BINTHEDERBFEEE

RAERVEHESE

Sf4FE4H6H

o T



L B T B e 2
(1) B AR R OV R oot 2
(2) R T T DI oo 2
(3)  BINEERJE M O RAR E T AGETEZE oo 2
(4) B RN T D B I oot 2
2. BRI D B B B e e, 6
(1) AL P ettt ettt 6
(2) T e 6
(3) U I LT B D I I oot 6
(4) T ZE DD VE RS oottt ettt e e e ee e ee e 7
(5)  HWREEANOE REEICET 2R EEORETE o 10
(B) B ITTE oottt 11

BRI e IR



1. REEE-K
AREICET SRINEEIT, UToLBY LT 5,
(1) SMAEAERVERE

T4V

Btk

HRAE S & EH B FAR o il
AT -1 |- REEICHET 2EME Excel | A4 — —
BT -2 |8 REAICET 2 EME Excel | A4 — —
BT -3 |[ERIRIEESINHAE Word | A4 | 14 | 13
BT -4 | BRI EGC 0T 2 EME Excel | A4 — —
(2) E—REBEICHT IREESR

B RIS T x| B
BRALII-1 | /K Word | A4 1 ¥

AN -2 | AFSIMEH KOS INE KRR EE Word | A4 1 &

A -3 | 5 —REEEEMGEE Word | A4 —

BRI -4 | KESINE KO )4 ERE R R Word | A4 —
A5 | BRI (REEAeEZE) Word | A4 | 14k

A -6 | EfE Word | A4 —

BERC -7 gﬁfg%fi%%%ﬁ DHDBMEREMIZET D | yora | aa — | 24
B | KA ERBET O ROBMARENFCHTSM| oy | ag | — | 19
B0 | RETS17 5 BOBMEEIECHT 58 | Vord | M | — | 14
Bt TI-10 %g%fi%%%ﬁ DHDLIMEREMITET D | g | aa .
BERCT-11 Eﬁi@%%i‘%%‘fﬁ DHEDBIMERMEMIZET D | yora | aa .
BERTT-12 %}%i%ﬁ%i’%%ﬁ SEOBIMEREMFTET S| yorg | | —

PRI -13 | S EGEEAT O EOSMEREMICET 2EF | Word | A —
HAI-14 | ZHER CGIERS) Word | A4 —

A -15 | i N s Word | A4 —
(A8 | S — — —
[RArEHE] | ERROFTADE L — — — | EA
(A | R EEA (BUE S EARENE) — — — ié :
[AAE4E] | BEREDT — — — ?%%
[AATEHE] | EEABL, IHEB KX O TE 2 B OB RE R & — — —




774

3

HRE S e ESE Bk AR i g
[ASAPEFE] | WIRGEERAE ()AL OIS 2 2 &) — — —
[frEE] | GHEEE — — —

(3) M EERUERTELERRERESE
e T 774N S e g —

*%K%ﬁ %EIEH%QEE ﬂ:git 'H'/fx %UEE nlgiﬁ
EII-1 | AZER )R Word A 18| —
KA -2 | A kA 3 248 o0 7K AR Word A 1 ¥ | —
B RI-3 | W 04 248 WK GG R Word | A4 ¥ | —

(4) EZRBEICHT H1ZEESE
1) FEIRBEEHRLEESE
S =} =) ) T4V s *ﬁ;ﬁ Sk

*%K%ﬁ *Et'j%éﬁ ﬂ'ﬁfﬁ *)'/(X %UBE HB%I
FEIV-1-1 | FH% Word A 1 #
BERIV-1-2 | 45—yt B R Word | A4 | 14 {tjfj
BEAIV-1-3 | 5 KR BEiERE Word | a1 | — | -
BV 14 | SROEICEIT 5 e i Word | M| 1K | [ 4
KEXIV-1-5 | TR mMERE Y 2 b Excel | A3 —

2) MHRIREESE

— o ; 774N s il -

BerC B B T x| B

HIV-2-1 | ikt Word | A4 1f | EA

16
BERIV-2-2 | kIR ENRE Excel | A4 1 ¥ E‘L
RAIV-2-3 | ZER (FREEA) Word | A4 | 1#c | L¥




3) FEXE2RICHTIREE

B 5 R A x| B |
BIV-3-1 | &#4K Word | A4 | 1H# | Fa
BRIV-3-2 | FERROTHA T EHI T 2 R E Word | A4 | 64 | 1HP
BERIV-3-3 | SiE M B OB e T 2 R & Word | M | 64 | aik
BRIV-3-4 | fEEEICET iR E Word | A4 | 24k | 16D

4) BEENXHECET HERE

B 5 e T e | B e
FERIV-4-1 | £ Word | A4 1 ¥
BRAIV-4-2 | HERFE BRE S SPC O FZEIN S G Excel | A3 —
BERIV-1-3 | kMR PER Excel | A3 | 1Mk ﬁg
BRRIV-4-4 | %Ml A (GERXHEIHER) NRE Excel | A4 — .
BERIV-4-5 | XMl B (MR BLER) A Excel | A3 | — %g
BRIV-4-6 | kMl C GEEER) NRE Excel | A3 —
FRRIV-4-7 | GEEER MNTEE) o R HICEE Excel | A3 —

5) MREBEHLEHICHETIRES

BAES P 2 x| B
BEIV-5-1 FHK Word A4 1 ¥
KEXIV-5-2 EDO—RHEIZBT B iREE Word | A4 4 #
kEXIV-5-3 MERXFT I BT D R Word A3 6 1%
FEIV-5-4 REAM~OREICE T 2R EE Word | A4 4 K
BERIV-5-5 | BB~ORUEICET 2R S Word | A | 24 ?ﬁ
#RAIV-5-6 | BB ORAE~OBLEIZBE S D IERE Word | A4 | 2#C | -
BRIV 57 | RO 5REE Word | M | 4k | BE
BAIV-5-8 | FIEEOB T 2R E Word | A4 | 4%k
KEXIV-5-9 i TEFENZ B D e Word | A3 2 K
FRIV-5-10 | LHEEHEHEIZBIT D REH Word | A4 2 K
BRARIV-5-11 | fT3fdin U 2 b Excel | A3 —




6) FFRERFEHICEHT IREE

. - 774N S e O p—
B 5 HH A o | mr | R |
BERIV-6-1 | £k Word | A4 LK | EA
1 Eh
BEAIV-6-2 | BUEIRENCEE 4 2R E Word A 4 ¥ -7';
EIJ
BEIV 63 | PR 3B % IRl Word | A4 | 24 | 15 £
7) #HEBEEEERICEATIREE
S =} =) ) T74W s *ﬁ;ﬁ Sk
*%K%ﬁ *Et'j%iﬁ ﬂ'ﬁfﬁ *)'/(X %UBE HB%I
BRIV-7-1 | £ Word A 18 | IEAR
1 Eh
BAIV-7-2 | s oREYAIFICET pREE Word | A4 | 24 .
BIlA
BEAIV-7-3 | MEFF o St B 5 R s Word | A4 | 4KC | 15 81
8) EEERICHITIREERE
B et 2 T x| B
BEIV-8-1 | F#k Word A 1 ¥ A
BERIV-8-2 BRI T o1k Word | M | 64k | L
BERIV-8-3 | HikE Bk IC R 2R R E Word | A4 | 2H | gk
BRIV-8—4 | 2B EIC T s RS Word | A4 | A#g | 156
9) IREFHICEHIT IREE
B A T x| B
FEIV-9-1 2%%& Word A 1K
B IV-9-3 WL?J% LB PERE DRI T H IR R E Word A | 4 ok
HRIV-9-4 | A HDMIFTOFEEGEICETLHIREE Word | A4 | 4#4% | 1%
FRAIV-9-5 | kb 2 KAk O F IS HIREE Word | A4 | 44 EIJ. "
B IV-0-6 %%ﬁﬂr?ﬁ?ﬁtgmﬁ(ﬁ%iﬁﬁ@ﬁ@%ﬁﬁ@#&% Excol | A3 4 He 15 &%
HIV-9-8 | IE bW oRIHICET 2iREE Word | A4 | 4H




10) BERXICEHI SFE

B i HiiE T x| B
FREIV-10-1 | AR Word | A4 | 14 | IEA
FRAIV-10-2 | A EFEICHT 2REHE Word | A4 | — ii
FRIV-10-3 | B EFHEOF LN G HHE Excel | A3 — 1EESJ i

1) RE¥F
&5 | wg I 44 T x| BT
— — | RA PDF A3 | 1H

X1 1-1 S PDF A3 | 1H

X1 1-2 Hi |[EEX PDF A3 | 1H

B 1-3 | BEZE | PDF A3 | JEE

X 1-4 B PDF A3 | EE

[ 2-1 ZE PDF A3 | EE

[ fi 2-2 Sl PDF A3 | HEEH

%] i 2-3 QE B T [ PDF A3 | JEE

BT 2-4 W i (4] PDF A3 | HE

] i 2-5 AR - B AW T PDF A3 | JEE

i 3-1 AR hvi AR PDF A3 | EE IlE;’E

X1 3-2 WBLZ X PDF A3 | EE | -

[ i 3-3 i AR PDF | A3 | WH F 5” éfg

X1 3-4 P& X PDF A3 | HEEH

] #i 3-5 s B T [ PDF A3 | JEE

X 3-6 éﬁz A PDF | A3 |

[ fi 3-7 Wr it [ PDF A3 | HEEH

[ 3-8 k& PDF A3 | HEEH

[ fi 3-9 KFEP - mifEE PDF A3 | EE

X i 3-10 ML - A T PDF A3 | JEE
X 3-11 AR - B AW T PDF A3 | JEE
X 4 e T | T E ] PDF A3 | JEE
B4 ifi 5 — | Z OB X PDF A3 | HEEH




2.

(1)

ERLDBER

RHAR

- AL, ARRREEZSBICKBERT D Z L,

- BERERICBWT, BEALE L SN TVWDHIEIZOWTIE, L9 Rdids &,

- BRERIZBWT, —EOFRAZMNE LT HEITIL, FREEERICIT 2 &,

-« G SCETHIM o BIRR, fiRICEER TS Z &,

- ERE. WSEREIX. HPIHGEE. —MAEA AV CHIHOERTICER Z R T 5 Z L,

c BFA—NAT RL R, #EHEFEORA—ILT FLARKR—LX—T R (http://

~) EEHE L RnwS &,

© BT B T BB DEEA—DICED LT, ARICEZZRKDLZ &, ) 2

/3

© BHEHICB W TRRHAAEDOEAEEZ XY | OB 2GRN BE3 2 S R

SNTWDH LY, ZEBLERLGAEITIE, YU X—VUBFEZRATL L,

B OWREEERAERT DICH0 . [HELEREIENE] K ORRRUZ G S 7 3
H R OGHIL S 2B E 2, BEEE o EB 21T 28, £, MEIIBEITTH2AR
DHEFEH L, BHREMITE ORBII TRV &,

REHEOHNT, AEEREREHONKRENEMENT L2 &, 2k, BRI -6LOERD
REEZ, SJUEFEEZRETHEHIMNATRA - T2 L 2HLET L8561, AT
4R ORI -15IC L EFHAFTTA L THHRIL, 2T 52 &,
FHEHEHEOERIX, HIRT D2 L,

(2) EXF

© FRHERICHW S SREE A AR, BEEAITM, FEZIE A APEER, BALIISTHAAL &

THZ L,

- BTSRRI, RRe a0, SHERKEZHER L, BIHEEDOH 2 HE 2RE . At

REZEBASSEL L, BiESFmETLH L,

© AEITHIRD B 25613, HIIRBEKLINTIER T 5 2 &,
© MRFETEEMSEM L TRV, BUE SHhZHlIRBEICEZ 0 5 Z &,
- HE A OCHERFETHOW 2 X FERE, FIRHEHETHEMT 2 F0RE S, JFAN0R

A MUEETDZE,

(3) AIERICETHBER

AT ERICBET 2/ ERIT, UToLBY THD,

IS HERE
- HERRARSE T LRI D (RHMEND» ST Ly bR
eV HLTHXW)
- BOAEZEIFET D

7



I EIH

= KA
B R

ERLEREFHIT A OF |- FHATE7Z3H0E LI, ZnbIiZETHH005 L
L CHEREEZ L ITERFTObDERNT S
e R Eaki N - EHOEHBIZBWTRITELD 3 HUNDH D

(BAEFIHATREE)

MR T LIRS
- BAHEEITRET D

P RIERA 5

CEAEIFE L GFHOBHBIZBWTREITH LY 30A L

NDOH D)

- MR T LIRSS

BB, THE & Oy
THEBLOMBLREN &

S EHORHEBICBWTRITEHLD 3 TAURNDOL D
- EBLBANERITRAIBRE 9 5EX (Zo3»3)
BRI ET S

WBLRERE ()T RLD
N2 L)

CEHORHBICBWTRITEH LD SHAURNDO LD
- RIS D & DR O T 5,

- AERRARZE T & OBERIRE L OB B R BAHE

ZEDIT 3 Ay D

- OEE R O BE R IR N OB AR B E 2 1L 3 W15y (s ik

BOXMNGREOR) fEHT5

(4) HEFDER

BT A2 MHEGSEONREIL, LT LB TH 5D,

1) &K
el BIES (X A 44 PR BE R
— — | R —
2) EEHEZE
el PO [ ifi 44 PR HERE
. Hi 4 S ST 3 s 3 B
ﬁ 1-1 /j;}‘f$ ,%HE& %%f{ﬁmm&ﬁaﬁﬁ %éﬁf X ZL%HE&%VEEAZ?
C B ARRIC B T D B MR OB E R E A R 2 &
X 1-2 | 2 |EEX - BOH A E B S N A B D B F T Ut N1
EDNERBREHLNCTT D2 &
W _ V= ° %B/@%@%"@ﬁ%g%%ﬁ: Lk
B 1-4 | e |l C BRIEOFTEME LB H 2T b
3) SEERE
el BIES (X 1A 44 PR BE R
AHERER OB (7 A L-UL) BBk 5 2 &
B 2-1 | AME BRI KEBRIEY;, Ko T T4 A=V 0Nbnb 5,
A ERkd 52 &




ES

EYTEA

N A
BB R

X[ 17 2~

2

[X| 17 2~

3

[X| 17 2~

4

X 2-

5

-1 X

T AR AT T AT N R
- DS

SMETAEM O, BliE, B (F2EHE,
ﬁ?&?@\ﬁ%(ﬁﬁxﬁﬁ@%)%®ﬁﬁ%
N I

o BREES (fRE, KBUH, TiRE, HERH,
ByfEds, BV H) |, @, 22 =7 4\ RfE
T
HAaE
=
A X NRY
ol Hi
Ky 7Z
/5 $5¢ B e it 5
FRZK B B it
15 K AVER fie 5t

(At T 20)

- PR OB E A R L
- BEEEHL L OBERRSS T = v A DEE B A T L
- O, RERSOME TEWE T L

OIS TR

g={lt

- BN O BEIRET I, 36 & OBEEER % 12 171> 9 Bk ET

AR &

CEFERIEE, A N B R RERFOBIRG T 2 5

ZAN N R

- FIRER] (i EEERGA A, BV EEERIG A

. HEESLEGRINE BOEAAAMAHE, 23 2
=7 A ANAFIAE, CimEA A, BEREAAE
e, BAEmANE, —EA%) OEfRE R
g

W T [

- B ORI ORI TE 2 & 91, A,

WG M o4 a1 Wi Ll E oW X &2 BT 5
ek
CAREREY X — L OB S L CE T
WX 2 Ek+ 52 L (BiEEHFNRD LN T
%)

A AL -
G

B4

- BAMIERT Dk (RIRHEKERRSE) | ki i (Fs
AKEi, 1GKPEREAR ) . B (52 B,
PRI el Makaxfnss) OFHmEigiEE &5
AR L

4)

RETHE

e

RIE S

I i 4

Yk

(X 3

1

EDBR

(X 3

<27/

2

[X| 7 3~

3

SHBLEEIX

EOROMEERIX (7 A L) Z2ERT 5 2
&
EDFROIEHE RO FTT A5 & O AT, FMBLA A
— VNN BRI EERT D L

RENZIE T, BT S B 1E O BROSBLO Ky
BERHAT LD OFERHEERT L &

NELELX

EOROWNBLEGX (7 A L~L) ZERT 5 2

L

Wl iR . EXEHEE, BOLERE e, = b
FURAR—=IVDERNBOA A —08NbnbE
K AEERRT 5 Z &

fi A2

CEOFEM ORI 2R &

9




Rea x5 X i 44 FR = BB R
S _ A 5 ° L@ER@#@@%K%I}ZE%%#: L
X 34 EROTEN | e ek - E e R D b
- JEHOBREYNI~OENRG B 23 2 &
- EERIRE, A XN B RF O BRG] SRERAE
REOEIRETE Z B ST 5 Z &
X[ 3-5 R 1 [X] - FIHER] (—FIHE, @EE, FEEE, FEn
&) B OB ((Bokiat) Bk, Rl
A, REHFFIHE, FrPEmEYE,. HHMEY
., P—v %) o#E#HEHLNITHIE
CEOFREOSNEK (4L E) 2T b
X| i 3-6 RVATTIEY - R GEBRAIER. BB (Sl B AL E R
BEXOHMERIZO D DRBEOFEZ "4 2 b
CEHOBREY) O FERMEX EZ T I &
CBEOEEBIOKFEERT L
-éﬁ%%ty&zmgﬁﬁﬁﬁ%ﬁgﬁﬁg%%
S s S LTI 2856 13, g EE 2 5 TlE OBREY O
i 3T P BRI A - &
AEEFE Y X =~ OEE B A B OBREY) A%
U CRRT WA, E A& 18 B o W if [X] & Blid s
T &
S < EOBRO FEF/R AN b (AR, JMEE Sh R ) |
X1k 3-8 e PIEEEE (R, BE. KA ZRT o b
X i 3-9 KEX - mfEZE [ GEOROEH . BEOmMIZ OV TRT Z &,
I 310 HEERER - & En ) EEEL 25 MO 7 747 ) 7%
ERL] ART I &
- BN & 7 DEER R etk B R, 2%
S 311 RCORAETE - O] . SMEMERRIS) | WAk (ROEA, MR
A i, BERER . SRR OFTEME LS X %
Y&
5 i
&5 BSES X i 44 #° %ﬁm%k
I 5 _ |(FofEER K| RRERLSMC, IREOBRINICMNE L e D KN B D
i BAIE, EEERT AL

(5) F—REBEERVEZRBRICEHIT IRHEBOHRESZE

1) #a&

- FEOMEFIT, HmEo LBy LT L,

s BEREICTRTEERDO T v X —DR—DFF TGRS 52 L,

2) BE—REERICEHIHREES

« BRI -1 6N -16F TEHF T OHE WIEIC 15 L TMHAERZARR C L, IRTEEZ I
L7 AT 7AMTHRLE, 77 A NVOFRBE ORI 15— RFAICEHT R HEHF
) LRl BT L,

© BEBOSINEKREIFICET 2 F ISR 2 EBEF 2REd 2 FHIT, SLHFEORIC
Moz L,

10



- EAREITANC, BLAE LEERL, BHT22 L, LXK, REEROT L HIAT
5Tk,

3) BIREEICHIT HIRHESE

O FEIREBEEEEREEF

- BERIV-1-1 M OERIV-1-5 T TR B EOFWIEIC L TMMGELEBR T L, 77 A LIC
Uy 77 A NVORMMBPOE RS T3 _REETER LS KON OEMT 55—
RFEAREROBINRTZAF T2l L, #7252 &,

Q@ TOMOE_REBEICEHT HIRHESE

« BERIV-2-12 HAERIV-10-3F TE B SO WVIEIC —HE L TMREEEB L L, 77 A Mic
. 77 A NVORMBOBFRMIC 15 ZREEICHT 2R NEFE] ROH»HEMAT
D —REAEROBIMRTZAAEFETA L, ERTI, RIARIHARNTS 2
o ERDFMTIT TIEAR] EFEAL., RIAROEKRKOLRITITHRE T 2 HE0E LF
. 1M BIDOFFZELTH &,

« ASROEREUZL, MY A XTIV IAAR, KL DHZ &,

- MmERKE M-I 5 XEHSE TEFFOLEWIAIC —FG L TASBEA#M UL, 771
KR L, 77 A NVOFRBB ORI TREEL] KO0 HEMT 5 H—IREERER
OB AT AR S EZTLA L, ERLTI, RIARIHAZRET2 2 &, EROERMRITIE
MEA] LFREAL, BIRORKOAF IITRET 2HEOBELE S, 1 hHI50EFS%
fFirsz e,

« BERIV-3-120 BEERIV-10-3 L O (DWW T, B IHHRAS TR THRIFE SN TV AHCD-R
R T D 2 &, UWDOCD-REIZT —Z BN E Y & 5R0WEAIE, By T
T2 bAEEET 5, kB, T—XIIBET L7 7 AL L, fREUS DT
FANERICLD Y7 FEERTHEICOWTE, Y%/ 7 b7 7 A NERDO 7 7
A&, PDFERDO 7 7 A V2T 52 L, E£72. Microsoft Excel TERT DA IT
DOWTIE, B, BHEREZE L-FECiRNTA 2 L, £, BB EOEHKIZ SN
T, JpeglXOT—# L CTIRRINT 52 L (Zvh T — ASTHIRIZAEEZR YA X
&L, MR IE300dpi b T H L)

(6) IRHEAE

© O REAFEL O CUGEA T BEERIOR LIS AR, SR ORI TIEICT
et 52 &,

11



