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ѿ  ַ  ׃

 

ַ ѿҩⱳ ΐ̆ ̆ ₯ ⇔

Ȃ ᶏץ ᴆ └ └ץ ⅞̆ҹᴋⱵ№ ̆ ̆

ץ № № ’Ȃ 

ַ ꜛԍ ׆̆ ῏ ̆⌠ Ȃ 

ᶫԅ ᴋⱵ ῏ ᵣ ’ Ḃץ̆ ֲ ץ ῀ԅ ⅞

№ Ȃַ ᾛ №ץ̆ ҍ

֣῍ֲז Ȃ 

ַ ̆ ץ ╠ Ḃץ̆ ץ ᶫ

‗ Ȃ 
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ԋ  ַ ꜛ 

 

 

¶ Windows 2000, XP, Vista, Windows 7, Windows 8 Windows 10 

¶ Mac OS X 10  

¶ Linux (Debian, Ubuntu, Fedora) 

¶ 1 GB RAM 

¶  400 MB Ữ  

 

׆ https://www.edrawsoft.com/download-project.php Ҋ ַ ̆ ₯.exe

ᴆץ ᴆ . 

Ύ  

ᴆ ⱳ ̆ ῀ ֟ ̆ ₯˼ ˼ ᴆȂ

֟ ̆ ₯ľ ӯĿ Ȃ ᵬ Ҋ̔ 

1. ᶏ ҉ ꜚַ ᴆ̆ 

2. ₯ľ ꜛĿ̆ 

3. ľ ꜛĿ ₯ľ ΎĿ̆ 

4. ῀ ֟ ̆ 

5. ₯ľ Ŀץ Ȃ 

 

        

 

 

 

 

 

 

 

https://www.edrawsoft.com/download-orgchart.php
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ѿ ҉ᶏ ַ ᴆ̆↕ ҉ Ȃ 

̔ 30 ѿ Ȃ 

ᵬ Ҋ̔ 

1. ľ ꜛĿ Ҋ̆ ₯ľ ĿȂ 

2. ѿ ԅ ᵬ̆ ╠ ҉ ַ ᴆ ҹ ̆

ῒז ᶏ Ȃ 

 

 

ץ https://www.edrawsoft.cn/download-project.php Ҋ ׆ ַ

ᴆ̆Ӟ ᶏץ ᴆ ľ Ŀ Ȃ 

1. ̆ ₯ľ ꜛĿ̆ 

2. ľ ꜛĿ Ҋ ₯ľ Ŀ̆ 

3. ַ ᴆ ꜚ ᴆ Ȃ 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.edrawsoft.com/download-orgchart.php
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҈  ⱳ  

 

 

ַ ᴆ ⇔ ̆ ꜚ ᴆ ȂҊ

ԅַ ᴆ ꜚ ᾢ̆ ֓ Ḃ ᶏ ̆

ᴆ ̆ ΐ ̆ⱳ ᶷ Ȃ 

 

 

ΐ  

ΐ ̆ ץ ᶏ ΐȂ ַ ᴆ ӈ

ΐ ̆ ᶏץ / Ặ⇔ ̆ ᴆ̆Ḡ ̆ ₮ ᴆ

ⱳ Ȃ ץ ₯ ᶷ Ҋ ӈᴋᵥ ΐ ̆

ΐ ⱳ Ȃ 

 

ⱳ  

1.  

ľҺ Ŀ Ҭ̆ ץ ⱴȁ ῀ȁ− ȁ ȁ҉ Ҋ ȁ

ᴋⱵ; ȁ ῀ ᵣ Ȃ 
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2.  

ľ Ŀ ̆ ץ Ҍ ̆ Һ

̆ ᴋⱵȂ 

 

3.  

ַ ᴆᴪ └ᵬ ꜚ ѿ Ȃ ץ ľ Ŀ

⌠ ֓ ̆ ľ ᶏ ’Ŀȁľ ᴋⱵĿȁľ ᴋⱵĿȁľ ᴋ

Ⱶ Ŀȁľ Ŀȁľ Ŀ ľᴋⱵ№ Ŀ Ȃ҉ Ҍ Ȃ 

 

4. ꜛ  

ľ ꜛĿ ̆ ץ ⌠ ῏ ᶫץ ̆ ȁ ȁ ȁ

Ύ ȁ Ȃ 

 

ᶷ  

ᶷ ҈ҩ : ᴋⱵ ,    . 

1. ᴋⱵ  

ľᴋⱵḤ Ŀ №̆ ץ ᴋⱵ ᵣḤ ̆ᶛ ᴋⱵ ȁᴨᾢ ȁ

ȁ Ȃ 
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ľ№ Ŀ №Ҭ̆ ץ Ḥ № ᴋⱵȂ 

 

2.  

ľ Ḥ Ŀ №̆ ץ ╠ Ḥ ̆ ȁ

ȁ ȁ ȁῃ ▼ᵩ Ȃ 
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3.  

ᶷ ľ ĿҬ̆ ⇔ץ ᴋⱵӊ ῏ Ȃ ľ῏ Ŀ ҩᴋⱵ

‗ԍᾢ╠ᴋⱵ ĿȂᶛ ̆ ᴋⱵ 1 ̆ ꜚᴋⱵ 2Ȃ ’Ҋ̆ᴋ

Ⱶ 1 ᴋⱵ 2 ╠ ᴋⱵ̆ᴋⱵ 2 ᴋⱵ 1 ᴋⱵȂ 
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 ᶏ ַ ᴆ 

 

ѿҩ  

ң ҹѿҩ ⇔ ̔ 

1̔ ₯ľ ᴆĿ ҉ ̆ ₯ľ Ŀץ⇔ ѿҩ Ȃ 

2̔ ₯ ΐ Ҭ ľ Ŀ ץ   ꜚ Ȃ 

 

⇔ ̆ ᾢ ̂ ̃ ̆ᶛ ȁ ȁ ᵬ

ᵬ Ȃ 

1. ľ Ŀ Ҋ ₯ľ Ŀ ץ   Ȃ 

        

2. ҉ ӈץҊ Ȃ 

 ̧  

ľ Ŀ Ҋ Ȃ ӈ ҹ Ȃ 
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ᵰ ץ ľ Ŀ ӈ Ȃ 

      

 

 ̧ ꜚ  

ᴋⱵ ̆ ᶏץ ᴋⱵ ҉ № ᴋⱵ Ȃ ̆

ץ ꜚ № Ȃ Ҭԅľ ꜚ Ŀ ̆↕

ꜚ Ȃ 

 ̧  

Ҭ Ȃ 

₯ ҈ ꜚ ꜚ ץ Ȃ 
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 ̧ Һ/ ᵝ 

Һ/ ᵝ Ҋ Ҭ Һ ᵝ ᵝȂ ַ

ᴆ ӈ Һ ᵝ ̆ ᵝ Ȃ 

    

 

₯ ҈ ꜚ ꜚ ҹץ Һ ᵝ ᵝȂ 

     

    

 

 

 

 

 ̧ ᵬ  

ץ ҹ ᵬ ̆ Ҭ ף ᴡ Ȃ 

     

 ̧ ᵬ  /  

῀ ₯ ҉ Ҋ҈ ץ ᵬ Ȃ ᵬ

8:00̆ 16:00Ȃ 

     

 

ѿҩ ̆ ץ ₯ ᶷ ľ Ŀ ̆ ľ Ŀ Ҭ

῀ Ȃ 
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ԓ  ᴋⱵ ᵬ 

 

ᴋⱵ ѿҩ ᵝ̆ ף ᵬȂ ᴋⱵ ᴋⱵȁ

ᴋⱵ Ȃ 

ⱴᴋⱵ 

(Enter) 

  ⱴ ᴋⱵҍ ѿҩᴋⱵ ԍ ѿ ≢̆ ╠ᴋⱵ↓ Ȃ 

ץ   Ҋ҈ץ ⱴᴋⱵ̔ 

¶ ҉ Ҋ ľEnterĿ ̕ 

¶ ľ Ŀ Ҋ ₯ľ ⱴᴋⱵĿ   ̕ 

¶ ₯ ᶷᴋⱵ↓ ᴋᵥᵝ ̆ ľ ⱴᴋⱵĿȂ 

        

῀ᴋⱵ 

(Enter) 

῀ ᴋⱵҍ Ҭ ᴋⱵ ԍ ѿ ≢̆ ῒ҉ Ȃ ץ Ҋ҈ץ

῀ᴋⱵ̔ 

ץ₯ ¶ ҬѿҩᴋⱵ̆ ҉ Ҋ ľInsertĿ ̕ 

ץ₯ ¶ ҬѿҩᴋⱵ̆ ľ Ŀ Ҋ ₯ľ ῀ᴋⱵĿ ̕ 

ץ₯ ¶ ҬѿҩᴋⱵ̆ ₯ ᶷᴋⱵ↓ ᴋᵥᵝ ̆ ľ ⱴᴋ

ⱵĿȂ 

ᴋⱵ  

(Enter) 

ᴋⱵ ᶏ ᴋⱵ ѿ ԅ ̆ ᶏ ꜚ ᴋⱵȂ 

ץ Ҋңץ ᴋⱵ ̔ 
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¶ ₯ᴋⱵ↓ ҬᴋⱵ ᾝ ̆ ῀ ᴋⱵ ̆  ľEnterĿ 

̕ 

        

¶ ᶷ ľᴋⱵĿ - ľḤ Ŀ №̆ľ Ŀ ῀ ᴋⱵ ̆  ľEnterĿ

Ȃ 

        

ᴋⱵ  /  

ץ Ҋ҈ץ ѿҩᴋⱵ ̔ 

ץ ¶ ľ Ŀ ľ Ŀ↓Ҭ ᴋⱵ Ȃ ₯

ᾝ ץ ῀ ҉ ̕ 

        

ץ₯ ¶ Ҭ ᴋⱵ̆ ᶷ ľᴋⱵḤ Ŀ № ľ Ŀ ľ Ŀ

ῤ ῀ ҉ Ȃ 
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¶ ᶷ ҉̆ ꜚᴋⱵ ץ  ̆ ꜚᴋ

Ⱶ ץ ῒ ҉ ᵝ Ȃ 

    

҉ ᵝ 

Ҋ̆ ҉ ₯    ᵝȂ 

 

ᴋⱵ  

ң ץ ᴋⱵ ̔ 

¶ ᴋⱵ↓ № ľ Ŀ↓Ҭ ᴋⱵ Ȃ ῀ᴋⱵ

№ ᶏ ҉ Ҋ҈ ⁞ № Ȃ 

        

¶ №̆ ᾣ ᴋⱵ ҉̆ ᵟ

ꜚ̆ ⌠ ₮ Ȃ ᴋⱵ Ȃ 

 

̔ 

ľ Ŀ Ҋ ľ Ŀ ԅľ ꜚ Ŀ̆ᴋⱵ

ᴪ ꜚ Ȃ 
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ᴋⱵ 

(Insert/Ctrl+Enter) 

ץ Ҋ҈ץ ѿҩᴋⱵ̔ 

¶ Ҭ ᴋⱵᴋⱵ̆ ҉  ľDeleteĿ Ȃ 

¶ Ҭ ᴋⱵᴋⱵ̆ ₯ľҺ Ŀ ҉ ľ ᴋⱵĿ  Ȃ 

¶ Ҭ ᴋⱵᴋⱵ̆ ₯ ᶷᴋⱵ↓ Ҭ ᴋᵥᵝ ̆

҉Ҋ Ҭ ľ ᴋⱵĿȂ 

̔ 

ҬᴋⱵ ’Ҋ ҉ ᴋѿ ᵬ̆↕ᴋⱵ↓ ᴋⱵ − Ȃ 

 / ᴋⱵ 

ַ ᴆ ץ ҩᴋⱵ№ Ҍ Ȃľ ᴋⱵĿ   ᶏѿҩ

ᴋⱵ ҹ׆ ᴋⱵ̂ ᴋⱵ̃̆׆ ᶏ ᴋⱵ ῀ΐ ׆ ᴋⱵ Ȃ ľ ᴋⱵĿ

ᴋⱵ ҹ҉ ᴋⱵ ᴋⱵȂ ₮ᴋⱵ ᴋⱵ ҹ ᴋⱵȂ 

ᴋⱵ 

(Tab; Ctrl + Right Arrow) 

ץ ҈ ѿҩᴋⱵ̔ 

¶ Ҭ ᴋⱵ̆ ҉  Ҋ ľTabĿ  ľCtrl + Ŀ̕ 

¶ Ҭ ᴋⱵ̆ ľ Ŀ ҉ ₯ľ ᴋⱵĿ  ̕ 

¶ Ҭ ᴋⱵ̆ ₯ ľ ᴋⱵĿȂ 

ᴋⱵ 

(Shift + Tab; Ctrl + Left Arrow) 

ץ ҈ ѿҩᴋⱵ̔ 

 

¶  Ҭ ᴋⱵ̆ ҉  Ҋ ľShift + TabĿ  ľCtrl + Ŀ̕ 

¶  Ҭ ᴋⱵ̆ ľ Ŀ ҉ ₯ľ ᴋⱵĿ  ̕ 

¶  Ҭ ᴋⱵ̆ ₯ ľ ᴋⱵĿȂ 

̔ 

ᴋⱵҌ Ȃ ᴋⱵ ̆ľ ᴋⱵĿ ҹ ғ Ȃ 
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҉  / Ҋ ᴋⱵ 

ᴋⱵ↓ ҬᴋⱵ ̆ ₯ľ Ŀ ҉ ľ҉ Ŀ   ľҊ

Ŀ  Ȃ 

 &  

ѿҩᴋⱵ ѿҩ ҩᴋⱵ ӊ╠ ӊ ̆ ᴋⱵӊ ⱴ

Ȃ ᶛ ᴋ̆Ⱶ 1 ᴋⱵ 2 ӊ╠ Ȃ ’Ҋ ᴋ̆Ⱶ 1 ҹľ╠ ᴋⱵĿ̆

ҹ ᴋⱵӊ╠ ̕ ᴋⱵ 2 ҹľ ᴋⱵĿ̆ ҹ ᴋ

Ⱶӊ Ȃ 

ץ Ҋңץ ᴋⱵӊ ̔ 

1. ᶏ  

ᶏ №̆ ץ₯ ҬѿҩᴋⱵ ̂╠ ᴋⱵ̃̆ ᵟ ῒ

ꜚ⌠ ѿҩᴋⱵ ̂ ᴋⱵ̃̆₮ ѿҩᴋⱵ ѿҩᴋⱵ ̆ ⇔

ⱳȂ 

                   

2. ᶏ ľ Ŀ Ҋ ľ Ŀ  

1. ңҩ ҩᴋⱵ̆ 

2. ₯ľ Ŀ Ҋ ľ Ŀ ⇔ץ  Ȃ 

3. ᴋⱵӊ ᶭ ῏ ̆ ₯ľ Ŀ ҉ ľ Ŀ  Ȃ 

ᴋⱵ ΐ ╠ ᴋⱵ ᴋⱵ̆  ̔ץ

1. ᶷ ̆ ץ  ₯ ľ Ŀ ̆ 
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2. ľ╠ ᴋⱵĿ ľ ᴋⱵĿ ӊ ℗ ץ̆ ȁ ⱴ − ᴋⱵ῏ Ȃ 

̔ 

¶ ᴋⱵ ꜚ ῒ ҉ ᵝ ̕ 

¶ ᴋᵥᴋⱵ ץ ѿҩ ҩ ᴋⱵ ╠ ᴋⱵȂ ᴋ̆ᵥᴋⱵ ץ ѿҩ

ҩ╠ ᴋⱵᴋⱵ ᴋⱵȂ 

 

Ҭ̆ ҬҺ Ԋᴆ Ȃ ҹԅ ⱳ

≠ ῏ ̆ ᵬҺ Ȃ Ҭ Ȃ 

ץ Ҋңץ ѿҩᴋⱵ ̔ 

ץ₯ .1 Ҭ ᴋⱵ̆ 

Ҋᴋѿץ .2 ᵬ̔ 

¶ ₯ľ Ŀ Ҋ ľ Ŀ  ̕ 

¶ ᶷ ̆ ľᴋⱵḤ Ŀ Ҋ ľ Ŀ Ȃ 

     

̔ 

ᴋⱵ ҹ ̆ ץ ⌠ ᴋⱵ Ҭ ҉ ҹ

Ȃ 
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ᴋⱵ ῀  

(Ctrl + K) 

ᵬҹ ᴆ̆ ȁῒז ᴆȁ ╠ ᴆ ץ ᴆ Ȃᶏ

ץ ᾧ ῀ └Ḥ Ӱ̆ Ḡ ₯

ᴆ Ȃ 

Ҋץ ̔ 

1. ╠ ᴆҬ ѿҩᴋⱵ̕ 

2. ᴆ ̕ 

3. ԑ ̕ 

4. ᴆ Ȃ 

῀  - ᴋⱵ 

1. Ҭ ῀ ᴋⱵ̆ 

2. ľ Ŀ Ҋ̆ ₯ľ ῀ Ŀ ̆ ₯ Ҭ ᴋⱵ̆

₮ ľ ῀ Ŀ̆ 

    

3. ╠ ᴆ̆ 
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4. ľᴋⱵĿ Ҋ ѿҩᴋⱵ ₯ľ ĿȂ 

5. ѿҩᴋⱵ ῀ ҩ ╠ ᴋⱵ ̆ ₯ľ Ŀ ̆Ῥ

҉ Ȃ 

̔ 

ᴋⱵҬ ⱴԅ ̆↕ᴪ ꜚ ľ Ŀ↓Ȃ ₯ľ Ŀ↓

ᾝ ̆↕ᴪ₮ Ȃ   

 

῀ ĺĺ  

1. ľ Ŀ ᴆ ľ Ŀ̆ 

2. ľ Ŀ Ҭ̆ ῀ ȁFTP ᴆ ̆ 

3. ľ Ŀ Ҭ̆ ῀ ̆ ҉̆ ₯˼ ˼ 

4. ѿҩᴋⱵ ῀ ҩ ̆ ₯ľ Ŀ ̆Ῥ ҉ Ȃ 

῀ ĺĺ ᴆ  

1. ľ Ŀ ᴆ ľ ᴆ Ŀ̆ 

2. ₯ľ Ŀ ⌠ ῀ ᴆ ̆ 

3. ľ Ŀ Ҭ̆ ῀ ᴆ ̆ ҉̆

₯ľ Ŀ̆ 

4. ѿҩᴋⱵ ῀ ҩ ᴆ ̆ ₯ľ Ŀ ̆Ῥ ҉

Ȃ 
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ḱ −  

1. ḱ ̔ ₯ᴋⱵ ľ Ŀ ̆ ₮ ľ Ŀ ḱ ῏Ḥ ̆

₯ľ ĿȂ 

2. − ̔ ₯Һ ҉ ľ Ŀ ̆ ₮ ľ Ŀ Ҭ

− ̆ ₯ľ− Ŀ ̆ ₯ľ ĿȂ 
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Έ   

 

ᴋⱵ ↓ҽ₮ ӊ ̆ ᴋⱵȂ ץ ֲ ȁ ȁ ȁ

ᴋⱵ ᴋᵥқ Ȃ 

 

(Ctrl + R) 

ַ ᴆҬ̆ ҈ҩ῀ ץ ̆ ץ ῒҬ

Ȃ 

¶ ₯ľ Ŀ Ҋ ľ Ŀ  ̕ 

¶ ₯ ᴋ ᵝ ̆ ᶷ ľᴋⱵĿ ̆ ľ№ Ŀ ₯ľ

Ŀ̕ 

    

¶ ľ Ŀ Ҭ̆ ľ Ŀ↓Ҭ ᾝ ̆ ₯ ҈  ̆

₮ ľ Ŀ ̆ ₯ Ȃ 
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ⱴ  

ץ ľ Ŀ Ҭ Ȃ  

̔ 

ץ ꜚ ҩ ҩ Ȃ 

 

ⱴ ̆  ̔ץ

¶ ₯ľ ⱴ Ŀ̕ 

¶ ҉ Ҋ έEnterέ Ȃ 

ⱴ ̆ ľ Ŀ Ҭ ӈ ҊḤץ Ȃ 
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ᵝ 

ַ ᴆ ᵝ USD ᾝȂ ӈ ᵝ ̆ ץ ₯

҈ ץ ӈ ᵝȂ 

     

 

ַ ᴆ ץ ԓ ̆ ԓ ҹң№ץ  - 

Ȃ 
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̔ 

ץ ᴋⱵ ֲ Ȃ ̂ ᵬ ̃ ᴋⱵȂ 

̔ 

ᶏ ̆ҍᶏ ῏Ȃ ̔ 

¶ : Ҭ ᴋⱵ ᶏ ᶫ ῒז ̆ᶛ ̆ ԍ ᴰ

Ȃ 

¶ : ҍᴋⱵ ᵬ ῏ ̆ᶛ ̆ Ȃ 

¶ : ԍ ᴋⱵ ̆ᶛ Ȃ 

¶ Ὲ : Ὲ ῒז ᵬҹѿҩ ᵣ ᴋⱵȂ 

 

      

 

ץ ῀ ᶏ ⱴ ḂȂ 

 ᶛ 

 - ҩֲ ȁ  

 - ҙ ҙ ȁ ȁ  

 -  ȁ  

 

ᵝ 

ѿ ԍ Ҭ ᴋⱵ ↕̆ Ҭ

ᵝȂ ѿ ԍ ѿ ᴋⱵ ᵬ№ ҉ Ȃ ѿ

Ғ ԍ ᴋⱵ̆↕ ῀ ᵬ№ ᵝ̂ ľ

ᵝĿ̃Ȃ 
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№ ῒ ᵬ ᴋⱵ̆ Ӈ № ̆ ғַ

ᴆ ľ Ŀ Ҭץ Ȃ 

 

ᵝҹ 100˿ ⱬ ғ ↕̆ ץ ῀ ᵝ

ז ⱬȂ 200˿ ᵝ ѿ ᵬ ῤ ṐᴋⱵ Ȃ 

’Ҋ̆ľ ᵝĿ ҹ 100Ȃ 

 

ҹץ ‰ ᶏ Ȃ ԍ ̆ ץ ⱴ

Ȃ 

     

¶ ‰ : ⱴ ט Ȃ ᵝ ̆ᶛ ȁ

ȁ Ȃ 

¶ ᶏ : ᶏ ֟ Ȃ ᵝ№ ᴋⱵ ̆

ⱴ ̆ ғҌᴪ ᶏ Ȃ 

¶ ⱴ : ⱴ ט  

ַ ᴋⱵҬ№ ⱴ Ȃ 

№  

№ ̆ ץ № ᴋⱵ Ḥ ̆ ȁ ᵝ Ȃ 

῀ ̆ Ҋ ҬȂ 
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ⱴ  

ץ Ҭ ⱴ ῏ԍ ҩ Ḥ Ȃ 

№ ⌠ᴋⱵ 

ᴋⱵ↓ ̆ № ᴋⱵץ ᴋⱵȂ ַ ᴆ

ᴋⱵ ȁ ᴋⱵ Ḥ Ȃ 

ң ץ № ⌠ᴋⱵȂ 

ᴋⱵ ѿ№ ̔ 

1. ľ Ŀ↓̆ 

ץ₯ .2 Ҭ ᴋⱵľ Ŀ↓Ҋ ᾝ ̆ ₯ ᾝ ҈ ץ

№ ⌠ᴋⱵҬ ̆ 

3. Ҋ ↓ ̆ № ⌠ Ҭֲ Ȃ 

 

ᴋⱵѿ № ҩ ̔ 

ץ₯ .1 ҬᴋⱵ̆ 

2. ᶷ ̆ ľ№ Ŀ ̆ 

3. ₯ ץ Ҭ № ᴋⱵȂ 
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Note: 

№ץ ҩ ҩᴋⱵ̆Ӟ ץ ѿҩ № ҩᴋⱵȂ 

 

 

 

 

 

 

 

 

 

 

 

 

 




































