SEHH A H R A A

RS

R SR - Em B HFHE - HEE - WE -~ Y
&= FeEEAEE - DEEE 1 AR E S

© HEEE

© HEEANEREER  IAREREAE  HERREAEY
HERE - HEE N EBZEUAE > Hi AMNEEREESR

» ARFBEM R SOEE - MEEMAERTFEH - 8o0ET
AR EF T EE IR Ry o th S0 DO AHHARES 14 585 » 33
F-LL Times New Roman 14 555 Fy~2 - HHEE ABEEEH A 2 444
AT EH ~ BET > WEER I ERFHEE NS

AN EEEE AL SAERTRI o DU RS e
H ~ BET 5 MESFEAREE - BiIHE - B as S A1 # B FE(E
IERGHOCEER - ARG e ~ BET -

~ AR OGS ER N BTTEEM S A TSR NS » 5ER T
RN AT -

v RERNENY - ERARNES  MCAHERTE REE

 SEHHATRIERS IR RATH BB H 2 N » A5 DR U
HYE - TR PHEE -

s HHEE A\ FEHE AR e ATE ~ ID ~ (EEATECE AT BIEE AR
AN~ PR - B WEEE R NG - HEINEHAE]
Z ST 0 BEIN TR ATIIEE R 44 o B - S5 XXX By
AMRATE ~ HiE XXX ARAFE - B S SR XXX AF
HE o REMIE N E] 2 o4 - SBNSRMATIIE: " OKRERS
3 HABMIE AT 2 oA o BN AEATIIEE T AR
P& AT 2 RoAT - BN SRRTIIEE TR -

1



ID AL > FHFFEE A S TSRS
(MMBAREE AN > FEEERES 5680wt -
(DARARBIAE] ~ FEEN ~ R ~ 8450 SER G — 4Rt
(FO8EmSE ) -

(SARANELN - A EE—dmea e -

£t AZUHFEAR FETHEIICFER - ARSEAE AT
ERERUN - e e T — ANREZEZEN - AR EE
> DUR—IE FHEE N R IEAZ IR ZE N -

J\ -~ HEE ANGEIA ) ZS NSO e fi LIBSCE R RIR » WE5EIK
BRZ - BARNZ I EDPELER] - ek THES

Ju~ BN (BIH) BREREEMDERE  H82FRT
TEEL FEUHERA S e N — 2 - BB ECAERE » B AR [E
fir o B30 = FREH - ks "~ %8y T REH  FKBH Mona
Rudao » #:/5 " F ,~ %45 " KB Mona Rudao , ; BH3&EE » 4
RyZe g T~ Ry T ENEE | BB Mona Rudao 0 #
FyZe{E T4~ %Ry T SEH0E 2 Mona Rudao |
+ -~ HHHAEZREAAN - HIEES Y - Bl > KB ID fEEHE
fRfr > SN ID IS4 —4maa s nles » IR Z 80 > &5
TTERSIRTIES -
+— HEEAZEREAE > FEESREALERLEETE WEHEH
BEE - A E TR S AT B H B SR
55 PINEFETEE TR - BRI A EE Fo A E
TR B AREAR - BETHRFIRTES (R518E 3
N e HEBEENATRERERIAE  SUAMIKREEFES
(EOUES -

T FEBEEMGEEMERSE R S EHBEIE TSN SR

2



50 WEEAAREH - EEHRAEHT - IS -
+= - HEATREMEES SIS T RE S S IR
50 ARFPEEEC 2B EZ i) ~ HHEEH - HHEEEIE -
(—REFELS 28 fREE | TH X RELfE > FEHIAELE
B st L AR AR S B — RO A BB 2 HEE H K
ZPREEE 2 BZ eI - HE R T 5 B S0 (A
PR B PREE) -
(COREFELS 30 REE | T X RE L > [EREAR 2
ZEIZR R ERE - WEIAEREE HEH KR
5% o
00~ FHEEA T IRE S B B SRS S R D R TS 7 =
it S B A ETE VR T3y U it (B B I
A AR E R T FIE R -
(HZHBERBHASE  FKFEE  HEH - B
Z 5% ~ BlANR BRI - 7S -
B
[V IUE TRt 07 S (SRS © (BB D B TSe st
B (B R AR
VIEA [ fcRrakan : Bk E - ERh2E%% - BN R sH SRR - FFE0S ]
1. 20XX £ XX H XX H 5 20XX-XXXXXX 5 2855 ; AXCX
(O)ZHER RS > FHRFEEs - HaEH ~ Hil
B
V VB TR 7 S BB MESE SO I © (B e e BT 5e 5 b
B (B R AR
VIERER : [3AfkPpasat « BshH ~ HEESE ]
1. 20XX £ XX H XX H  10-20XX-XXXXXXX



(COZHERE HFERE > FRFEE  HEH - HiE
Kok~ B AN EE BEAE R - fFHES -
40 -
[V IUE TR 7 S (BRSSO © (B e D BT Se st
B R R A TE DR
VR« Cstficreatat - BishE ~ EHSHEEYE - BV BRI - 77HES )
L20XX £ XX H XX H 7 XX/XXX, XXX 5 8 5 0101
+ F - HEEBNAEVIMRER AR 2 25 BHER] - SR
BIAL | ERAAEY R AR - TR E S0 HF F
ST R T AR LN By )52 > MM E BT 0 TEEEAE A
T - T 0 H B R SRS . AR AT R B
TS - WIEEARS MR - A
IR0 o
+ 75~ [E—HEE AU EIBICE - 7AE B 73 51 B EF S B BR R U
FIFE FER B EF [EIHE AR S B R R A R R S FR B 2
BHEEALEHZHEET -
£~ HEEHENRE - B2 3500 TE -
+ /)~ HEEEREEHE M RS - e EE R EE
STAE 50 HLAN  HHEE SR E 55 KIE A HE 10 AN
o BEEETE 7000 TT 5 OKIEEME 10 TEE > FIEIICHT
2 800 7T S - SRS - A EAHE K E A 50
B & 50 ENCETERE 500 T - AR 50 HE > BL SO
Het -
L~ FHEEEARMESGR B F - Bl 2 BFEEE A
RS A\ k34 BT ~ S5 A\ R B RIS
& R FREE R E TS 800 T ¢
Z+ - HEE AAERARNT OO EE ~ sRAAE - B R SRR R fE =

4



H o TR ~ BREE - BRI - BB G
B8 FHER BRI HEE] 2 55 > KIAR fE =UE# -

S s BB BEMLSNIA A TIREE B TN AL
AT R H 8 — WP I8 B Z AP SR S 4
2o RSNSOI SR E - EE A sEE K fE
NZHE -

s W R ek R AR Il M B ZE AT SR TR LN A ED
A FE Ry Sk BT A BE 28 18 > 55 R Sk LR IlT 73
FESE R E B

= R AERERENEZES RN -

2~ BOHERZ S SRS - HHEE BN E A E R
— ~ SFEHECN > fE S - BREHEE - 5 B EE B E (8 A 1R RS 3
Bes > A HERETEH - BIUEY > WLLEETT
FEEI By 2 - B RIE X BREER B E R
frdmeE s > MEUZEXLEFER D REHFNFEAEE
PRBA S H N Z Y G A B A RSN % -
T BB - SRHE - FEEMNEE o HkE
ERALHER  BER 29.7cm > EE B 21 cm - 5L
e 149t  EXX\EE HAEERZ BH
JENTUESRYE 2 A 22Ed > AEME - SREE -
R BEMNEGEESE >y HBEIIESE | HERT RS -
- HBHEN R REE - FEENEGE - B
B B EE AR g 2 SO AN E R Bl iR R 2 SO
BT OR o HEE NBCHUE AN WA 4R 55 A R B 5E 2 0
HE o EREINFRENEHAILTA -
o~ o EEERUHEHREE 2 NE o DL Ak g R
Z M~ R R FEE A R FER R AR -

5

1]



AN

FE DAE#E 250 FRIFEAT AEERAE - ERR
i REBURN AR Z LR - MEA G EETEE
EHEE - A0A J o - 55 1% o0 I EE -

+ fEEUERIE - B 1 B Ae U R 5% 5% I Bl oz [l X

R UFRIE - WA HH RS > BEILER I - &
REZ BRI R E B - FE0H -

A EERSESER > DIER TN ZEE 4 L8

Z MR A8 4w R F BEFT > 40 [0001] - [0002) -~ [
0003) - - DIBHWES AIE — % - Ho [EEHE
st ) K [FF9Ran Bl ] “THE A S DL — BB R 9% B 2 (
EErSEA) AR TH ZRHFEEOERCH
BRGS0 BEOCEEITE R R 0 #— X " Enter
J 8 BITTEEN MR E LN —EETEmIE i T
Shift ; + " Enter< ;> E0#{T > A HEELT @
LYEMmR o Bl > EETT [EAEEREY F o K8
5B HER BN ZE SR T — TGS
» FEHF AT T Shift y + " Enter< ; B AT A & 72 £
B ARk -

- B E ER A 100 Beliy 0 [0100) PAEMYE S ok &

k(00100 Afrdmtls - BEHFE5 AR (E FHAY WORD
A Ky 2003-2007 s 2010 fl > o3 Bl 25 K5 B 7% 4w 5%
B E P E TR E Bosdm gt 0 BRI R{E & [0100] U
L 4w 5 o (N FRE P55 24 5 g uh /A /5 F] H 35
RIBEHFHARM) -

At OHE o FE AR s S O A~ RO S I~ S H Rl
AR - BEAREESRNH  "HiE 5 - FEE
HREHZHEE L HM G ARER/FRES > HAHAM

6



+1m -

HAER > FFRNHEEFNESH 2 MM EN -

- BT AATE o JE RO HH S A Y I E S B L RS o 40 W)

2k HEWAR T A E S BRI HE - BUEED
#w WA TEREE ) F o FRE > NE
HE -

s Rl > FERC Sk A SR H AT B E R e Y B ARG

flr<isk - G40 - BfTEE R BRI R > AlEcE s TR
S BAR —EETE > THE - EETHEERRE -
ARSI AR EETEE R RE o EHEEEN %

W R BRRIME S - AR BEAE ZBlr s - (B7HRCHGZ 3%

HA P 8% BT s -

* JERIRONT - FEECHK A a5 AFTR1Z JeRisdiT » 2die il
T B A A A Se Aoy tP A R BB - BLak N
i AT RE 5 | 21Ce% S HUFOT SRR Z 44 > WS R ik aZ e i 2
MHBA T PUR B B a5 BR ] 2 S HA L S T i 2 ]
%o WHRLUEITRE ~ A - HIIEL (BN ]
st B TP FTRC Ak Y SC TR FE B 2 L H AT = B Ay ek
PR -

BN FERCHEEEIFTAEE R R ~ BRI R R T
B S BRI AIsc il Z D3 - BERS S HIN AN - JELIGR &I
T ACEGZ —THN A ) = Z R R (% > MHmL R ~ 152
- e I = oy VRS -

+ [EFUREERERE] > AEEE o LRI 2 SCFHRIE U B3R

1]~ [fE 2] ~ [fE] 3)3Ek(EF 1 &) ~ (56 2 &) ~ (56 3 E]FE
Frar HIE = e o s e

Bt 5= JRAI EFERCHE—(E L B BT SRR R
AU HEE o ATl 2 BRI (E 3% S W PR il ik

7



+7i

AN

H B RIS B EERAYIE LT » BIRER AR
o B SEEAMY A > WO DAE I © SUa 0 B R iR s
) JESFANECECEL A IS8 5 SRR SR EER B E
7 HAM LT ST o B 2 S B B S TR 5 T A il
RHEU I PR TR A IR i B S e A RO - IS
DLEHB] (examples) 57207 3 AEIZE » ESRERIILER
B -

FrofEnte - AEE - ERE SRS SRIET Y HE = 322
TP AR A 5 e =5 - s TR T o
siAEATE (A CRE 2 AR ) ~ [FFaksRiA) > &
DU TR SR o #&5REEST » AR FIP B 9RO PR RT5%
RS BN - 10:EEhEEE - 12: 25 » HRFSE R
FEEFEBRAHPETIT - B iE B —(ERFREE—
TEER RS T Ry R R AN E 75 BTk S e — TR BH 2 3
Ko RS E N SRR ERENE » H 2Rk
s LI SR () B I SR (&R - a0 © 10,11,12: 288
HEEEC 10~12:HEHEE -

© BRHEAEEYMNE TS SRS R AT

A H R A A oehls - FRER T B My 2 IR Y
SNEFIFRRIERAT ~ B H R Ao

N G Vil (S (I 4 [l s sk & ey Rl R R =

BERENFEEREERE A EELE L FPPIFR Lfeta
FEFFZETELR -

FHEEELHI & - (5L —THDL B ITIEROR » N - 155
—IHDLEZIS B - I ~ BRI - e DAHRITBE (R > iR
FPLL (552K 1]~ [55°K3E 2]~ [F53K7H 3] S8 dmiiik
Bl o Bam KIEMELIAAME ~ R 2 7 EoH, - HoZH Rl ==

8



FITsCFs -

T~ W SRHE - R A EE Bl R R A2
o B B2 TRRE DAL EGERUEM RSB N2

=y Z I AT A Ty R T S TRANER - AR DL TR

BlE 7 AR iR IR R 2305 - 15 DU R B - BUE

F U - E AR R R e AR 2R B RTINES =

LI¥ i/ B > flan © seAHlE ~ sEkE - ikt
» iR e ~ S ERSORIEEE 2 -

o EE EsEERE (BT EE U T rEERS (E 1] - (E

2]~ [ 3] ZF=k (28 118 ]~ (55 2 &1~ (5 3 [&] FIER
RPN Z ThSCESR ) R frak (HAPT R BB IEERSE - &
SCTTSRATH 2 5 (RS ACEE - ZRHAMENILAE T & Al - A
I P2 [F] 5 oo A B ] o [R] g o B PR (R — 1355 )
> PROVEEECAN - AMERCEEARR S T -

B~ HRAEEIASC:

_— N

/g -

BRERBAZ  ERITEES 16 -

RS A S BRI EE - SE el BRI 1 0 -
* MREFAIESS 28 15R5F 1 TAMUE ER(BS S MR i 2 (Bt

H 1% 16 & A PARIHE e RIS R IEA 1 1 -
WA f& BB e RE AR 28 2 2 B o sl [ 5L 8 5 A ey B 2 B
FIZ %R O = (RIS SU F R TACf  HHEE A
ZEBSRERR 16 AN - (A4 IR TSR ik (&
SeREREHASC I AR ISR 2 A [E o7 lEERD

(—) HA:HEEH - FEEES - BN - FHS

() #E - B H - e

(=) =B HEEH - FEEES - BN - FHS
AR B TR e AR A TR ch (B Je g sg IS > A 7RI (&

9



SERERERASCAR © M RIS AP Bt (U B B 28 FR ah 5%
AEREERENHHAZRE  ERARREISE R
HSCHFETAES - ABRHBATREE A > PRI 2 (8 H A #IEERE
FRB BB E HEE TR > SUt AR B ES I S JEHA
R IEBCRRAE » LR AR PR MBS B S
~ B NN DAAR R RE 2 B8 - A 124 18 MEE S8 HA S 74 1 P A B
TEAAMERTE » RIS i A (B SR A SR IEA - B4 THE(E
LR R (DVD)fREE -
(AREEE A 2 BRI S BB TR AR
1AM SR A BB R I 3% 2 (B et sS I S LR (DVD) 2 &
FHE -
2. HMNE A R B A A LA 4R A% 3 (B S I S B 1 -
3. DN A S R AL 38 2 AR A B RES B S B AT 1R
WEUEZ BTAE - AURIRHRES - EERIESR JPG ~ TIF
* GIF 2¢ BMP f§% - fmitif@ & 300x300DPI BA | » FH&
DfiER A4 HAFIENFSEC - oIR8 - B R & R4 PDF &
& o GBI SRR e F 1 (EREZE -
(DA EATI A B SRS I S T 2 [MERE ] DVD
B B2 R ] Ry d NER B R SR B AR A X 3 (B S MR A S
DVD iR g8 5 BiRTafi(—)2 ~ 3 Bk
DVD JERER - SRR 2 - SR aZ EE
B > 551 2 (DA b 2 (B SRS B S B T RE SR A [E —
FOEHE o SeHER FIERFEARTA (B RER R R 255 -
~ HEE A DUA S5 #0082 18 5 ME 58 BF S 4 88 -l R B B T AN AR
TR EAESIUREAS  ERREE L - WS
B~ BB HAFETRHOLER) RAFHE
FiT i 1% 2 PDF % F A5 1 1E A AH[E)

10



€

AN

AVIRDREA AR R 2 SR FREE 28 R HEEH R 4
(& H Pea BB H R 16 (8 H Ptk T8 I B g ]
B ZE I

HH 3R A\ FH R AT EAE B R B A 11 B R U Z Bl har i+
e > AIEZEENEEEFF - RAERRE IR
TR Z SRR AT Eﬁuﬁiﬁzlﬁﬁﬂﬁuﬁ REFITZ
SMEE HA (104 45 6 H 18 HEL) ~ 2B (106 45 12 H 1 HiE
) SeEE] (10949 H 1 Hi#E) -

11



