ih dghid_$ b azdjhcl_ hdgh H[jZIbl_ \¢
gZ Ih qlh I _dkl aZzdeZ”~db aZdexq_g \ ijyfhm]Jhevgu_ k

5. Kha*Zcl_azZdez”*dimhkhidtheguithf_ Ib\ \ dZq_kI\_ aZzZd
| _dkl iylh]l]h Z[aZpZ hkgh\gh]h |I_dklZ

6. KharZcl_aZdeZ*"dmKkhlhf[wBih"dexq_gbyBdBBgl_
ithf _Ib\ \ dZq_kI\_aZdezZ”db |_dkl \IhjhHtkgh\egdip Zyh g Z a
Ilby Bgl_jg_|

| j_oh™” d | _dklm hlf_gq _gghfm aZdeZ”dh

Bf gZ aZzdezZ”~hd h[uggh jZzkiheh  _gu ih ZenZ\lblm ¢
jh\Zlv b \ ihjyrd_ jZkiheh _gby \ “hdmf_gl_

| j_clb d gm ghc aZdezZz~d_ fh gh ijb i&dfhsb #dhfZ
u # H + =+ :

MijZ g_gb_

< wlhf mijZz g_gbb \u gZmqgbl_kv i_j oh”blv dzl _dKkl
deZ”dhc

1. <uihegbl_ dhf#&Zg"m i # s |

2.< hldjul\r_fky ~“bZeh]h\ihf hdg \u”_ebl_ &ZyWez"db
Hkgh\gZyBaz"ZqZ

3.S_edgbl_ ih dghid_ ijb wlBV :RUG i_j_c”_| d |I_c
hif _q gghfm aZdeZ”~dhc h”gh\j_f _ggh \u”_eb\ _]h

4.1 j_c”bl_ d |_dklm hif g gghfm aZdeKfwhc Kk
[uBih"dexq_gbyBdBBgl jg_|I

5.S _edgbl_ih dighi#l $

MA"Ze gb_aZdezZ”hd

MijZ g_gb_

< wlhf mijZ g _gbb \u gZmgbl_kv m~"Zeylv aZdeZ"dm

1. <uihegbl_ dhf&g"m # # s |

2. < hldjulr_fky *bZeh]hYhf hdg\u®_ebl_ bfy aztkeZ"d
gh\gZyBaz”~ZqZz

3.S _edgbl_ih dghid $ ijb wlhf m~Zeblky lhevdh az
ithf _g_gguc _x |_dkl hklzg_Iky

4. AZdjhcl_"~bZeh]hi\h_ hdgh

Kghkdb

Kghkdibkihevamx!|l “ey \dexq_gby \ |_dkl h[tykg_g
g4 _j\hbklhggbdb

KghkdZ khklhbl ba *"\Wwhdé\lm&klkghlkjdbggh wlh qlkkeh
iheh” _ggh_ \ \b”_ \_jog_]h bg”_dkzZ ihke_ I|_dklz d
kghkdZ_dklZ kghkdb



<MsWord jZaebqgZx| "\Z \b*"Zh{glgkghlhdhgp \iH[uggZy
kghkgZkihezZ]Z |ky \gbam kihggbpihly dhgp jZa” _&Z be
dmf_glZz

<klzZz\dZ kghkdb

MijZ g_gb_
< wlhf mijZz g _gbb \u gZmqgbl_kv \klZ\eylv kghkdb
1. MklZgh\bl_ dmjkhj ihke_ 2Z[gj\\bAlkdjurhdmf_glZz
2.HIdjhcl_\dezZz~"dm # _glu

3. < ]jmiid s _edgbl_ ih vid Hidjh _Iky "bZ

7

u
4. MklZgh\bl_ \ hdg_ izZjZf_Ilju kghkdb dZd ihdZazZgh
5.S _edgbl_ih dghid_$ Ijb wihf \ gb " g_c gZklb ljZg
y\blky iZg_ev kghkhd 26hkeqbke\n\E™_\ jog_]h bg”_d
6.< iZg_eb kghkhd \\_~bl_ | OkGHKYhRdb2SHQ 6!
, QWHUFRQQHFWLRQV = fh _ev \aZbfh”_ckl\by hidjul
7. K" _eZcl_s_eqghd \ ex[hf f_kl_hkgh\gh]h | _dklZ

8. <klz\vl_\lhjmx kghkdm \ wlhf ~ Z[aZp_ jBRe_ .
| dkl kghRQRMWHUQDWLRQDO 6WDQGDUGYV 2UJDQL]DW
9. <klzZ\vl_|j_lvx kghkdm \h \Ihjhf Z[aZp_ jZa”k eZ

ebl_evgu_ k_Ib? ihkeZcehXati k_j\_jhfdkl kgNkdkeh\u _
k j\ _ju = wlh ki_pbZebabjh\Zggu_ dhfivxl_ju h[
dhfivx!l_ju ij_"ijbylby beb hj]lJZgbazZpbb \ h*gm k_Ilv

Jbkmghd + >hbZehdh\h_ hdgh



lihkfhlj b j_~ZdIbjh\Zgb_ kghkhd

Kghkdb gZb[he_ _ mAh[gh ijhkfZIjb\ZIv b j_~Zdlbjh)
kfhljZ "hdmiQ gj@h\bd

MijZ g_gb_

< wlhf mijZz 'g_gbb \u gZmqgbl_kv ijhkfzZljb\ZIv kghkd

1. <uihegbl_dhf&g"ay

2. <uihegbl_ dhfdgfm xu t + $ ljb wlhf \
gb g _c¢c qZklb wdjZgzZ ihyublky kAgk\dw ¢ ihehkhc ijhdjm

3.GZ iZg teb jZkdjhcl_ kibbkhd b \u[_jbl_ imgdl
kghkdb< gb'g_c gqZklb iZg_eb kghkhd hlh[jZablky Kkibk
dmf_glZ

4.S _edgbl_ ih I_dklm kghkdb « Ijb wihf I _dkl_\ hk
f_klblky d Ihfm |_dkim gZ dhlhjuc mdZaulZ_ | kghkc
kghkdbF_""mgZjh~guc bgklbIml kljddkMg hh

5.S_edgbl_ ih dghi#dl $9gZ iZg_eb kghkhd b \_jgbl_Kk
ijhkfhljZz "hdm3Z@lfZ 1dZ kljZgbpu

Jbkmghd Ijhkéhlj kghkhd \ Ahdmf_gl_



L_dkl kghkdb fh gh hlj_~zdlbjh\ZIv b \ j “bf_ ijhk
Jzaf 1dzZ kljZgNpufZlibjh\Zgb_ | _dklZ kghkdb \uihegy.
dZd b nhjfZlbjh\Zgb_ hkgh\gh]h | _dklZ Ahdmf_glZ

Ihbkd b m~"Ze _gb_ kghkhd

MijZ g _gb _
< wlhf mijZ g _gbb \u gZmqglkighivil mhdmy gl
1. Qlhfu m~Zeblv kghkdm \u”_ebl_ kbf\he qgbke

bgr dkZ b gzZ fbl_[DkE®lbxmj amevliZl_ m~Zeblky g_ |
\he kghkdb gh b |I_dkl kghkdb Z kghkdb jZkithehzZ gog
IhfZlbq_kdb i_j_gmf_jmxlky

2. M Zebl_ kghkdm ghf_j

3. Khojzgbl_baf_g _gby \ “hdmf_gl_

Bkihevah\Zgb gZa\Zgbc

Kj_"klWMs Word 0 ihfh]Z | mihjy*hgblv gmfxjZpb:
kljZpbc \ "hdmf_gl_1Zdbo dZd jbkmgdb I|Z[ebpi b | |
A j blky fgh' _kI\h 1Z[ebp jbkmgdh\ beb ~jm]bo ih’
gZa\Zgb_ 1Zdbo we_f_glh\ A~hdmf_glZ m~h[g__ ™h[Z\€
kI\D :

GZa\Zglbhklhblib&lhygghc qgZ&hth jDI1_dklZ gZalZgby
Fh gh \u[jZIlv h"gm ba \kljh_gguo ihklhygguo gqZkl _c
|Z[ebpZ nhjfmeZ Z fh gh kha”~Zlv k\hx 1jb kha”"Zghb
yley |ky agZq _gb _f ihey ihwlhfm gmf_jZpby gZa\Zgl
Ibg_kdb Ghf_jZ gZalZgbc h[gh\eyxlky ijb \klZ\d_ be
gZa\Zgbc ihwlhfm \k_]*Z khojZgy _ |ky ijZ\bevgZy gmf

<klZ\dZ gZa\Zgbc \jmggmx
?keb jbkmgdb beb “jm]b_ h[t _dlu m _ \klZ\e Zgu \

gu ijb ihfhsb jZaguo ijh]jZff |h gZa\Zgby d IZdbf hJ[t
\jmggmx

MijZ g _gb_
< wlhf mijZ g _gbb \u gZmgbl_kv \klZ\eylv gZa\Zgby
1.lhke_ i_j\h]lh Z[aZpZ hkgh\gh]h | _dklzB\k]|@kvI _
ghd b jZkiheh bl__  ih p_gljm

Jbkmghd + BZjlbgdZ



2.lhke_ jZa™ _eZ ©=eh[Zevgu_\ugbkebl eéwguzZ\\Wk Ib
dZjlbgdmB jbkmgihdZkiheh bl_  ih p_gljm

[y,
X0

Jbkmghd + DZjlbgdzB

3. MklZgh\bl_dmjkhj \ imklhf Z[aZp_ ih® dZjlbgdhcB

4. <uihegbl_dhfZg"m =06 't é $ H
dijh_Iky "bZeh]h¥h_ hdgh

5. <"bZeh]h\hf idg_ s_edgbl_ ih dghid$ HIdjh_Ilky
"bZeh]h\h_6hdgh

6. < "bZeh]h\hf &dg_ \ ithe_ \\B~Z \\_~bl_
Jbkmgtbhd _edgbl_ ih dgbick "bZeh]h\hfdhdg_ \ ihe_
0 ithy\blky ihklhyggZy gZklv b ghf_j gZa\Zgby

7.< ihed \\_~bl_ihke_ghf_jzZ |I_dBhfgZal\ZglZy
k Ivijbkmghd

Jbkmghd + >bZehdh\h_ hdgh

8.S_edgbl_ ih dgdid_
9.JZkiheh bl_gzZa\Zgb_ jbkmgdZ ih p_gljm
10. <klzZ\vl_gzZaB@gphbg ilh” dZjlbgdhcB



\lhfZlbq_kdZy \klZ\dZ gZa\Zgbc

AlhfZlbg_kdmx \klZ\dm gZa\Zgbc p_e_khh[jZagh |
\"*hdmf_gl ij_"~iheZ]Z _ 1lky \klZ\eylv fgh]h h[t_dlh\ h~gl
|Z[ebmMs Word jbkmbyle@lVord ebMkb Excel IThg _qgu_ jbkmgdb
Afm]lb_ h[t_dlu

MijZ g_gb_

< wlhf mijZz g_gbb \u gZmagbl_kv gzZkljzb\zZlv Z\Ihf
gZa\Zgbc

>himklbf \ "hdmf_gl ©Dhfivxl_jgu_ k_Ib? ij_~iheZ]
fgh  _klI\h [Z[®dWord Qlh[u dZ ~uc jZa ijb \klz\d_
MsWord Z\IhfZlbg_kdb "h[Z\eyehkv gZa\Zgb_ \uiheghbl_

1. <uihegbl_ dhfZg"m =0 't é $ H
dih_Iky "bZeh]h¥h_ hdgh

2.<”"bZeh]h\hf adg_ s_edgbl_ih dghid_ H
djh_Iky "bZeh]h¥ _hdgh

3.< hldju\r_fky ~bZeh]h\wf hdg_ \ kibkd_ ' $

" mklZgh\bl_ neZ[éhipZ OLFURYV

‘RUG

4. < jZa" e _ #\kibkd_  $\u[_jbl_lZ[ebpZ \ kib

diheh" gbwu[_jbl gz~ h[t_dIpdkmghd

Jbkmghd + >bZehdh\h_ hdgh

5.S_edgbl_ ih d@glidL_i_jv dZ ~uc jZa ijb \klz\d_
OV:RUG ihklhyggZy qZklv b ghf_j gZa\Zgby I1Z[ebpu |
"h[Z\eylvky gZ”™ IZ[ebp_c

6. MklZgh\bl_ dmjkhj \ dhgp Dh¥hahfjguZ k Ib RF]
\klzZ\vl_1Z[ebpm khklhysmx ba “\mo kljhd b “"\mo klhe



7.< j_amevlzl_ \ *hdmf_gl "h[Z\D\lIky ZIID[e bpdb kig Za\ 2
_fLZ[ebpZlhke_ ghf_jZ ~h[Z\v]l_ gZa\Zkb[ dFhebdbunba
g_kdh]h ih*dexq_gby d BgZijgegbl_ I1Z[ebpm ~Zglgufb
kiI\bb k jbkmgdhf

8. KhojzZgbl_baf_g_gby \ *hdmf_gl_

Jbkmghd + >h[Z\e_gb_IZ[ebpu k :\lhgZa\Z

Khar"Zgb_ KkibkdZ beexkljZpbc

?keb gZa\lZgby \k_o IZ[ebp jbkmgdh\ nhjfmehbeb -
dmf_gl_Jueb ~h[Z\e _gu k ihfhavk dhf&g”~u ' +é
$ lh fh gh “h\hevgh ijhklh khklZ\blv kibkhd

MijZ g_gb_

< wlhf mijZz g _gbb \u gZmgbl_kv kharz\Zlv kibkhd b

1. < dhgp_ "hdmfhfgVvZxl jgu_ k_Ib SHEIvlI_ imklhc Z][
b\\_~bl_\ g _f Kjib&md beexkljZpdZ fbl_ de IBrierim

2. <uihegbl_ dhfizg¢"m 10 ' tu &

3. HIdjh_Iky *"bZeh]h\th_ hdgh& GZkljhcl_ _1h c
ithdZzaZgh gZ jbkmgd_



Jbkmghd + >bZehdh\h_ hdgh

4.S _edgbl_ ih dgdiddv. :RUG \u\_~_| kibkhd beerkljZy
ghd

Jbkmghd Kibkhd beexkljZpbc

| j dj _klgu_ kkuedb

| j dj_klgZy kkuedZ mijhsZ | kha”Zgb_ b ql ab_
fh ghklv [ukljh]h “hkimiZz d “jm]Jhc gZklb Ih]h ~ _h~hdn
fm “hdmf_glm dhlhjuc y\ey Iky qZklvx Ihlh ~_ JeZ\gh]

| j_dj_klgu_ kkuedb fh'gh ~ _eZlv gZ jZaebqggl_ we
eh\db hilnhjfZlbjh\Zggu_ h~gbf ba \kljh_gguo klbe _c
kljZgbb[uggu_ b dhgp_\u_gKaghkdbydez~db |I_j _dj_Kk
kkuedZ khklhbl ba "\mo gZkilhgjuc \u \\h*bl_ \jmqggmx

dhlhjdMsWord *h[Z\ey | Z\IhfZlbqgq_ kdb

LZdbf h[jZzahf ijhp_kk kha”rZgby i_j dj_klghc kkue
wlzZih\

1. <\h” khijh\h~bl_evgh]h | _dklZz

2. <klz\dzZ kh[kI\_ggh i_j_dj_klghc kkuedb

| _j_dj_klgu_ kkuedb y\eyxlky ihdgyWord@hlhfjdlbq_ kdb
h[fgh\ley | ijb i_gZlb < i_j dj_klghc kkued_ 1 _dkl kku



gb _f ihey QIlh[u h[gh\blv agZq _gb_ihey ,igmdyhiklghc
N _eblv _1Th b gz zZzIJFeeZkletbmbaf_gblky f_klhihehh_gb_
N j7Zgb_ bgnhjfzpbb gZ dhlhjmx ~ _eZ |ky kkuedZzZ |
j_dj_klguo kkuehd wlb baf_g _gby [mMm?ml mqgl_gu

>h[Z\e _gb_ i _j dj _klghc kkuedb

JZkkfhljbf ijbf_j i _j _dj_klghc kkuedb \klZ\e gghc
I _j_oh”"Z d we_f _glm kkuedb \ ij_* eZo h*gh]h “hdmf_
we f _glhf kkuedb [m”_| yleylvky aZdez"dZ

MijZ g_gb_

< wlhf mijz ' g_gbb \u gZmgbl_kv \klZ\eylv i_jZdj_ Kk
dez”db

1. < i_j\hf Z[azZp_ jE&WYZeeA Eu_ b Jeh[ZevVgihké& lkeh\z
ijhihdhezfd_~bl_ khijh\h~bl_evguc | _dkl k dhlhjh]h [i
i _j_dj_klgZy kkueda[f§__ h ijhlhdheZo kfhljb gz kljZgt

2. MklZgh\bl_ dmjkhj ihkeéjZgbegkZijh\h~bl_evgh]h | _

b\u[_jbl_ dhfZigém R #
3. <hldju\r_fky "bZeh]h\kf hdg_# # \ kibkd _
# : \u[_jbAZdezZ dZibkd . #ljhlhdheuZ
\ kibk@_ $ # : 2Ghf_j kljZzgbgbkmghd

4. MkIZgh\bl_ neKklbdlv dZzd ]bi_jkkuedm
5.5 _edgbl_ih dghid _$ Z azl f ih dgh#d$ < j_adevl
| ihke_ njHEAjh[g__ h ijhihdheZo kfhljb gizh W\Zighpb

iZ \ \b~A_ihey = wih ghf_j kljZgbpu gZ dhlhjhc gZoh~

Jbkmghd + >bZehth\h_ hdigh #

6. QlhJu i_j _clb d we_f _glm i_j dj_klghc kkuedBd \ 7
dez”dhlhdheu ihf_klbl_mdzZaZzl _ev furb &Z/dpkzyhtdZ



| _ev ijbf_I nhjfm jmdb s_edgbl_e \hc dghidgc fuyb
f klblky d aZbjé&éZzHdlheu

7.>h[Z\vl_i_j_dj_klgmx kkuedm "ey i_j=ehfZed aiZ]h
k Ib Bgl _fg H klh \klZ\db i_j dj_klghc kkuedb xa\ i_j
N eZEl®dZevgu_ b ]Jeh[Zevyuhk& |keJe\lZ[ZevguKkuedm
\klZ\vl_ gz I _dkl aZ]lheh\dZz

8. Khojzgbl_ baf_g _gby \ *hdmf_gl_

Khar"Zgb_ hleZ\e _gby “hdmf_glZ

\lhfZlbg_kdh_ hleZheg_glv_nm*h[gZy nmgdpby Iddklh
lhjz OV :RUG <u fh _|_ g_ lhevdh knhjfbjh\ZIlv m~»
hleZz\e _gb_ gh b ijb baf-agb[hbédzdAdbodh\ beb ghf_jh\
i _j_"~ _eu\Zlv \k_ aZgh\hhgezZden gih_+tfh " gh h[gh\blv

QlhJu k™~ _eZlv hledihe ghpb\uihegblv ke " mkisby

1. Hij_* _eblv gZ dZdhf mjh\g_ h]JeZ\e_gby [m"ml| jZk
\Zrbo imgdlh\ \ | _dkl_

2.JZaf_Iblv aZ]heh\db mklZgh\b\ khhl\_IklI\mxsbc m

3.Ih~]1hlh\blv f_klh ]~ _ [m”~_| jZkiheZ]Zlvky h]leZ\e ¢

4. <u[jZlv nmgdpbx nhjfbjh\Zgby Z\IhfZlbg_kdh]h h]e.

MijZ g_gb_

< wlhf mijZ g _gbb \u gZmgbl_kv kha”zZ\ZIv. hleZ\e ¢

1. MklZgh\bl_ dmjkhj \ gZqZe_"hdmf_glZhfiyxl aZzZ]h
gu_ k_IBZ fHEnter]

2.>ey Ihlh qlh[u h]lez\e_gb_ \k_]J*"Z hklZ\Zeh@ghgZ |
hl hkgh\gh]lh | _dklZ g_h[oh”bfh \klZ\blv jZajulukljZg

ithegbl_dhfag™m # o+ # # t@ # #
+ U

3. MklZgh\bl_dmjkhj \ gZgZe_ i _j\hc kljZgbpu

4. <uihegbl_dhfZig#m =0 + e

KjZ\gbl_ ihemqg_gguc j_am_evIZI k jbkmgdhf

Jbkmghd + Hl]eZ\e _gb_ “hdmf_glZ

5.KhojZgbl_ b azZdjhcl Dhhigmif_jglu _ k_Ib GRF]



MIJ:-@G?GB? >EY KiFHKLHYL?EVGHC J:;HLU

1. < "hdmf_gldklh\u_ j ~"Zdébxykkha”rZcl_ klbev Z[az
bf g £ dkIBgtdhlhjuc [m”_| \dexqZlv ke_"mxsb_4ZjZf
Ibjh\Zgby

X \ujzZ\gb\Zgbh rrbjbg _
mjh\_gkkgh\ghc [_dkl
hlkimi keQ\Z +
hlikimi kijaxZ *

I _j\Zy kljhdZl+
f “~mkljhgguc bglhPNZeZiguc

X rjbnl Arial Narrow, ihem bjgugZafl8] p\ _lkbhgbc

2.HInhjfZlbjmcl_ \lhjhc Z[alZpdkIBeght

3.1jbf_gbl_ dhibjh\Zgb_ nhjfzlZ ih h[jZapm d Ij_Iv_
ah[jZa_p nhjfzl \Ihjh]h Z[aZpZ

4. KhojZgbl_ baf_g_gby \hdkhhi\gl j "Zdobyb A
djhcl_ _1]h

5.HIdjhcl_ "hdmdhfgyxl_jgu_ k_bb GRF

6. Kha~Zcl_ azdezZdmh_ BbBijh]jZffgh_Bh[_k\_a&iZghb _
kI\_ azdez”db ihf_Ivl_|_dkl \Ihjh]h Z[aZpZ "hdmf_glZ

7.KhanZcl_ azZdezZz"dmGZaywyZ2qdklZz \k_ o \b~h\ dhfivxl
k I _c hij_~_ey_lky "\mfy nmggdp'we Jihkvhk Z[aZ@a_ jZ
N eZ ©EhdZevgu_ b Jeh[Zevgu_ k _Ib2 bfy "ey addeZ’
yl _evgh

X X X X X

8.1 _j_c”bl_d azdez"dljtkltbdhguf

9. M"Zebl_ azZ&eZkRWdmBih"dexq_gbyBdBBgl_ jg_ |

10. < dhgp_ "hdmf_glZ i_j "~ IZ[ebp_c "h[Z\vIbk\Z Z
g [W5.20.

Jbkm@RaL dkl ~"ey \\h~Z

11. <klZ\vl_ kghkdm ihikae\Zkéhp\Zij ~ihke_ "~g_ f ZHjaZp_
dmf_glz | _dkl lkghkadb j hyl]ZgbaZpby ihalheyxs¥y ih’
gZlvky d k\h_fm maem

12. <klz\vl_ kghkdm ihk@deenjdldbuZfb ihevah\Zdhée c
g f Z[aZp_ "hdmf_glZ D dkHhelghkdbZzf ihevah\Zl e ¢
hlg _klb ij_7~ijbylby hj]J]ZgbaZpbb b *jm]b ”» dgimygu_ maqj



13.GZc”bl_ b m~Zebl_ kghkdm «

14. < jZa™_e_ ©EhdZevgu_ b ]Jeh[Zevgu_ k_Ib? \klz
kkuedm gZ azZid2pgXNgmm BbBijh]jZzffgh_Bh[_kidlggghp i _
\h]lh imgdlzZ fZjdbjh\Zggh]h kibkdzZ 1 _j _dj_klgmx kkue
kljZgbpu ]*_ jZkiheh _gZ aZdez"dZ

15.< dhgp_ \lhjh]h Z[aZpZ jZa®_eZ ©Hkgh\gu_bhgyl

| _ khijh\h”~bl_evguc |_dkl "ey i_j_ diflkljphtzkikubadle
khijh\h~bl_evgh]lh |I_dklz \klz\vl_ i_j dj_klgmx kikued!
pu p_ebdhf

16. KhojZgbl_ b aZdjhcl_ ~hdmf_gl

DHGLJHEVGU? <HIJHKU

>ey g_]h bkihevamxl| klbeb™
DzdzZy dhfzg”~Z iha\hey | jZ[hlZlv kh klbeyfb"
Qlh \dexqgZ I \ k_[y klbev kbf\heh\"
Qlh \dexqZ_ | \ k_[y klbev Z[azZpZ"
Dzdbfb kihkh[Zfb fh 'gh kha”Zlv klbev"
Dzdb_ ijZ\beZ ke_~m_1| ihfgblv ijb kha”Zgbb klibe:
Qlh 1Zdh_ azZdez”~dZ" >ey qg_]h hgZ gm ' gZzZ"
DzdZy dhfzZzg”Z iha\hey | “h[Z\eylv aZdezZz" db i_
dzZzf m~"Zeylv aZdezZ"db"
9. DZd \dexgblv hldexgblv j_"bf hlh[jZ _gby aZdeZ
10. >ey q_]h bkihevamxl|l kghkdb™"
11.Ba dZdbo qZkl_c khklhbl kghkdz" DZdb_ \b”~u kg
\u agzZz_|_"
12.DZdZy dhfZg~Z iha\hey | "h[Z\eylv kghkdb"
13.< dzdhf j_"bf_j ~zZdlbjh\Zgby m~h[g__ ijhkhzljb\
\Zlv kghkdb"
14.DZdbf kilbe f ih mfheqZgbx hnhjfe_g | _dkl kghke
nhjfzl klbey"
15.>ey q_Jh ij_"gZagZqg_@QW:RUGSKIANZgDb
16. GZah\bl_ kihkh[u "h[Z\e_gby GZa\Zgby" DZd hghb
17.< dZdhf kemqgZ_ fh gh khklzZz\blv kibkhd beexXxkljZg
IlhfZlbg_kdb™
18. DZdZy dhfzg~Z iha\hey | kha”Zlv kibkhd beexkljZ
19.>ey q_Jh ij_"gZagZq_gqu i_j_dj _klgu_ kkuedb"”

ONOoOGORWNE

20.GZ dZdb_ we_f_glu |_dkIZ fh gh A~ _ezlv i_j_dj_ ki
21.Ba dzdbo qZkl_c khkihbl i_j dj _klgZy kkuedzZ"
22.Ba dzdbo wlZih\ khklhbl ijhp_kk ~h[Z\e gby i_j_d

23.DZdZy dhfzg”*Z iha\hey_ | \klZ\eylv i_j_dj_klgu_ k



I JBEH@?GBY



ljbeh™ _gb __
kijzZ\hqgh _
ljZ\beZ j ~"Zdlbjh\Zgby

1.1jZ\hibkZgb _

| j_~ 1 _f dzd ij_"~klz\blv | _dkl "ey im[ebdZplbdb _]h
|Zlv >ey ijh\_jdb ijZ\hibkZgby kms_klI\mx| Kki_fbZe\
\'l _dklh\uo ijhp_kkhjZo fh gh bkihevah\Zlv b ku_pb?z
ijh\_jdb Hkh[_ggh IsZl _evgh ke_~m_1I ijh\_jylv gZibl
| jfbgh\ 1Zd dzZd ijh]jzffu ijh\_jdb fh]lml bo g_ bc* _glb
| | _dkl gZ \ugbldm dhee_]_ 1Zd dZd ihke_ jZ[hlu gZ"
g_ aZf _Iblv g_dhlhjuo klibebklbqg_kdbo beb f_Ih*"bq_kd

2.Wnn_dlu \u®_e _gby
Bf gZ i_j_ f gguo ibrmsb_Kky eZlbghmjkb \udmxeky x|

\hf g_ \u”_eyx!l ]1j_qg_kdb_ kbf\heu Z 1Zd"_ nhjfmeu ol
gbc ohly ijb bo gZibkZgbb bkihevamxlky kbf\het eZl
O [ LP ! \hay 62 < we _dljhgguo “hdmf_glZo dh]*Z
hfugguc | _dkl k g _\hafh ghklvx \u®_e _gby ”"ey \u”_e
gylv | _dkl gZ[jZgguc aZ]eZ\gufb [md\Zfb

3.<ujz\gb\Zgb_ b ijh[_eu

G_ijbf_gycl_"ey nhjfZlbjh\Zgby | _dklZ b \ujzZ\gb\Z
ijh[_e >ey \ujZ\gb\zZgby | _dklZz \ | _dklh\hf ijhp_kkhj_
dhfZg”u \ujzZ\gb\Zgby ih e_\hfm djzZx ih ijZ\hfm c
bihrbjbg_ djhf_ Ihlh izZjzf_Ij nhjfZlbjiN&kgrhy iZ[alxZe Z
kljhdbihfh™ | \zZf kha”~Zlv wnn_dlki@gbkgHtkImiu i_j\l
kljhdb ~he gu [ulv h~bgZdh\ufb \h \kzf ba~Zgblc ?k
kljhdb g_ bkihevam_ Iky ~ _eZl _evgh qglh[u ihkeghgyy
>ey kha”rZgby ihbkigZibkZgbb rZidb rZ[ehgZ aZy\e_gby
Z\IhjZ b ijh\_jyxgZ]hblmevguo ebklZo j_n_jZlh\ b dmjk
g_evay bkihevah\ZIlv ijh[_eu g_ _eZl_evgh bkihe
b\ujz\gb\Zgb_ ih ijZ\hfm djZx mklzZgh\bl_ \ujZ\gb\Zgl
b hlklmi ke _\Z [he__ iheh\bgu rbjbgu jZ[hg_c kjeZk
gZ[hjZ Microsoft Word wlh ijhba\h”blky i_j_ ly]l]b\Zgb_f furd!
d\z”~jZlghlh [_]I]mgdZ gZ ebg_cd_ beb mklZgh\dhc
Nhjfzl :[azp Hlkimi ke RZ"*m keh\Zfb g_ gm 'gh klZ\blv |
ijh[_ezZz |_f [he__ g_ gm gh klzZ\blv ijh[_eu \ keh\_ *
"_ggh]lh I _dklz wIlh fh _1 ih\ebylv gZ jZ[hIm fh"fey |
gby beb i_j g kzl gZklv keh\Z gZ “jm]Jmx kljhdm _
sZlvkykhNjhd_ijb baf_g _gbb _z rbjbgu >ey ihemqg_g
beb jZaj_ "~ _ggh]h rjbnlZ bkihevamcl_gZkljhcdb k\hc

K
y
Kkl



ez]dh]h ikboheh]bg_kdh]h \hkijbylby ij _"el@Z\ghgZihke
s _c ij_"eh _gb_ fh gh ihklZ\blv "\Z ijh[_eZ hJu\ggh
Zglebckdbo | _dklZo < gZ[hj_ kms_klI\mxl g_kdhev
hfugguc dhjhldbc madbc nbdkbjh\Zgghc rbjbgu g.
nbdkbjh\Zgghc rbjbgu g _jZajulguc madbc
G _jZajulguc ijh[_e >&WUO 6KLIW ijh[_e@ bkiheve

nZfbebb b bgbpbzZeh\ beb \ bf_gb fhgzijleZj ;] : Jhf

_"bgbp baf_j_gbc  d]

ithjy*dh\ jZajy~h\ \ [hevrbo gbkeZo

i _j_~ dhjhldbf Ibj_

\'gZbf_gh\Zgbyo i;jhAmdlh\

nmgdpbb b _ Zjjmf_glZz _keb Zjjmf_gl &; [_j_Iky

ihke agzdh\ <; 1t < S

Zijbnf _Ibg_kdbo agZdh\ yaxjZDgd gbb

ljh[_e g_ klZ\blky f_""m ij_"r_kl\mxsbf gbkehf b it
i _gbd ith kljhgguf bg”_dkhf i_j_~ ~“jh[ghc qZklZx qb
fb ijhp_qglZ A 1ljz*mkz f fbgml b Ikdbdmg’
pbZeh\ ijh[_e g_ klzZ\blky dZd b \ khdjZs_gbyo ©b |
klZz\blky 1Ih dhjhldbc g_jZajulguc ijh[_e fh gh igemqkt
jZajul\gh]h mf_gvrZy _1h jzZaf_j jZaf_j d_Jey jZazZ \
fhiml jZkiheZ]zZlvky |Zdbf h[jZahf qglh h[jZamx| \_jlbd
dhjb”hju ba ijh[_eh\ dhlhju_ azZljm~gyxl ql_gb_3® g_d
imklbfZzy "ebgZ dhjb”hjZ + g_ [he__ qgq_lujzo kljhd

4.3ZkklZgh\dZ agzZdh\ ij ibgZgby

©AZdju\Z»¥sAgZdb ij_ibgZgby b kbf\heu IhgdZx aZiy
sZy kdh[dZ b dZ\uqdb b 1| i "he gu [ulv jZkihem _gu
sbf keh\hf 1ihke_ agzZdZ ij _ibgZgby h[yaZl _evgh “he
ijh[_e O©HIdju\Z2Xdd\heu hldjulZxsZy kdh[dZ beb dz\L
gu gZ[bjzlvky ihke ijh[_eZ keblgh k ihke ~“mxsbf keh
| hdzazlvky \ kbIlmzZpbb dh]*Z ijb zZ\IhfZlbqg_kdhf
kljhdZ [m~_1 gZgbgZlvky kh agZdZ ij_ibgZgby & kdh
dh\ 1Zzd"_ ibrmlky keblgh gZijbf_j b msb_ ~jm] azZz "
kdh[dZ b azZiylZy b Ihevdh azl_f klz\blky ijh[_e Ih _
keh\hf > kylbggZy gZklv \ gbkeZo hI*_ey Iky aZiylh
Ibggmx qZklv Thevdh \ ijh]jZffZo b kbkihéxamX&igalZf
jbdZgkdb_ klzg~Zjlu Fghlhlhgb_ gZ[bjZz_Ilky h g@hf kk
Microsoft Word Z\lhfZlbqg_kdb azZf_gy | Ijb ih”?jy® b msb_ Il
fghlhlhgby ey h”"bgZdh\h]h hlh[jZ _gby \ jZaebqgguc
bbkdexqg _gby \ebygby 1j _dbg]Z jZkklhygby f_ "~m kb
ij_"~eh  _gb_ aZdexq_gh \ kdh[db |Ih azZ kdh[dZfl agZ
sb_ky wlh]h ij_~eh” _gby g_ klz\ylky _keb \ kdh[db
gZklv ij_~eh” _gby |Ih ihke_ azZdjulZxs_c¢c kdh[db fh"_



agZd ij_ibgZgby LhqgdZzZz g_ klzZ\blky \ h[hagZqg_gbyo k
\ mkeh\guo khdjZs _gguo h[hagZg _gbyo | e [ m o |
khdjZs_gby g_ kms_kI\m_I I|h lhgdZ \ khdjZs_igbb kIl
[h] LhgdZz klz\blky \ khdjZs_gbyo b I~ b I'i Lhqgd!
dhgp_ aZ]heh\dh\ b hlI* _ezgguo hl | _dklZ ih*aZ®ijeh\d
eh\dZo b kljhdZo IZ[ebp ih”ibkyo ih” jbknZd gZffflz fiko f
Ihfgbl_ qglh \ kljZgZo bkihevamxsbo dbjbeelbpm b
ehkv 1Zd qglh \ dZqg_kI\_ dZ\uq_d bkihewan x| ky \dic g
>$0W bx@BOW @A BelsOW b>g0OW @ \ Zgleb
yaud_ ijbgylu dAugdHSBEOW b >®0OW b@ >$0W (@
b>$0W @ \ g _f pdhf ijbgy®onsdZKiddiehb rljbo
"\hcghc rljbo h[hagZqZxsb_ fbgmlu b k_dmg”®um \ AF
xlky kh[kI\_ggh ~ey h[hagZq_gby fbgml b k_dmgb bel
kzZgbb ijh]jzff b we_dlfpfhgpgod \gllZo dh]*Z bkihevah\Z
dZ\uq_d g_"himklbfh kbglZdkbkhf beb g_\haZhhdphZzf o
g_gbc <eh  _ggu_ dZ\ugdb h[uggh \uihegyx|l \ Zevl |
©A 32 H[uqgh \ | _dklh\hf ijhp_kkhj_ \dexqg_g j_"yf Z\
xsbc azf _gylv dZ\uqdb gZ ijZ\bevgu_ G _[Wieasoh  a.
Word aZf gy | dZ\uqdb gZ m]J]hevgu_ lThevdh \ j "bZ jm
\bZImju \ j_"bfZo mdjZbgkdhc b [_ehjmkkdhc jwZkde.
klZ\eyxlky dZ\ugdb oZjZdl_jgu_ “ey Zgl]ebckdh]h yaut

5.> nbk g _jZajulguc » _nbk Ibj_ "ebggh_Ibj_fy

>ey hnhjfe _gby ~hdmf_glh\ \ | _dklZo bkihevagmxl| |
dB > nbk agZd fbgmk gZ deZ\bZImj_ ijbf_gy_Iky "e
keh\ -da Fb] - - bkihevam _ |ky [_a hdjm  _gby ij
_klv keblgh k gZklyfb bf jZza™ ey fufb G _jZajulguc
lzd °~ dzZd b h[ugguc gh lhevdh \'I| o kemqgZyo dh]”*.
g_ “he'gu i_j _ghkblvky ih hi* _evghklb gZ ghammkljh
f glZ hkh[_ggh \ g_kdhevdh dhehghd gZ ebkbggiyb b
keh\ b ijb \ujz\gb\Zgbb ih rbjbg_ fh _| \hagbdgmlv
kljhd2 |h _klv jZkklhygb_ f_ ""m keh\Zfb ijb \ujZigb\Zz
\hevgh \ _ebdh b kfhljblky g_m~h\e_I\hjbl _evgh >ey
jZkij_~ e _gby | _dklZ ih kljhd_ bkihevamxl|l hi_jZpbx i
kbf\heZ i_j ghkZ g_"himklbfh bkihevah\Zlv ~ nbk fk
bkihevam_ |ky agZd ©Ofy]dhkthag_lZghkZ>& W UNicrddofg mk @
Word dhlhjuc g_\b”bf \gmljihilkl[jjizdE Bky Ihevdh \ Ihf k
_keb keh\h i_j g k_gh b HggpZokhinikly \H[ugguc *_nb
\b”r_g \k_]*Zz ~Z _ _keb hg gZoh”blky \ k_j_"bg_ klj
klZ\blky \ ihke_~g_c¢ kljhd_ ijZ\hc dhehgdb bebiihke_
gkv \ h~gm dhehgdm LZd _ h[uqgh g_ klzZ\yl agZd i
b msbo kljhdZo

< gZibkzZgbb I_dklz 1zd _ ijbf_gyxlky 2stz dijhl@g_j
Ibj _ b ~ebggh_ Lbj_ dhjhldh_ ijbf_gy_|ky "ey hzZa”_



" _gbb hJuggh hdjm  _gh ijh[_eZfb nbdkbjh\ZgghZ rbj
\bevgh mklzgz\eb\Zlv h*"bgZdh\uc hlkImi hl Ibj_ud kel
GZ ijzZdlbd_ ijb gZ[hj_ I _ogbg_kdbo I[hkkihdo hKtdfHag
hfuggh i_j ™ Ibj_i_qgzZlzZxl g_jZaju\lguc ijh[_e nbbhjuc
jh\Zgghc *ebgu Z ihke_Ibj_ £ hJugguc ijh[_defkh|u
gZ "jm]mx kljhgdm _keb hgh g_ ihf_sZ |ky gZ | _dn
©ijZ\bevghkibgh \ _kv “hdmf_gl gZ[jZlv ke _"my wlhfm
azZf _gblv \k_ \oh ™ gby ©g _jZaju\lguc ijh[_e Ibjh ijh
dBgZ ©g_ jZajulguc ijh[_e Ibj_ g _jZajulguc ijh[_e?

Microsoft Word Z\lhfZlbq_ _kdb ij_h[jZam \l Ithjgmk kebnhg h
“zg ijh[_eZfb b ihke_ \\h~Z ihke_~mxs_]h keh\ZZgzZ Z
Imju |bjMickosoft Wword \\h*blky deZ\brZfb >&WUO fbgumk g
ghc pbnjh\hc dezZ\bZImj_ @ beb >$0W @

>ey jZa™_e _gby “bZiZahgh\ agZqg _gbc bkihevbhm Ik
f j baf_g_gb_ | _fi_jZImju + fK beb fZjrimIhDb _\
"bjh\d_  Windows DbjbeebpZ dhjhldh_ Ibj_ kebrdhd dhjt
gh_+ kebrdhf "ebggh_ hlghkbl _evgh rjbnlh\ ijibf gy
yo |Zf jZagbpzZ \ "ebg_ agZdh\zg ijBAurk kifuke \klZ
eylv “ebggh_ Ibj_ \f_klh dhjhldh]h ijb bkijZefahXzZgl

ribnlzZz f_g_ il <h fgh]bo kemqgZyo ijb hnhjfemgbb
f _glh\ fh™ | Julv "hklZlhggh bkihevah\Zgby dhjhldh]h
\ Microsoft Word ij _h[jZam _ |ky ba "\mo ih?jy® b msbo dbgml

guo ijh[_ezfb Z 1Zd _ khq_ lZgbyfb deZ\br >30W &W
| evghc pbnjh\hc deZ\bZImj_@ beb >$0W @

6. <bkygb_ kljhdb

<bkyqgb_kljhdb £ ihke_ _~gb_ kljhdb Z[aZpZ _Igeb k
dZ beb kljZzgbpZ <bkyg_c IZd _ gZaulZ _ Iky i_j\Zy Kkl
hklZevghc Z[aZp i_j_g_k_g gZ ke _"mxsmx kljZgbpm
kljhdb ihjlyl \g _rgbc \b” ~hnaofoftgNafd <klv hipby aZij s
gby \bkygbo kljhd Djhf_ Ih]h ihke_ "~gyy kljhdZ Z[aZ]|
jhg_ "\mo jZaf_jh\ \ukhlu rjbnlzZz b g_ f_gvr_ hlklmi
hfuggh = agZdh\

7.>hihegbl_evgu_aZf _qZgby b kh\ _lu

1.> g_"gu_ kmffu ijhibkvx \ nbgZgkh\uo "hdmb_glZ
gZlvky k aZ]lezZ\ghc [md\u >\_ lukyqgb ljbklZ jm[e_c
guf \ibku\zZgb_ | _dklZ h~”bg fbeebhg >\_ lukyqgbqgljbkl
guo | _dklZo wlh ijz\beh g_ ijbf_gy_Iky

2. Bkihevamcl_ [md\m ©z2 \_a”_ ]~_ hgZ "he gZ gZc
gZ[hj_ ~ _|lkdbo ba”"Zgbc bfzg nZfbebc ] _h]jZnbqg_Kkc
| dklzZz 1ij_"gZagZq_ggh]h *ey ql_gby bghkljZgpZfb *
ghr_gby \Zr | _dkl [m~_1 gblZlvky [he__ e _]dh bglh r



g_kdmx gZ]jmadm ijb gl_gbb [hevrbo |_dklh\ 1Ih\k _ f
|Z[ebpMICODE ihal\hey | dh”bjh\ZIv b hlh[jZz ZIv h*lgh\j_
eu jZaebgguo yaudh\ qlh [ueh g _~hklmigh gZ aZj_ |-
| _ogbdb dh]~Z g_khhlI\_Ikl\by IZ[ebp jZkdeZ~hd bkdZ
gb_ g _dhlhjuo kbf\heh\ gZpbhgZevguo ZenZ\blhbh ;mc
jZeZkv dZd ©_2@

3.Bkihevamcl_ihey ih~*klZgh\hd \ bf _gh\Zgbb b gmf
kmgdh\ b “"jm]bo we_f _glh\ WIh iha\hebl \Zf baA[_"Z
gby gmf_jZpbb ijb i_j_dhfihgh\d_ “hdmf_glzZ djibf_ Ih
jm_|I b mijhsZ | ijhp_kk kharZgby "hdmf_glZ

4. >ey gZibkZgby nhjfme bkihevamcl_klbev Z[aZpZ
[mehhlkImiZfp_glj_  kljZzgb\myz\gb\Zgb _f ih p_gljmim gZ
A | thabpbhgbjh\ZgZ nhjfmezZ b kijzZ\Z kljZgbpuZk \uj
\hfm djZx gZ g_]h [m”_| ihabpbhgbjh\Zg ghf_j nhjf
nhjfme m~h[gh bkihevaNatZ{pe indd f UDesign Science, Inc W Ihl
1Zd | g_ lhevdh h[_Kki_gb\Z | m~h[gmx \klZ\dm nhjfme
kdmx gmf_jZpbx b nhjfZlbjh\Zgb_ Mijhs __gg Nigro$oftf kb y
Word ih” gZa\lZgb f ©J ~Zdlhp>anjivhe®® obfbqg_kdbo n
m~ h[gh bkihevah\Zlv6j6"dO0khnbjfu 0ormaddn Systems, Inc.

5 1jb gZ[hj_ nhjfme \ j_~Zdlhj_ nhjfme gm gh bkih
Ijbk\Zb\Zy bo qZklyf nhjfmeu 1Ijb baf_g_gbb Ij_[h\Zgl
baf _gblv \k_ nhjfmeu “hdmf_glZ baf_gb\ ebrv klbeb
g_gb_ klbe_c iha\hey I ijb®_j b\ZIvky ijZ\bezZ dh]"*Z
eZlbgbp_c¢c gZ[bjzxlky dmjkb\hf Z hklZevgu_ h[ugguf

6. GZa\Zgby ]JeZ\ h[fuggh azZz*Zxlky aZ]eZ\gufb [md\Zf

7.>ey baf_g _gby nhjfZlbjh\Zgby [ehdZ Z[aZp_b k\y.
_f nhjfZlbjh\Zgby kljZgbpu gZijbf_j baf_g_gb_ d&hebq
ithevamcl_\klZ\dm jZajud&izjda™)Zeafu\o Gh\uc jZa"oe
GZ_dms_c kljzgbpZkklhygb_ hl rZidb ~h jZa”_eZ k dhe
ijbgbfzZ Iky jZ\guf f_"dhehghqgghfm

8.>ey mkdhj_gby jZ[hlu bkihevamcl_ ]hjwhbf_wdnZ\br
Ib\ghklv b lhqghklv jZ[hlu gZfgh]h \ur_

9. Bkihevamcl_ \hafh ghklb Z\MzaZhjgnmt Z\lhnhphfZl b
ith~"klZgh\dm

10. Fgh]lb_ fzZljbggu_ ijbgl_ju azZ]ljm ZxI [mfZ]lm hh" i
eh\dm | _f kzfuf k”\b]zZy |I_dkl kljZgbgt \Wbla fdhza | \
a\Zlv kbImzZpbx dh]*Z |I_dkl “hdmf_glZ hkh[_ggh ght
sZ _|ky gZ kljZzgbp_ >ey bkdexq_gby [Zdbo kbImEpbc
kimi b m\ _ebqgvl_gb gbc hlkimi kljZgbpu gZ h”~bgZzZdr
f ] gz kf \ iZzjzf_ljZo kljZgbpu



ljbeh™ _gb __
hiyaZl _evgh _

Dhfivxl_jgu_ k_IDb

Dhfivxl_jgZy k_Ilv h[jZam_Iky ijb nbabq_kdhf kh_"bg_
dhfivxl_jh\ >ey kha”zZgby dhfivxl_jguo k_Il_c g_hJoh
ZiiZjzZlgh_ h[_ki_gq_gb_ b ki_pbZevgh_ ijh]jzffghu_ h]
ijhljzffgu_ kj_"~klI\Z

Hkgh\ghc aZ”~Zq_c j_rZ _fhc ijb kha”rZgbb dhfivxl_jg
hf_ki_q _gb_ kh\f_klbfhklb h[hjm~h\Zgby ih we_dljbq_
0ZjzZdl _jbklbdzf b h[_ki_q_gb_ kh\f_klbfhklb bgnhjfZy
gby ijh]jzff b "Zgguo ih kbkl_f_ dh”bjh\Zgby b nhjfz
J r_gb_ wlhc aZz”*Zqgb hlghkblky d h[eZklb klZg”*Zjlba.
gZaul\Z _fhc fh™ _eb 26, HgZ kha"ZgZ gZ hkgh\_ | _o¢
F_""mgZjh~gh]h bgklbImlz klzg~Zjlh\ ,62

Khlezkgh fh*_eb ,62 26, Zjobl_dlmjm dhfivxl_jgudo k_|
jb\ZIv gZ jZaguo mjh\gyo h[s__ gbkeh mjh\g_chkic *h
mjh\_gv = ijbdeZ~*ghc kZfuc gb gbc £+ nbabqg_kdbc
>ey h[_ki_q_gby g_h[oh”bfhc kh\f_klbfhklb gZ dZ ~hf
mjh\g ¢ ~ _ckl\mxl| ki_pbZevgu_ klzZg”"Zjlu gZauhzZ_ fu
]ijZffu \uihegyxsb_ih™™ _j°dm ijhlhdheh\ [Zd _ gZau\Z



Jm” _gdh G _eeb ;hjbkh\gZz
dZg™ | _og gZmd "hp_gl

=1Zq_\Z GZlZevy GbdheZ \gZ
dZg” l_og gzZmd ~hp_gl

@b”g_gdh LZIvygZ <bdlhjh\gZz
dZg”™ | _og gZmd “hp_gl

Ebl\bgh\ <ezZ”bfbj GbdheZ _\bq
dZg™ | _og gZmd “hp_gl

?f _ebg :e_dkzZg”j :jdZ”~v_\bq
dZzg™ | _og gZmd "hp_gl

@h]Ze_\ :e_dk_c I _Iljh\bq
dZg™ | _og gZmd "hp_gl
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