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ʆʉʅʆɺʅʓɽ ʇʆʅʗʊʀʗ 
 

ʄʋʃʔʊʀʄɽɼʀɸ (ʘʥʛʣ. multimedia, ʦʪ multi - ʤʥʦʛʦ ʠ media - 

ʥʦʩʠʪʝʣʴ, ʩʨʝʜʘ), ʩʦʚʦʢʫʧʥʦʩʪʴ ʢʦʤʧʴʶʪʝʨʥʳʭ ʪʝʭʥʦʣʦʛʠʡ, ʢʦʪʦʨʳʝ 

ʠʩʧʦʣʴʟʫʶʪ ʠ ʚʦʩʧʨʦʠʟʚʦʜʷʪ ʚʩʝ ʚʠʜʳ ʠʥʬʦʨʤʘʮʠʠ (ʪʝʢʩʪʦʚʫʶ, 

ʘʫʜʠʘʣʴʥʫʶ, ʛʨʘʬʠʯʝʩʢʫʶ ʠ ʚʠʜʝʦʠʥʬʦʨʤʘʮʠʶ). ʉʦʟʜʘʶʪʩʷ 

ʩʧʝʮʠʘʣʴʥʳʤʠ ʘʧʧʘʨʘʪʥʳʤʠ ʠ ʧʨʦʛʨʘʤʤʥʳʤʠ ʩʨʝʜʩʪʚʘʤʠ.  

ɸʇʇɸʈɸʊʅʓɽ ʉʈɽɼʉʊɺɸ ʄʋʃʔʊʀʄɽɼʀɸ: 

 ʄʘʥʠʧʫʣʷʪʦʨ r (ʢʦʤʧʴʶʪʝʨʥʳʝ ʤʳʰʠ, ʜʞʦʡʩʪʠʢʠ, ʤʠʜʠ-

ʢʣʘʚʠʘʪʫʨʳ); 

 ʉʨʝʜʩʪʚʘ ʟʚʫʢʦʟʘʧʠʩʠ (ʟʚʫʢʦʚʳʝ ʧʣʘʪʳ, ʤʠʢʨʦʬʦʥʳ); 

 ʉʨʝʜʩʪʚʘ ʟʚʫʢʦʚʦʩʧʨʦʠʟʚʝʜʝʥʠʷ (ʫʩʠʣʠʪʝʣʴ, ʢʦʣʦʥʢʠ, 

ʘʢʫʩʪʠʯʝʩʢʠʝ ʩʠʩʪʝʤʳ, ʥʘʫʰʥʠʢʠ ʠ ʛʘʨʥʠʪʫʨʳ); 

 ʉʨʝʜʩʪʚʘ çʚʠʨʪʫʘʣʴʥʦʡ ʨʝʘʣʴʥʦʩʪʠè (ʧʝʨʯʘʪʢʠ, ʦʯʢʠ, ʰʣʝʤʳ 

ʚʠʨʪʫʘʣʴʥʦʡ ʨʝʘʣʴʥʦʩʪʠ, ʠʩʧʦʣʴʟʫʝʤʳʝ ʚ ʠʛʨʘʭ); 

 ʅʦʩʠʪʝʣʠ ʠʥʬʦʨʤʘʮʠʠ (CD, DVD ʠ HDD); 

 ʂʦʤʧʴʶʪʝʨ, ʪʝʣʝʚʠʟʦʨ ʠ ʜʨ. 
 

ʇʈʆɻʈɸʄʄʅʓɽ ʉʈɽɼʉʊɺɸ ʄʋʃʔʊʀʄɽɼʀɸ: 

 ʉʠʩʪʝʤʥʳʝ ʧʨʦʛʨʘʤʤʥʳʝ ʩʨʝʜʩʪʚʘ (ʥʘʙʦʨ ʧʨʦʛʨʘʤʤ, ʚʭʦʜʷʱʠʭ 

ʚ ʩʦʩʪʘʚ ʦʧʝʨʘʮʠʦʥʥʦʡ ʩʠʩʪʝʤʳ ʢʦʤʧʴʶʪʝʨʘ ʠ ʦʩʫʱʝʩʪʚʣʷʶʱʠʭ 

ʫʧʨʘʚʣʝʥʠʝ ʫʩʪʨʦʡʩʪʚʘʤʠ ʤʫʣʴʪʠʤʝʜʠʘ); 

 ʀʥʩʪʨʫʤʝʥʪʘʣʴʥʳʝ ʧʨʦʛʨʘʤʤʥʳʝ ʩʨʝʜʩʪʚʘ (ʨʝʜʘʢʪʦʨʳ 

ʥʝʧʦʜʚʠʞʥʳʭ ʛʨʘʬʠʯʝʩʢʠʭ ʠʟʦʙʨʘʞʝʥʠʡ, ʩʨʝʜʩʪʚʘ ʘʫʜʠʦ - ʠ 

ʚʠʜʝʦʤʦʥʪʘʞʘ, ʩʨʝʜʩʪʚʘ ʩʦʟʜʘʥʠʷ ʧʨʝʟʝʥʪʘʮʠʡ, ʩʠʩʪʝʤʳ ʩʦʟʜʘʥʠʷ 

ʧʨʠʣʦʞʝʥʠʡ ʚʠʨʪʫʘʣʴʥʦʡ ʨʝʘʣʴʥʦʩʪʠ); 

 ʇʨʠʢʣʘʜʥʳʝ ʧʨʦʛʨʘʤʤʥʳʝ ʩʨʝʜʩʪʚʘ (ʧʨʦʛʨʘʤʤʥʳʝ ʩʠʩʪʝʤʳ ʥʘ 

CD ʠʣʠ DVD ʜʠʩʢʘʭ ï ʬʠʣʴʤʳ, ʫʯʝʙʥʠʢʠ, ʵʥʮʠʢʣʦʧʝʜʠʠ, ʠʛʨʳ, 

ʢʥʠʛʠ, ʚʠʨʪʫʘʣʴʥʳʝ ʤʫʟʝʠ, ʨʝʢʣʘʤʥʳʝ ʤʘʪʝʨʠʘʣʳ). [1] 
 

 

ʄʋʃʔʊʀʄɽɼʀʁʅɸʗ ʇʈɽɿɽʅʊɸʎʀʗ ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ 

ʩʦʯʝʪʘʥʠʝ ʢʦʤʧʴʶʪʝʨʥʦʡ ʘʥʠʤʘʮʠʠ, ʛʨʘʬʠʢʠ, ʚʠʜʝʦ, ʤʫʟʳʢʠ ʠ 

ʟʚʫʢʦʚʦʛʦ ʨʷʜʘ, ʢʦʪʦʨʳʝ ʦʨʛʘʥʠʟʦʚʘʥʳ ʚ ʝʜʠʥʫʶ ʩʨʝʜʫ. ʂʘʢ ʧʨʘʚʠʣʦ, 

ʤʫʣʴʪʠʤʝʜʠʡʥʘʷ ʧʨʝʟʝʥʪʘʮʠʷ ʠʤʝʝʪ ʩʮʝʥʘʨʠʡ ʠ ʩʪʨʫʢʪʫʨʫ, 

ʦʨʛʘʥʠʟʦʚʘʥʥʫʶ ʜʣʷ ʫʜʦʙʥʦʛʦ ʚʦʩʧʨʠʷʪʠʷ ʠʥʬʦʨʤʘʮʠʠ.    
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ʇʈɽʀʄʋʑɽʉʊɺɸ ʄʋʃʔʊʀʄɽɼʀʁʅʓʍ ʇʈɽɿɽʅʊɸʎʀʁ: 
 

 ʅʘʛʣʷʜʥʦʩʪʴ ʠʟʣʘʛʘʝʤʦʛʦ ʤʘʪʝʨʠʘʣʘ, ʦʙʝʩʧʝʯʝʥʠʝ ʜʦʩʪʫʧʥʦʩʪʠ 

ʜʣʷ ʚʠʟʫʘʣʴʥʦʛʦ ʚʦʩʧʨʠʷʪʠʷ ʚʩʝʡ ʘʫʜʠʪʦʨʠʝʡ; 

 ʇʨʠʚʣʝʯʝʥʠʝ ʚʥʠʤʘʥʠʷ ʩʣʫʰʘʪʝʣʝʡ ʢ ʩʦʜʝʨʞʘʥʠʶ ʠʟʣʘʛʘʝʤʦʛʦ 

ʤʘʪʝʨʠʘʣʘ ʟʘ ʩʯʝʪ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʵʣʝʤʝʥʪʦʚ ʘʥʠʤʘʮʠʠ, ʘʫʜʠʦ- 

ʠ ʚʠʜʝʦʬʨʘʛʤʝʥʪʦʚ; 

 ɸʢʮʝʥʪʠʨʦʚʘʥʠʝ ʥʘʠʙʦʣʝʝ ʚʘʞʥʳʭ ʤʦʤʝʥʪʦʚ ʜʦʢʣʘʜʘ; 

 ʉʦʭʨʘʥʝʥʠʝ ʣʦʛʠʯʝʩʢʦʡ ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʠ ʠʟʣʦʞʝʥʠʷ 

ʜʦʢʣʘʜʘ; 

 ʕʩʪʝʪʠʯʥʦʩʪʴ ʠ ʚʳʨʘʟʠʪʝʣʴʥʦʩʪʴ ʧʨʝʜʩʪʘʚʣʷʝʤʦʡ ʠʥʬʦʨʤʘʮʠʠ; 

 ʇʨʦʩʪʦʪʘ ʧʦʜʛʦʪʦʚʢʠ ʩʣʘʡʜʦʚ, ʢʦʤʧʘʢʪʥʦʩʪʴ ʠ 

ʪʨʘʥʩʧʦʨʪʘʙʝʣʴʥʦʩʪʴ ʠʥʬʦʨʤʘʮʠʠ. [2] 
 

MS PowerPoint ï ʢʦʤʧʴʶʪʝʨʥʘʷ ʧʨʦʛʨʘʤʤʘ, ʧʨʝʜʥʘʟʥʘʯʝʥʥʘʷ 

ʜʣʷ ʩʦʟʜʘʥʠʷ ʠ ʦʬʦʨʤʣʝʥʠʷ ʧʨʝʟʝʥʪʘʮʠʡ. ʇʨʦʛʨʘʤʤʘ ʦʙʝʩʧʝʯʠʚʘʝʪ 

ʨʘʟʨʘʙʦʪʢʫ ʵʣʝʢʪʨʦʥʥʳʭ ʜʦʢʫʤʝʥʪʦʚ ʦʩʦʙʦʛʦ ʨʦʜʘ, ʦʪʣʠʯʘʶʱʠʭʩʷ 

ʢʦʤʧʣʝʢʩʥʳʤ ʤʫʣʴʪʠʤʝʜʠʡʥʳʤ ʩʦʜʝʨʞʘʥʠʝʤ ʠ ʦʩʦʙʳʤʠ 

ʚʦʟʤʦʞʥʦʩʪʷʤʠ ʚʦʩʧʨʦʠʟʚʝʜʝʥʠʷ. 

ʀʜʝʷ ʩʦʟʜʘʥʠʷ ʧʨʦʛʨʘʤʤʳ PowerPoint 

ʧʦʷʚʠʣʘʩʴ ʫ ɹʦʙʘ ɻʘʩʢʠʥʩʘ, ʩʪʫʜʝʥʪʘ 

ʫʥʠʚʝʨʩʠʪʝʪʘ ɹʝʨʢʣʠ, ʢʦʪʦʨʳʡ ʨʝʰʠʣ, ʯʪʦ 

ʥʘʩʪʫʧʘʝʪ ʚʝʢ ʛʨʘʬʠʯʝʩʢʠʭ ʠʥʪʝʨʘʢʪʠʚʥʳʭ 

ʤʘʪʝʨʠʘʣʦʚ. ɺ 1984 ʛʦʜʫ ɻʘʩʢʠʥʩ ʥʘʥʷʣ 

ʨʘʟʨʘʙʦʪʯʠʢʘ ɼʝʥʥʠʩʘ ʆʩʪʠʥʘ, ʩ ʢʦʪʦʨʳʤ 

ʦʥʠ ʩʦʟʜʘʣʠ ʧʨʦʛʨʘʤʤʫ Presenter. ʇʦʟʞʝ 

ɹʦʙ ʨʝʰʠʣ ʠʟʤʝʥʠʪʴ ʥʘʟʚʘʥʠʝ ʥʘ 

PowerPoint. 

ɺ 1987 ʛʦʜʫ ʚʳʰʝʣ PowerPoint 1.0 ʜʣʷ Apple Macintosh. ʆʥ 

ʨʘʙʦʪʘʣ ʚ ʯʸʨʥʦ-ʙʝʣʦʤ ʬʦʨʤʘʪʝ. ʇʦʟʞʝ ʩ ʧʦʷʚʣʝʥʠʝʤ ʮʚʝʪʥʳʭ 

Macintosh ʧʦʷʚʠʣʘʩʴ ʠ ʮʚʝʪʥʘʷ ʚʝʨʩʠʷ ʧʨʦʛʨʘʤʤʳ. [3]   

ʅʘ ʩʝʛʦʜʥʷʰʥʠʡ ʜʝʥʴ ʧʦʩʣʝʜʥʝʡ ʚʝʨʩʠʝʡ ʧʨʦʛʨʘʤʤʳ ʷʚʣʷʝʪʩʷ 

PowerPoint 2016.  ʂʦʤʧʦʥʦʚʢʘ ʪʝʢʩʪʦʚʦʛʦ ʩʦʜʝʨʞʘʥʠʷ ʩ ʢʘʨʪʠʥʢʘʤʠ, 

ʤʫʣʴʪʠʤʝʜʠʡʥʳʤ ʢʦʥʪʝʥʪʦʤ, ʩʭʝʤʘʤʠ, ʪʘʙʣʠʮʘʤʠ, ʜʠʘʛʨʘʤʤʘʤʠ ʠ 

ʠʥʳʤʠ ʜʘʥʥʳʤʠ - ʣʠʰʴ ʤʘʣʘʷ ʯʘʩʪʴ ʝʝ ʚʦʟʤʦʞʥʦʩʪʝʡ. 
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MS PowerPoint 2016 

ɿɸʇʋʉʂ ʇʈʆɻʈɸʄʄʓ 

I ʩʧʦʩʦʙ: ʢʥʦʧʢʘ ʇʋʉʂ Ÿ ɺʩʝ ʧʨʦʛʨʘʤʤʳ Ÿ Microsoft  Office 

2016 Ÿ PowerPoint 2016. 

II  ʩʧʦʩʦʙ: ʱʝʣʢʥʠʪʝ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʥʘ ʩʚʦʙʦʜʥʦʤ ʤʝʩʪʝ 

ʨʘʙʦʯʝʛʦ ʩʪʦʣʘ Ÿ ʚʳʙʝʨʠʪʝ ʚʢʣʘʜʢʫ ʉʦʟʜʘʪʴ Ÿ ʇʨʝʟʝʥʪʘʮʠʷ        

MS PowerPoint. 

 
 

ʆʂʅʆ ʇʈʆɻʈɸʄʄʓ 

ʇʦʩʣʝ ʟʘʧʫʩʢʘ ʧʦʷʚʣʷʝʪʩʷ ʦʢʥʦ ʧʨʦʛʨʘʤʤʳ, ʚ ʢʦʪʦʨʦʤ ʧʨʝʜʣʘʛʘʪʁʩʷ 

ʰʘʙʣʦʥʳ ʠ ʪʝʤʳ ʧʨʝʟʝʥʪʘʮʠʠ. 
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ʇʦʩʣʝ ʚʳʙʦʨʘ ʰʘʙʣʦʥʘ ʧʨʝʟʝʥʪʘʮʠʠ, ʥʘʧʨʠʤʝʨ, ʇʫʩʪʘʷ 

ʧʨʝʟʝʥʪʘʮʠʷ, ʜʠʘʣʦʛʦʚʦʝ ʦʢʥʦ ʧʨʦʛʨʘʤʤʳ ʙʫʜʝʪ ʠʤʝʪʴ ʩʣʝʜʫʶʱʠʡ 

ʚʠʜ.  

 

ʇʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ  

 - ʩʦʭʨʘʥʠʪʴ (Ctrl + S) 

 - ʦʪʤʝʥʠʪʴ ʜʝʡʩʪʚʠʝ (Ctrl + Z) 

 - ʧʦʚʪʦʨʠʪʴ ʜʝʡʩʪʚʠʝ (Ctrl + Y) 

 - ʧʦʢʘʟ ʧʨʝʟʝʥʪʘʮʠʠ (F5) 

- ʥʘʩʪʨʦʡʢʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ  

˾͔͙͗ͣ· ͨͪͦͫͣͦͭͪ͊ 

͔͔ͨͪͤͭ͊͘ͼ͙͙ 

˽ͦ͊͘͟ 

͚͍ͫ͊͒ͦ͡ 

˸͊ͫ΄ͭ͊͋  

˽͔͊ͤ͡Έ 

͋·͎ͫͭͪͦͦ 

͒ͦͫͭͯͨ͊ 

˿ͭͪͦ͊͟ 

͎͍͊ͦͦ͊͘͟͡ 

˿͚͊͒͡ 
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ʉʪʨʦʢʘ ʟʘʛʦʣʦʚʢʘ  

 - ʠʤʷ ʬʘʡʣʘ 

 - ʧʘʨʘʤʝʪʨʳ ʦʪʦʙʨʘʞʝʥʠʷ ʣʝʥʪʳ 

 - ʩʚʝʨʥʫʪʴ ʦʢʥʦ ʧʨʦʛʨʘʤʤʳ 

 - ʨʘʟʚʝʨʥʫʪʴ ʦʢʥʦ ʧʨʦʛʨʘʤʤʳ 

 - ʟʘʢʨʳʪʴ ʦʢʥʦ ʧʨʦʛʨʘʤʤʳ 

ɺʢʣʘʜʢʠ 

 

ʂʘʞʜʘʷ ʚʢʣʘʜʢʘ ʩʦʩʪʦʠʪ ʠʟ ʛʨʫʧʧ, ʩʦʜʝʨʞʘʱʠʭ ʦʧʨʝʜʝʣʝʥʥʳʝ 

ʠʥʩʪʨʫʤʝʥʪʳ. ɺʢʣʘʜʢʘ ɻʣʘʚʥʘʷ, ʥʘʧʨʠʤʝʨ, ʩʦʜʝʨʞʠʪ ʛʨʫʧʧʳ 

ɹʫʬʝʨ ʦʙʤʝʥʘ, ʉʣʘʡʜʳ, ʐʨʠʬʪ, ɸʙʟʘʮ, ʈʠʩʦʚʘʥʠʝ, ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ. 

 

 

 

ɺʂʃɸɼʂɸ ɻʃɸɺʅɸʗ 
 

ɻʨʫʧʧʘ ɹʫʬʝʨ ʦʙʤʝʥʘ 
 

 

- ʚʳʨʝʟʘʪʴ (Ctrl  + X)  

ʋʜʘʣʝʥʠʝ ʚʳʜʝʣʝʥʥʦʛʦ ʬʨʘʛʤʝʥʪʘ ʠ ʧʦʤʝʱʝʥʠʝ ʝʛʦ ʚ ʙʫʬʝʨ 

ʦʙʤʝʥʘ, ʯʪʦʙʳ ʝʛʦ ʤʦʞʥʦ ʙʳʣʦ ʚʩʪʘʚʠʪʴ ʚ ʜʨʫʛʦʤ ʤʝʩʪʝ. 

 

͎ͪͯͨͨ· 
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- ʢʦʧʠʨʦʚʘʪʴ (Ctrl  + C) 

ʇʦʤʝʱʝʥʠʝ ʢʦʧʠʠ ʚʳʜʝʣʝʥʥʦʛʦ ʬʨʘʛʤʝʥʪʘ ʚ ʙʫʬʝʨ ʦʙʤʝʥʘ, 

ʯʪʦʙʳ ʝʝ ʤʦʞʥʦ ʙʳʣʦ ʚʩʪʘʚʠʪʴ ʚ ʜʨʫʛʦʤ ʤʝʩʪʝ. 

 

 

- ʚʩʪʘʚʠʪʴ (Ctrl  + V)  

ɺʩʪʘʚʢʘ ʩʦʜʝʨʞʠʤʦʛʦ ʙʫʬʝʨʘ ʦʙʤʝʥʘ ʚ ʜʦʢʫʤʝʥʪ. 

 

- ʬʦʨʤʘʪ ʧʦ ʦʙʨʘʟʮʫ 

ʇʨʠʤʝʥʝʥʠʝ ʧʦʥʨʘʚʠʚʰʝʛʦʩʷ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʢ ʜʨʫʛʦʤʫ 

ʩʦʜʝʨʞʠʤʦʤʫ ʚ ʪʝʢʩʪʝ. 

 

ɻʨʫʧʧʘ ʉʣʘʡʜʳ 

 

ʉʣʘʡʜʳ - ʵʪʦ ʦʪʜʝʣʴʥʳʝ ʩʪʨʘʥʠʮʳ ʧʨʝʟʝʥʪʘʮʠʠ. 

ʉʣʘʡʜʳ ʤʦʛʫʪ ʚʢʣʶʯʘʪʴ ʚ ʩʝʙʷ ʟʘʛʦʣʦʚʦʢ, ʪʝʢʩʪ, 

ʛʨʘʬʠʢʫ, ʜʠʘʛʨʘʤʤʳ, ʪʘʙʣʠʮʳ, ʨʠʩʫʥʢʠ, 

ʥʘʨʠʩʦʚʘʥʥʳʝ ʦʙʲʝʢʪʳ, ʬʦʪʦʛʨʘʬʠʠ, 

ʠʟʦʙʨʘʞʝʥʠʷ ʠʟ ʜʨʫʛʠʭ ʧʨʠʣʦʞʝʥʠʡ ʠ ʤʥʦʛʦʝ ʜʨʫʛʦʝ. ʉʣʘʡʜʳ 

ʤʦʞʥʦ ʨʘʩʧʝʯʘʪʘʪʴ ʩ ʧʦʤʦʱʴʶ ʧʨʠʥʪʝʨʘ ʥʘ ʙʫʤʘʛʫ ʠʣʠ ʥʘ 

ʧʨʦʟʨʘʯʥʳʝ ʧʣʝʥʢʠ. ʂʘʞʜʳʡ ʩʣʘʡʜ ʚ ʧʨʝʟʝʥʪʘʮʠʠ ʠʤʝʝʪ 

ʩʦʙʩʪʚʝʥʥʳʡ ʫʥʠʢʘʣʴʥʳʡ ʥʦʤʝʨ, ʧʨʠʩʚʘʠʚʘʝʤʳʡ ʧʦ ʫʤʦʣʯʘʥʠʶ ʚ 

ʟʘʚʠʩʠʤʦʩʪʠ ʦʪ ʤʝʩʪʘ ʩʣʘʡʜʘ. ʇʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʴ ʩʣʘʡʜʦʚ ʚ 

ʜʦʢʫʤʝʥʪʝ ʣʠʥʝʡʥʘʷ. 

 

 

ʀʥʩʪʨʫʤʝʥʪ ʉʦʟʜʘʪʴ ʩʣʘʡʜ 

ʧʦʟʚʦʣʷʝʪ ʜʦʙʘʚʠʪʴ ʩʣʘʡʜ ʚ 

ʧʨʝʟʝʥʪʘʮʠʶ.  

 

ɼʣʷ ʜʦʙʘʚʣʝʥʠʷ ʩʣʘʡʜʦʚ ʚ 

ʧʨʝʟʝʥʪʘʮʠʶ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ 

ʢʦʤʙʠʥʘʮʠʶ ʢʣʘʚʠʰ Ctrl  + M.   
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  MS PowerPoint ʩʦʜʝʨʞʠʪ 

ʨʘʟʣʠʯʥʳʝ ʤʘʢʝʪʳ ʩʣʘʡʜʦʚ. ʂʘʞʜʳʡ 

ʤʘʢʝʪ ʩʣʘʡʜʘ ʩʦʜʝʨʞʠʪ ʟʘʧʦʣʥʠʪʝʣʠ 

ʜʣʷ ʪʝʢʩʪʘ, ʚʠʜʝʦ, ʠʟʦʙʨʘʞʝʥʠʡ, 

ʜʠʘʛʨʘʤʤ, ʬʠʛʫʨ, ʢʣʠʧʦʚ, ʘ ʪʘʢʞʝ 

ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʜʣʷ ʵʪʠʭ ʦʙʲʝʢʪʦʚ, 

ʥʘʧʨʠʤʝʨ, ʮʚʝʪʘ, ʰʨʠʬʪʳ ʠ ʵʬʬʝʢʪʳ. 
 

 

 

 

 

ʀʥʩʪʨʫʤʝʥʪ ʉʙʨʦʩʠʪʴ ʧʨʝʜʥʘʟʥʘʯʝʥ ʜʣʷ ʟʘʤʝʥʳ 

ʧʦʣʦʞʝʥʠʷ, ʨʘʟʤʝʨʘ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ 

ʟʘʧʦʣʥʠʪʝʣʝʡ ʥʘ ʩʣʘʡʜʝ ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʤʠ 

ʟʥʘʯʝʥʠʷʤʠ ʧʦ ʫʤʦʣʯʘʥʠʶ. 

ɺʳʜʝʣʝʥʠʝ ʩʣʘʡʜʦʚ. 

!  ʏʪʦʙʳ ʚʳʜʝʣʠʪʴ ʦʜʠʥ ʩʣʘʡʜ, ʝɦʣʢʥʠʪʝ ʧʦ ʥʝʤʫ. 

!  ʏʪʦʙʳ ʚʳʜʝʣʠʪʴ ʜʚʘ ʠʣʠ ʙʦʣʝʝ ʩʦʩʝʜʥʠʭ ʩʣʘʡʜʦʚ ʥʘ ʧʘʥʝʣʠ 

ʩʪʨʫʢʪʫʨʳ, ʥʫʞʥʦ ʱʝʣʢʥʫʪʴ ʥʘ ʧʝʨʚʦʤ ʩʣʘʡʜʝ, ʟʘʪʝʤ, ʫʜʝʨʞʠʚʘʷ 

ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʫ Shift, ʱʝʣʢʥʫʪʴ ʥʘ ʧʦʩʣʝʜʥʝʤ ʩʣʘʡʜʝ ʛʨʫʧʧʳ. 
 

ʋʜʘʣʝʥʠʝ ʩʣʘʡʜʦʚ. 

! ɺʳʜʝʣʠʪʝ ʩʣʘʡʜ, ʢʦʪʦʨʳʡ ʥʫʞʥʦ ʫʜʘʣʠʪʴ (ʤʦʞʥʦ ʫʜʘʣʠʪʴ ʩʨʘʟʫ 

ʥʝʩʢʦʣʴʢʦ ʩʣʘʡʜʦʚ, ʝʩʣʠ ʚʳʜʝʣʠʪʴ ʠʭ ʚʩʝ) Ÿ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ 

Delete ʥʘ ʢʣʘʚʠʘʪʫʨʝ. 
 

ɺʳʨʝʟʘʥʠʝ, ʢʦʧʠʨʦʚʘʥʠʝ ʠ ʚʩʪʘʚʢʘ ʩʣʘʡʜʦʚ. 

! ɺʳʜʝʣʠʪʝ ʩʣʘʡʜʳ, ʢʦʪʦʨʳʝ ʥʫʞʥʦ ʚʳʨʝʟʘʪʴ ʠʣʠ ʩʢʦʧʠʨʦʚʘʪʴ Ÿ 

ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ, ʚ ʛʨʫʧʧʝ ɹʫʬʝʨ ʦʙʤʝʥʘ ʚʳʙʝʨʠʪʝ 

ʠʥʩʪʨʫʤʝʥʪ ɺʳʨʝʟʘʪʴ  ʠʣʠ ʂʦʧʠʨʦʚʘʪʴ  Ÿ ʥʘ ʚʢʣʘʜʢʝ 

ɻʣʘʚʥʘʷ, ʚ ʛʨʫʧʧʝ ɹʫʬʝʨ ʦʙʤʝʥʘ ʚʳʙʝʨʠʪʝ ʠʥʩʪʨʫʤʝʥʪ ɺʩʪʘʚʠʪʴ 
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. ɺr ʨʝʟʘʥʥʳʝ ʠʣʠ ʩʢʦʧʠʨʦʚʘʥʥʳʝ ʩʣʘʡʜʳ ʙʫʜʫʪ ʚʩʪʘʚʣʝʥʳ ʚ 

ʫʢʘʟʘʥʥʦʝ ʤʝʩʪʦ ʧʨʝʟʝʥʪʘʮʠʠ.  

  

ʉʢʨʳʪʠʝ ʩʣʘʡʜʦʚ. 

! ʇʝʨʝʜ ʜʝʤʦʥʩʪʨʘʮʠʝʡ ʧʨʝʟʝʥʪʘʮʠʠ ʥʫʞʥʦ ʧʨʦʜʫʤʘʪʴ, ʢʘʢʠʝ 
ʚʦʧʨʦʩʳ ʤʦʛʫʪ ʚʦʟʥʠʢʥʫʪʴ ʫ ʘʫʜʠʪʦʨʠʠ, ʠ ʧʨʠʛʦʪʦʚʠʪʴʩʷ ʥʘ ʥʠʭ 

ʦʪʚʝʪʠʪʴ. ɺʦʟʤʦʞʥʦ, ʚʳ ʜʘʞʝ ʟʘʭʦʪʠʪʝ ʩʦʟʜʘʪʴ ʩʧʝʮʠʘʣʴʥʳʝ 

ʩʣʘʡʜʳ ʩ ʚʘʨʠʘʥʪʘʤʠ ʦʪʚʝʪʦʚ ʥʘ ʚʦʧʨʦʩʳ ʠ ʩʦʭʨʘʥʠʪʝ ʵʪʠ ʩʣʘʡʜʳ 

ʚ ʩʢʨʳʪʦʤ ʚʠʜʝ ʜʦ ʪʝʭ ʧʦʨ, ʧʦʢʘ ʦʥʠ ʚʘʤ ʥʝ ʧʦʥʘʜʦʙʷʪʩʷ. 

ʏʪʦʙʳ ʩʢʨʳʪʴ ʦʜʠʥ ʠʣʠ ʥʝʩʢʦʣʴʢʦ ʩʣʘʡʜʦʚ, ʥʫʞʥʦ ʱʝʣʢʥʫʪʴ ʥʘ 

ʩʣʘʡʜʘʭ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʠ ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ ʚʳʙʨʘʪʴ 

ʉʢʨʳʪʴ ʩʣʘʡʜ. ʏʪʦʙʳ ʦʪʤʝʥʠʪʴ ʩʢʨʳʪʠʝ ʩʣʘʡʜʘ, ʱʝʣʢʥʠʪʝ ʥʘ ʥʝʤ 

ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʠ ʩʥʦʚʘ ʚʙʝʨʠʪʝ ʉʢʨʳʪʴ ʩʣʘʡʜ. 

 

ɻʨʫʧʧʘ ʐʨʠʬʪ 
 

ʀʥʩʪʨʫʤʝʥʪʳ ʛʨʫʧʧʳ ʐʨʠʬʪ ʧʦʟʚʦʣʷʶʪ ʜʦʙʘʚʠʪʴ ʚ ʪʝʢʩʪ 

ʨʘʟʥʳʝ ʩʪʠʣʠ ʠ ʮʚʝʪʘ, ʪʘʢʞʝ ʚʠʟʫʘʣʴʥʳʝ ʵʬʬʝʢʪʳ, ʪʘʢʠʝ ʢʘʢ 

ʟʘʯʝʨʢʠʚʘʥʠʝ, ʥʘʜʩʪʨʦʯʥʳʡ ʪʝʢʩʪ, ʧʨʝʚʨʘʱʝʥʠʝ ʚʩʝʭ ʙʫʢʚ ʚ 

ʧʨʦʧʠʩʥʳʝ ʠ ʪ.ʜ.  
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 ɻʨʫʧʧʘ ɸʙʟʘʮ 

 

 

ɻʨʫʧʧʘ ʈʠʩʦʚʘʥʠʝ 
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ɻʨʫʧʧʘ ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ 

 

ɿʘʜʘʥʠʝ 1. ʉʦʟʜʘʡʪʝ ʧʨʝʟʝʥʪʘʮʠʶ çʄʫʜʨʳʝ ʤʳʩʣʠè. 

1. ʆʪʢʨʦʡʪʝ ʧʨʦʛʨʘʤʤʫ ʜʣʷ ʩʦʟʜʘʥʠʷ ʧʨʝʟʝʥʪʘʮʠʡ MS PowerPoint. 

ɼʣʷ ʵʪʦʛʦ ʚʳʧʦʣʥʠʪʝ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ: 

ʂʥʦʧʢʘ ʇʋʉʂ Ÿ ɺʩʝ ʧʨʦʛʨʘʤʤʳ Ÿ Microsoft  Office 2016 Ÿ 

PowerPoint 2016 

2. ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʚʳʙʝʨʠʪʝ ʰʘʙʣʦʥ ʇʫʩʪʘʷ 

ʧʨʝʟʝʥʪʘʮʠʷ.  

3. ɺ ʟʘʛʦʣʦʚʢʝ ʩʣʘʡʜʘ ʚʚʝʜʠʪʝ çʄʫʜʨʳʝ ʤʳʩʣʠè, ʘ ʚ ʧʦʜʟʘʛʦʣʦʚʢʝ 

ʚʚʝʜʠʪʝ ʩʚʦʶ ʛʨʫʧʧʫ ʠ ʬʘʤʠʣʠʶ.  

 

 

 

4. ʆʪʬʦʨʤʘʪʠʨʫʡʪʝ ʪʝʢʩʪ ʥʘ ʩʣʘʡʜʝ, ʠʩʧʦʣʴʟʫʷ ʠʥʩʪʨʫʤʝʥʪʳ 

ʛʨʫʧʧʳ ʐʨʠʬʪ ʠ ɸʙʟʘʮ, ʩʦʛʣʘʩʥʦ ʩʣʝʜʫʶʱʠʤ ʪʨʝʙʦʚʘʥʠʷʤ: 

ʄʫʜʨʳʝ ʤʳʩʣʠ (ʰʨʠʬʪ Monotype Corsiva, ʨʘʟʤʝʨ 100 , 

ʮʚʝʪ ʪʝʢʩʪʘ- ʢʨʘʩʥʳʡ , ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ) 
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ʇʦʜʛʦʪʦʚʠʣ: ʩʪʫʜʝʥʪ ʛʨ.____ ʌʀʆ (ʰʨʠʬʪ Calibri (ʆʩʥʦʚʥʦʡ ʪʝʢʩʪ), 

ʨʘʟʤʝʨ 32 , ʮʚʝʪ ʪʝʢʩʪʘ- ʩʠʥʠʡ , ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ 

ʧʨʘʚʦʤʫ ʢʨʘʶ) 

 

 

 

5. ɺʩʪʘʚʴʪʝ ʬʠʛʫʨʳ ʥʘ ʩʣʘʡʜ.  

ɼʣʷ ʵʪʦʛʦ ʠʟ ʛʨʫʧʧʳ ʈʠʩʦʚʘʥʠʝ ʚʳʙʝʨʠʪʝ ʥʫʞʥʳʝ 

ʬʠʛʫʨʳ. 

 

6. ʀʟʤʝʥʠʪʝ ʮʚʝʪʘ ʬʠʛʫʨ ʠ ʜʦʙʘʚʴʪʝ ʢ ʥʠʤ ʨʘʟʣʠʯʥʳʝ ʵʬʬʝʢʪʳ.  

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʮʚʝʪʘ 1-ʦʡ ʬʠʛʫʨʳ: ʚr ʜʝʣʠʪʝ 1-  ʁʬʠʛʫʨʫ, ʚ ʛʨʫʧʧʝ 

ʈʠʩʦʚʘʥʠʝ ʚʳʙʝʨʠʪʝ ʠʥʩʪʨʫʤʝʥʪ ɿʘʣʠʚʢʘ ʬʠʛʫʨʳ   Ÿ ʮʚʝʪ 

ʢʨʘʩʥʳʡ Ÿ ʠʥʩʪʨʫʤʝʥʪ ɿʘʣʠʚʢʘ ʬʠʛʫʨʳ  Ÿ ɻʨʘʜʠʝʥʪʥʘʷ Ÿ 

ʣʶʙʦʡ ʪʠʧ ʠʟ ʊʝʤʥʳʭ ʚʘʨʠʘʥʪʦʚ. 

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʵʬʬʝʢʪʘ 1-ʦʡ ʬʠʛʫʨʳ: ʚʳʜʝʣʠʪʝ 1-  ʁ ʬʠʛʫʨʫ, ʚ 

ʛʨʫʧʧʝ ʈʠʩʦʚʘʥʠʝ ʚʳʙʝʨʠʪʝ ʠʥʩʪʨʫʤʝʥʪ ʕʬʬʝʢʪʳ ʬʠʛʫʨʳ  Ÿ 

ʈʝʣʴʝʬ Ÿ ʅʝʙʦʣʴʰʦʝ ʫʛʣʫʙʣʝʥʠʝ.  

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʮʚʝʪʘ 2-ʦʡ ʬʠʛʫʨʳ: ʚʳʜʝʣʠʪʝ 2-  ʁʬʠʛʫʨʫ, ʚ ʛʨʫʧʧʝ 

ʈʠʩʦʚʘʥʠʝ ʚʳʙʝʨʠʪʝ ʠʥʩʪʨʫʤʝʥʪ ɿʘʣʠʚʢʘ ʬʠʛʫʨʳ   Ÿ ʮʚʝʪ 
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ʢʨʘʩʥʳʡ Ÿ ʠʥʩʪʨʫʤʝʥʪ ɿʘʣʠʚʢʘ ʬʠʛʫʨʳ  Ÿ ɻʨʘʜʠʝʥʪʥʘʷ Ÿ 

ʣʶʙʦʡ ʪʠʧ ʠʟ ʊʝʤʥʳʭ ʚʘʨʠʘʥʪʦʚ. 

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʵʬʬʝʢʪʘ 2-ʦʡ ʬʠʛʫʨʳ: ʚʳʜʝʣʠʪʝ 2-  ʁ ʬʠʛʫʨʫ, ʚ 

ʛʨʫʧʧʝ ʈʠʩʦʚʘʥʠʝ ʚʳʙʝʨʠʪʝ ʠʥʩʪʨʫʤʝʥʪ ʕʬʬʝʢʪʳ ʬʠʛʫʨʳ  Ÿ 

ʇʦʜʩʚʝʪʢʘ Ÿ ʉʠʥʠʡ, 18ʧʪ, ʩʚʝʯʝʥʠʝ, ʢʦʥʪʨʘʩʪʥʳʡ ʮʚʝʪ 1.  

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʮʚʝʪʘ 3-ʝʡ ʬʠʛʫʨʳ: ʚʳʜʝʣʠʪʝ 3-  ʁʬʠʛʫʨʫ, ʚ ʛʨʫʧʧʝ 

ʈʠʩʦʚʘʥʠʝ ʚʳʙʝʨʠʪʝ ʠʥʩʪʨʫʤʝʥʪ ɿʘʣʠʚʢʘ ʬʠʛʫʨʳ   Ÿ ʮʚʝʪ 

ʢʨʘʩʥʳʡ Ÿ ʠʥʩʪʨʫʤʝʥʪ ɿʘʣʠʚʢʘ ʬʠʛʫʨʳ  Ÿ ɻʨʘʜʠʝʥʪʥʘʷ Ÿ 

ʣʶʙʦʡ ʪʠʧ ʠʟ ʊʝʤʥʳʭ ʚʘʨʠʘʥʪʦʚ. 

ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʵʬʬʝʢʪʘ 3-ʝʡ ʬʠʛʫʨʳ: ʚʳʜʝʣʠʪʝ 3-  ʁ ʬʠʛʫʨʫ, ʚ 

ʛʨʫʧʧʝ ʈʠʩʦʚʘʥʠʝ ʚʳʙʝʨʠʪʝ ʠʥʩʪʨʫʤʝʥʪ ʕʬʬʝʢʪʳ ʬʠʛʫʨʳ  Ÿ 

ɿʘʛʦʪʦʚʢʘ Ÿ ɿʘʛʦʪʦʚʢʘ 9.  

 

7. ɼʦʙʘʚʴʪʝ ʩʣʘʡʜ ʚ ʧʨʝʟʝʥʪʘʮʠʶ. 

ɼʣʷ ʵʪʦʛʦ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʉʣʘʡʜʳ ʚʳʙʝʨʠʪʝ 

ʠʥʩʪʨʫʤʝʥʪ ʉʦʟʜʘʪʴ ʩʣʘʡʜ Ÿ ɿʘʛʦʣʦʚʦʢ ʨʘʟʜʝʣʘ. 
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8. ɺ ʨʘʟʜʝʣʝ ɿʘʛʦʣʦʚʦʢ ʩʣʘʡʜʘ ʥʘʧʠʰʠʪʝ ʩʣʝʜʫʶʱʠʡ ʪʝʢʩʪ ʠ 

ʦʪʬʦʨʤʘʪʠʨʫʡʪʝ ʝʛʦ ʩʦʛʣʘʩʥʦ ʪʨʝʙʦʚʘʥʠʷʤ:  

 

ʆ ʞʠʟʥʠ é (ʰʨʠʬʪ Arial Black, ʨʘʟʤʝʨ 60, ʥʘʯʝʨʪʘʥʠʝ ɾ, 

ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ) 

 

ɺ ʨʘʟʜʝʣʝ ʊʝʢʩʪ ʩʣʘʡʜʘ ʥʘʧʠʰʠʪʝ ʩʣʝʜʫʶʱʠʡ ʪʝʢʩʪ ʠ 

ʦʪʬʦʨʤʘʪʠʨʫʡʪʝ ʝʛʦ ʩʦʛʣʘʩʥʦ ʪʨʝʙʦʚʘʥʠʷʤ: 

 

ʊʳ ʩʢʘʞʝʰʴ ʵʪʘ ʞʠʟʥʴ - ʦʜʥʦ ʤʛʥʦʚʝʥʴʝ. 

ɽʝ ʮʝʥʠ, ʚ ʥʝʡ ʯʝʨʧʘʡ ʚʜʦʭʥʦʚʝʥʴʝ. 

ʂʘʢ ʧʨʦʚʝʜʝʰʴ ʝʝ, ʪʘʢ ʠ ʧʨʦʡʜʝʪ, 

ʅʝ ʟʘʙʳʚʘʡ: ʦʥʘ ʪʚʦʝ ʪʚʦʨʝʥʴʝ. (ʰʨʠʬʪ Tahoma, ʨʘʟʤʝʨ 36, 

ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ) 
 

ʆʤʘʨ ʍʘʡʷʤ (ʰʨʠʬʪ Monotype Corsiva, ʨʘʟʤʝʨ 36, ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ 

ʧʨʘʚʦʤʫ ʢʨʘʶ) 

 

9. ʆʬʦʨʤʠʪʝ ʩʣʘʡʜ ʩʦʛʣʘʩʥʦ ʩʣʝʜʫʶʱʠʤ ʪʨʝʙʦʚʘʥʠʷʤ: 

 

ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʈʠʩʦʚʘʥʠʝ ʚʳʙʝʨʠʪʝ ʠʥʩʪʨʫʤʝʥʪ 

ʌʠʛʫʨʳ Ÿ ɻʦʨʠʟʦʥʪʘʣʴʥʳʡ ʩʚʠʪʦʢ. ʅʘʨʠʩʫʡʪʝ ʵʪʫ ʬʠʛʫʨʫ ʧʦʚʝʨʭ 

ʦʩʥʦʚʥʦʛʦ ʪʝʢʩʪʘ ʩʣʘʡʜʘ. 
 

ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʈʠʩʦʚʘʥʠʝ ʚʳʙʝʨʠʪʝ ʠʥʩʪʨʫʤʝʥʪ 

ʋʧʦʨʷʜʦʯʠʪʴ Ÿ ʅʘ ʟʘʜʥʠʡ ʧʣʘʥ. 
 

ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʈʠʩʦʚʘʥʠʝ ʚʳʙʝʨʠʪʝ ʠʥʩʪʨʫʤʝʥʪ 

ʕʢʩʧʨʝʩʩ-ʩʪʠʣʠ Ÿ ʉʣʘʙʳʡ ʵʬʬʝʢʪ ï ʟʦʣʦʪʠʩʪʳʡ, ɸʢʮʝʥʪ 4. 
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10. ɼʦʙʘʚʴʪʝ ʩʣʘʡʜ ʚ ʧʨʝʟʝʥʪʘʮʠʶ. 

ɼʣʷ ʵʪʦʛʦ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʉʣʘʡʜʳ ʚʳʙʝʨʠʪʝ 

ʠʥʩʪʨʫʤʝʥʪ ʉʦʟʜʘʪʴ ʩʣʘʡʜ Ÿ ɿʘʛʦʣʦʚʦʢ ʨʘʟʜʝʣʘ. 

11. ɺ ʨʘʟʜʝʣʝ ɿʘʛʦʣʦʚʦʢ ʩʣʘʡʜʘ ʥʘʧʠʰʠʪʝ ʩʣʝʜʫʶʱʠʡ ʪʝʢʩʪ ʠ 

ʦʪʬʦʨʤʘʪʠʨʫʡʪʝ ʝʛʦ ʩʦʛʣʘʩʥʦ ʪʨʝʙʦʚʘʥʠʷʤ:  

 

ʆ ʣʶʙʚʠ é (hʨʠʬʪ Arial Black, ʨʘʟʤʝʨ 60, ʥʘʯʝʨʪʘʥʠʝ ɾ, 

ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ) 

 

ɺ ʨʘʟʜʝʣʝ ʊʝʢʩʪ ʩʣʘʡʜʘ ʥʘʧʠʰʠʪʝ ʩʣʝʜʫʶʱʠʡ ʪʝʢʩʪ ʠ 

ʦʪʬʦʨʤʘʪʠʨʫʡʪʝ ʝʛʦ ʩʦʛʣʘʩʥʦ ʪʨʝʙʦʚʘʥʠʷʤ: 

 

ʃʶʙʦʚʴ ʩʠʣʴʥʝʝ ʩʤʝʨʪʠ ʠ ʩʪʨʘʭʘ ʩʤʝʨʪʠ. ʊʦʣʴʢʦ ʝʶ, ʪʦʣʴʢʦ 

ʣʶʙʦʚʴʶ ʜʝʨʞʠʪʩʷ ʠ ʜʚʠʞʝʪʩʷ ʞʠʟʥʴ. (ʰʨʠʬʪ Tahoma, ʨʘʟʤʝʨ 36, 

ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ) 
 

ʀ. ʊʫʨʛʝʥʝʚ (ʰʨʠʬʪ Monotype Corsiva, ʨʘʟʤʝʨ 36, ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ 

ʧʨʘʚʦʤʫ ʢʨʘʶ) 

 

12. ʆʬʦʨʤʠʪʝ ʩʣʘʡʜ ʩʦʛʣʘʩʥʦ ʩʣʝʜʫʶʱʠʤ ʪʨʝʙʦʚʘʥʠʷʤ: 

 

ʋʤʝʥʴʰʠʪʝ ʨʘʟʤʝʨʳ ʦʙʣʘʩʪʠ, ʛʜʝ 

ʥʘʧʠʩʘʥ ʪʝʢʩʪ ʩʣʘʡʜʘ. ɼʣʷ ʵʪʦʛʦ 

ʫʜʝʨʞʠʚʘʷ ʥʘʞʘʪʦʡ ʣʝʚʫʶ ʢʥʦʧʢʫ 

ʤʳʰʠ ʥʘ ʢʨʫʛʣʦʤ ʤʘʨʢʝʨʝ, 

ʨʘʩʧʦʣʦʞʝʥʥʦʤ ʚ ʩʝʨʝʜʠʥʝ ʩʧʨʘʚʘ, 

ʧʝʨʝʪʘʱʠʪʝ ʝʛʦ ʚʣʝʚʦ. 
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ɿʘʪʝʤ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʈʠʩʦʚʘʥʠʝ ʚʳʙʝʨʠʪʝ 

ʠʥʩʪʨʫʤʝʥʪ ʌʠʛʫʨʳ Ÿ ɺʝʨʪʠʢʘʣʴʥʳʡ ʩʚʠʪʦʢ. ʅʘʨʠʩʫʡʪʝ ʵʪʫ 

ʬʠʛʫʨʫ ʧʦʚʝʨʭ ʦʩʥʦʚʥʦʛʦ ʪʝʢʩʪʘ ʩʣʘʡʜʘ. 
 

ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʈʠʩʦʚʘʥʠʝ ʚʳʙʝʨʠʪʝ ʠʥʩʪʨʫʤʝʥʪ 

ʋʧʦʨʷʜʦʯʠʪʴ Ÿ ʅʘ ʟʘʜʥʠʡ ʧʣʘʥ. 
 

ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʈʠʩʦʚʘʥʠʝ ʚʳʙʝʨʠʪʝ ʠʥʩʪʨʫʤʝʥʪ 

ʕʢʩʧʨʝʩʩ-ʩʪʠʣʠ Ÿ ʉʣʘʙʳʡ ʵʬʬʝʢʪ ï ʟʦʣʦʪʠʩʪʳʡ, ɸʢʮʝʥʪ 4. 

ɼʦʙʘʚʴʪʝ ʜʚʝ ʬʠʛʫʨʳ çʉʝʨʜʮʝè ʥʘ ʩʣʘʡʜ, ʠʟʤʝʥʠʪʝ ʠʭ ʮʚʝʪ ʥʘ 

ʢʨʘʩʥʳʡ, ʧʨʠʤʝʥʠʪʝ ʵʬʬʝʢʪʳ ʦʪʨʘʞʝʥʠʷ.  

 

 

13. ɼʦʙʘʚʴʪʝ ʩʣʘʡʜ ʚ ʧʨʝʟʝʥʪʘʮʠʶ. 

ɼʣʷ ʵʪʦʛʦ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʉʣʘʡʜʳ ʚʳʙʝʨʠʪʝ 

ʠʥʩʪʨʫʤʝʥʪ ʉʦʟʜʘʪʴ ʩʣʘʡʜ Ÿ ɿʘʛʦʣʦʚʦʢ ʨʘʟʜʝʣʘ. 

14. ɺ ʨʘʟʜʝʣʝ ɿʘʛʦʣʦʚʦʢ ʩʣʘʡʜʘ ʥʘʧʠʰʠʪʝ ʩʣʝʜʫʶʱʠʡ ʪʝʢʩʪ ʠ 

ʦʪʬʦʨʤʘʪʠʨʫʡʪʝ ʝʛʦ ʩʦʛʣʘʩʥʦ ʪʨʝʙʦʚʘʥʠʷʤ:  

 

ʆ ʧʦʙʝʜʝ é (hʨʠʬʪ Arial Black, ʨʘʟʤʝʨ 60, ʥʘʯʝʨʪʘʥʠʝ ɾ, 

ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ) 

 

ɺ ʨʘʟʜʝʣʝ ʊʝʢʩʪ ʩʣʘʡʜʘ ʥʘʧʠʰʠʪʝ ʩʣʝʜʫʶʱʠʡ ʪʝʢʩʪ ʠ 

ʦʪʬʦʨʤʘʪʠʨʫʡʪʝ ʝʛʦ ʩʦʛʣʘʩʥʦ ʪʨʝʙʦʚʘʥʠʷʤ: 
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ʉʘʤʘʷ ʚʝʣʠʢʘʷ ʧʦʙʝʜʘ ï ʧʦʙʝʜʘ ʥʘʜ ʩʚʦʠʤ ʥʝʛʘʪʠʚʥʳʤ ʤʳʰʣʝʥʠʝʤ. 

(ʰʨʠʬʪ Tahoma, ʨʘʟʤʝʨ 36, ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ ʮʝʥʪʨʫ) 
 

ʉʦʢʨʘʪ (ʰʨʠʬʪ Monotype Corsiva, ʨʘʟʤʝʨ 36, ʚʳʨʘʚʥʠʚʘʥʠʝ ʧʦ 

ʧʨʘʚʦʤʫ ʢʨʘʶ) 

 

15. ʆʬʦʨʤʠʪʝ ʩʣʘʡʜ ʧʨʦʠʟʚʦʣʴʥʦ.  

 

ʅʘʧʨʠʤʝʨ: 

 

 

 

 

 

16. ʇʨʝʟʝʥʪʘʮʠʷ ʛʦʪʦʚʘ. ɼʣʷ ʝʝ ʧʦʢʘʟʘ ʠ ʧʨʦʩʤʦʪʨʘ ʥʘʞʤʠʪʝ ʥʘ 

ʢʣʘʚʠʘʪʫʨʝ ʢʥʦʧʢʫ F5. 

 

17. ʉʦʭʨʘʥʠʪʝ ʧʨʝʟʝʥʪʘʮʠʶ ʧʦʜ ʠʤʝʥʝʤ çʄʫʜʨʳʝ ʤʳʩʣʠè. 
 

ɼʣʷ ʵʪʦʛʦ ʚʳʧʦʣʥʠʪʝ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ: ʌʘʡʣ Ÿ ʉʦʭʨʘʥʠʪʴ ʢʘʢ 

Ÿ ʚʳʙʝʨʠʪʝ ʤʝʩʪʦ ʜʣʷ ʩʦʭʨʘʥʝʥʠʷ, ʥʘʧʨʠʤʝʨ, ʨʘʙʦʯʠʡ ʩʪʦʣ Ÿ ʚ ʧʦʣʝ 

ʠʤʷ ʬʘʡʣʘ ʚʚʝʜʠʪʝ ʄʫʜʨʳʝ ʤʳʩʣʠ Ÿ ʉʦʭʨʘʥʠʪʴ. 

 

ɺʂʃɸɼʂɸ ɺʉʊɸɺʂɸ 
 

ɻʨʫʧʧʘ ʉʣʘʡʜʳ ʩʦʜʝʨʞʠʪ ʪʦʣʴʢʦ 1 ʠʥʩʪʨʫʤʝʥʪ ʉʦʟʜʘʪʴ 

ʩʣʘʡʜ. ʕʪʦʪ ʠʥʩʪʨʫʤʝʥʪ ʪʘʢʞʝ ʥʘʭʦʜʠʪʩʷ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ 

ʚ ʛʨʫʧʧʝ ʉʣʘʡʜʳ.  

 

ɻʨʫʧʧʘ ʊʘʙʣʠʮʳ 

ɽʩʣʠ ʚʳ ʭʦʪʠʪʝ ʜʦʙʘʚʠʪʴ ʪʘʙʣʠʮʫ ʚ ʧʨʝʟʝʥʪʘʮʠʶ PowerPoint, ʚʳ 

ʤʦʞʝʪʝ ʩʜʝʣʘʪʴ ʵʪʦ ʥʝʩʢʦʣʴʢʠʤʠ ʩʧʦʩʦʙʘʤʠ. ʄʦʞʥʦ ʩʦʟʜʘʪʴ ʠ 

ʦʪʬʦʨʤʘʪʠʨʦʚʘʪʴ ʪʘʙʣʠʮʫ ʚ PowerPoint, ʩʢʦʧʠʨʦʚʘʪʴ ʪʘʙʣʠʮʫ ʠʟ 

Word, ʛʨʫʧʧʫ ʷʯʝʝʢ ʠʟ Excel ʠʣʠ ʚʩʪʘʚʠʪʴ ʣʠʩʪ Excel ʚ ʧʨʝʟʝʥʪʘʮʠʶ 

PowerPoint. 
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ʉʦʟʜʘʥʠʝ ʠ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʘʙʣʠʮʳ ʚ PowerPoint. 

 

1. ɺʳʙʝʨʠʪʝ ʩʣʘʡʜ, ʥʘ ʢʦʪʦʨʳʡ ʥʫʞʥʦ ʜʦʙʘʚʠʪʴ ʪʘʙʣʠʮʫ. 

2. ʅʘ ʚʢʣʘʜʢʝ ɺʩʪʘʚʢʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʊʘʙʣʠʮʘ. 

 
3. ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɺʩʪʘʚʢʘ ʪʘʙʣʠʮʳ ʚʳʧʦʣʥʠʪʝ ʦʜʥʦ ʠʟ 

ʫʢʘʟʘʥʥʳʭ ʥʠʞʝ ʜʝʡʩʪʚʠʡ. 

¶ ʉ ʧʦʤʦʱʴʶ ʤʳʰʠ ʟʘʜʘʡʪʝ ʥʫʞʥʦʝ ʢʦʣʠʯʝʩʪʚʦ ʩʪʨʦʢ ʠ 

ʩʪʦʣʙʮʦʚ. 

¶ ɺʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ɺʩʪʘʚʠʪʴ ʪʘʙʣʠʮʫ, ʘ ʟʘʪʝʤ ʟʘʧʦʣʥʠʪʝ ʧʦʣʷ 

ʏʠʩʣʦ ʩʪʦʣʙʮʦʚ ʠ ʏʠʩʣʦ ʩʪʨʦʢ. 

 
 

! ʏʪʦʙʳ ʙʳʩʪʨʦ ʜʦʙʘʚʠʪʴ ʩʪʨʦʢʫ ʚ ʢʦʥʮʝ ʪʘʙʣʠʮʳ, ʱʝʣʢʥʠʪʝ ʥʘ 

ʧʦʩʣʝʜʥʝʡ ʷʯʝʡʢʝ ʧʦʩʣʝʜʥʝʡ ʩʪʨʦʢʠ ʠ ʥʘʞʤʠʪʝ ʢʣʘʚʠʰʫ TAB . 

! ʏʪʦʙʳ ʜʦʙʘʚʠʪʴ ʩʪʨʦʢʠ ʠʣʠ ʩʪʦʣʙʮʳ, ʱʝʣʢʥʠʪʝ ʧʦ ̫ʯʝʡʢʝ 

ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ, ʘ ʟʘʪʝʤ ʥʘ ʤʠʥʠ-ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ 

ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɺʩʪʘʚʠʪʴ ʠ ʚʳʙʝʨʠʪʝ ʤʝʩʪʦ ʚʩʪʘʚʢʠ ʩʪʨʦʢʠ ʠʣʠ 

ʩʪʦʣʙʮʘ. 
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! ʏʪʦʙʳ ʫʜʘʣʠʪʴ ʩʪʨʦʢʠ ʠʣʠ ʩʪʦʣʙʮʳ, ʱʝʣʢʥʠʪʝ ʧʦ ̫ʯʝʡʢʝ ʧʨʘʚʦʡ 

ʢʥʦʧʢʦʡ ʤʳʰʠ, ʘ ʟʘʪʝʤ ʥʘ ʤʠʥʠ-ʧʘʥʝʣʠ ʠʥʩʪʨʫʤʝʥʪʦʚ ʥʘʞʤʠʪʝ 

ʢʥʦʧʢʫ ʋʜʘʣʠʪʴ ʠ ʚʳʙʝʨʠʪʝ ʥʫʞʥʳʡ ʚʘʨʠʘʥʪ. 

 

ʂʦʧʠʨʦʚʘʥʠʝ ʠ ʚʩʪʘʚʢʘ ʪʘʙʣʠʮʳ ʠʟ ʧʨʦʛʨʘʤʤʳ MS Word. 

 

1. ɺ ʧʨʠʣʦʞʝʥʠʠ Word ʱʝʣʢʥʠʪʝ ʧʦ ʪʘʙʣʠʮʝ, ʢʦʪʦʨʫʶ ʥʫʞʥʦ 

ʩʢʦʧʠʨʦʚʘʪʴ, ʘ ʟʘʪʝʤ ʥʘ ʚʢʣʘʜʢʝ ʄʘʢʝʪ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ 

ɺʳʜʝʣʠʪʴ ʠ ʚʳʙʝʨʠʪʝ ʢʦʤʘʥʜʫ ɺʳʜʝʣʠʪʴ ʪʘʙʣʠʮʫ. 

2. ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ɹʫʬʝʨ ʦʙʤʝʥʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ 

ʂʦʧʠʨʦʚʘʪʴ. 

3. ɺ ʧʨʝʟʝʥʪʘʮʠʠ PowerPoint ʚʳʙʝʨʠʪʝ ʩʣʘʡʜ, ʥʘ ʢʦʪʦʨʳʡ ʥʫʞʥʦ 

ʚʩʪʘʚʠʪʴ ʪʘʙʣʠʮʫ, ʘ ʟʘʪʝʤ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ɹʫʬʝʨ 

ʦʙʤʝʥʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɺʩʪʘʚʠʪʴ. 

 

ʂʦʧʠʨʦʚʘʥʠʝ ʠ ʚʩʪʘʚʢʘ ʛʨʫʧʧʳ ʷʯʝʝʢ ʠʟ ʧʨʦʛʨʘʤʤʳ MS Excel. 

 

1. ɺ ʧʨʠʣʦʞʝʥʠʠ MS Excel, ʱʝʣʢʥʠʪʝ ʣʝʚʫʶ ʚʝʨʭʥʶʶ ʷʯʝʡʢʫ 

ʛʨʫʧʧʳ, ʢʦʪʦʨʫʶ ʥʫʞʥʦ ʩʢʦʧʠʨʦʚʘʪʴ, ʘ ʟʘʪʝʤ ʧʝʨʝʪʘʱʠʪʝ 

ʫʢʘʟʘʪʝʣʴ, ʯʪʦʙʳ ʚʳʜʝʣʠʪʴ ʥʝʦʙʭʦʜʠʤʳʝ ʨʷʜʳ ʠ ʩʪʦʣʙʮʳ. 

2. ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ɹʫʬʝʨ ʦʙʤʝʥʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ 

ʂʦʧʠʨʦʚʘʪʴ. 

3. ɺ ʧʨʝʟʝʥʪʘʮʠʠ PowerPoint ʚʳʙʝʨʠʪʝ ʩʣʘʡʜ, ʥʘ ʢʦʪʦʨʳʡ ʥʫʞʥʦ 

ʚʩʪʘʚʠʪʴ ʛʨʫʧʧʫ ʷʯʝʝʢ, ʘ ʟʘʪʝʤ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ 

ɹʫʬʝʨ ʦʙʤʝʥʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɺʩʪʘʚʠʪʴ. 

 

ʂʘʢ ʪʦʣʴʢʦ ʚ ʧʨʝʟʝʥʪʘʮʠʶ ʙʫʜʝʪ ʜʦʙʘʚʣʝʥʘ ʪʘʙʣʠʮʘ (ʣʶʙʳʤ ʠʟ 

ʦʧʠʩʘʥʥʳʭ ʩʧʦʩʦʙʦʚ), ʧʦʷʚʠʪʩʷ ʚʢʣʘʜʢʘ ʈʘʙʦʪʘ ʩ ʪʘʙʣʠʮʘʤʠ. ʏʪʦʙʳ 

ʵʪʘ ʚʢʣʘʜʢʘ ʙʳʣʘ ʘʢʪʠʚʥʦʡ ʥʝʦʙʭʦʜʠʤʦ ʱʝʣʢʥʫʪʴ ʚ ʣʶʙʦʡ ʦʙʣʘʩʪʠ 

ʪʘʙʣʠʮʳ.   
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ɺʢʣʘʜʢʘ ʈʘʙʦʪʘ ʩ ʪʘʙʣʠʮʘʤʠ ʪʘʢʞʝ ʩʦʜʝʨʞʠʪ ʛʨʫʧʧʳ 

ʠʥʩʪʨʫʤʝʥʪʦʚ. 

ɻʨʫʧʧʘ ʇʘʨʘʤʝʪʨʳ ʩʪʠʣʝʡ ʪʘʙʣʠʮ 

 
 

ʉʪʨʦʢʘ ʟʘʛʦʣʦʚʢʘ ï ʵʪʦ ʚʝʨʭʥʷʷ ʩʪʨʦʢʘ ʪʘʙʣʠʮʳ, ʢʦʪʦʨʘʷ 

ʬʦʨʤʘʪʠʨʫʝʪʩʷ ʦʩʦʙʳʤ ʦʙʨʘʟʦʤ. ʅʘʣʠʯʠʝ ʠʣʠ ʦʪʩʫʪʩʪʚʠʝ ʛʘʣʦʯʢʠ ʚ 

ʧʦʣʝ ʉʪʨʦʢʘ ʟʘʛʦʣʦʚʢʘ ʩʧʦʩʦʙʩʪʚʫʝʪ ʦʪʦʙʨʘʞʝʥʠʶ ʠʣʠ ʩʢʨʳʪʠʶ 

ʩʪʨʦʢʠ ʟʘʛʦʣʦʚʢʘ ʚ ʪʘʙʣʠʮʝ. 
 

 

 

 

 

 

 

 

 

 

ʉʪʨʦʢʘ ʠʪʦʛʦʚ ï ɻ ʪʦ ʧʦʩʣʝʜʥʷʷ ʩʪʨʦʢʘ ʪʘʙʣʠʮʳ, ʢʦʪʦʨʘʷ ʤʦʞʝʪ ʙʳʪʴ 

ʦʪʬʦʨʤʘʪʠʨʦʚʘʥʘ ʦʩʦʙʳʤ ʦʙʨʘʟʦʤ ʧʨʠ ʥʘʣʠʯʠʠ ʛʘʣʦʯʢʠ ʚ ʧʦʣʝ 

ʉʪʨʦʢʘ ʠʪʦʛʦʚ. 

 
  

˭͎͍͊ͦͦͦ͟͡ ͙ͭ͊͋͡ͼ· 

˿ͭͪͦ͊͟ ͙͎͍ͭͦͦ 
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ʇʨʠ ʥʘʣʠʯʠʠ ʛʘʣʦʯʢʠ ʚ ʧʦʣʷʭ ʏʝʨʝʜʫʶʱʠʝʩʷ ʩʪʨʦʢʠ ʠʣʠ 

ʏʝʨʝʜʫʶʱʠʝʩʷ ʩʪʦʣʙʮʳ ʯʝʪʥʳʝ ʩʪʨʦʢʠ ʠʣʠ ʩʪʦʣʙʮʳ ʪʘʙʣʠʮʳ ʙʫʜʫʪ 

ʦʪʬʦʨʤʘʪʠʨʦʚʘʥʳ ʠʥʘʯʝ, ʯʝʤ ʥʝʯʝʪʥʳʝ. ʊʘʢʦʝ ʯʝʨʝʜʦʚʘʥʠʝ 

ʦʙʣʝʛʯʘʝʪ ʚʦʩʧʨʠʷʪʠʝ ʪʘʙʣʠʮʳ. 

 

 

ʇʨʠ ʥʘʣʠʯʠʠ ʛʘʣʦʯʢʠ ʚ ʧʦʣʷʭ ʇʝʨʚʳʡ ʩʪʦʣʙʝʮ ʠʣʠ ʇʦʩʣʝʜʥʠʡ 

ʩʪʦʣʙʝʮ ʢ 1 ʠʣʠ ʧʦʩʣʝʜʥʝʤʫ ʩʪʦʣʙʮʫ ʪʘʙʣʠʮʳ ʙʫʜʝʪ ʧʨʠʤʝʥʝʥʦ 

ʦʩʦʙʦʝ ʬʦʨʤʘʪʠʨʦʚʘʥʠʝ.  

 

 

  

ɻʨʫʧʧʘ ʉʪʠʣʠ ʪʘʙʣʠʮ 

ɺ ʢʘʞʜʦʤ ʩʪʠʣʝ ʠʩʧʦʣʴʟʫʶʪʩʷ ʫʥʠʢʘʣʴʥʳʝ ʢʦʤʙʠʥʘʮʠʠ ʛʨʘʥʠʮ ʠ 

ʟʘʣʠʚʢʘ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʚʥʝʰʥʝʛʦ ʚʠʜʘ ʪʘʙʣʠʮʳ.  

 

 

 

 

 

 

ʂʦʣʣʝʢʮʠʷ ʩʪʠʣʝʡ 

˽͔͍ͪ·͚ ͔ͫͭͦ͋͡ͼ ˽͔͙͚ͦͫ͒ͤ͡ ͔ͫͭͦ͋͡ͼ 








































































































