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ń 1đ�įµƆĜ¬	

ĞKƆĜ¬ƼƵmƓİįµÙƤ
Ƒ<Ƅny�ķ
ĞKįµ]k��
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k2ĪİƄnŌ����

l ŕ�ƌ*ŲŹƄn�
l Š¥ėEƄn�
�

ń 2đ�f§Ƃľ	

2.1	O¯ìƂľ	

ƆĜ¬ƼƵm�ů
ĞKÇİŀƬ
Ġrƙ×ƂľŉĨ
ĠrĞKěWƂľ�ƂľO¯9èÛƶĲİžŐƀ

ñ��
º�XË¿~°b�H��lBÏÉÎ���

l º�E����¹QUM45��º�E�
eMÌ��

l 7 �������¹W_Ão·º�mZ�3�
BNÃ�
eMÌ��

l ��¤�����¹W_Ão·º�mZ��£S�k©Â��§�*f
BNÃ�
eMÌ��
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l MÈµ�����·º���MMÈµ
eMÌ��

l �p������º�»¼�
eMÌ��

l �´¨]�����±Í��´¨]
NMÌ�
eMÌ��

l ��dZ���·º�@±Í���dZÉÎ�

l º�XË�����º�°����"�D�XË�

l ���������·º����*f�

Q���M4�M*fÌ��¡¥#sÆgTI�Mxq*f�Q0Lm���i�°����À�|w�

MÈµ��p���´¨]���



�������	

6	

	
	

2.2	f§ìƂľ	

���&%�����#%$���3���$�.��	
��3"$�'���
 ��� �!

�	
�
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ń 3đ��,ÁİƆĜ	

3.1	ŘƵģ�,ÁİƆĜ	

ƆĜ¬ƼƵ��ÇİŀƬ���,ÇİƆë	Ƙ<R�,ĬƳ
ƙ×ŽƆĜË�­İƂľ�ěWê)]k�	

Ɨơ³ğßţg.ÃoW_�º�
~�ƙ×�Ƃľ�r
½��-xq*fÅ�°PÄ��<+v��

	

	 	

ėÄ�ƶ�	�,�Ĕ�r
°�6Tj�$H�ĞK�Æ�,
ÍşÒƆĜ@ŞR�­ƂľơƳb�

�ăĕùĞK�Æ�,İż
ƁĽđ 4-2ŉĨƂľ�ƙ×ěWƆë
ƘŦƂľ�ƆĜİ@Ş£0�	
øì÷ì
�ă�,ƆĜ9èÛ5À�=İż
ĞK�Æ�,
+ù��İàƠ
Ɨ�ð7
k'ĞKgĚ


Ƣì�{5À
ÈŜĞKĸ�
}RƆĜŉĨ
���ƆĜİ�{�	
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ĕù�Æ9èÛİ�F
ŉĨw|�Á¯V�[&
æŽƆĜjşŠÇďƇz�	

3.2	�,İð7
ƙ×ê)�
ƗćƆĜ�+ý�îł	

ÇİŀƬ��ƆĜŉĨ��ì¯ê)�
ì¯Š¥xqİê)�
ē� 2018.10Ɨ�ê)�	

	
Ġrń 1đ�Ƙ< 2018.10Ɨ�ê)�	

ń 2đ�ĞK�,ÇİƆĜ	

	
	
ørĞK�Æ�,İð7
ƆĜƿŲ´<R 2018.10Ɨ�ê)���';Ś¨(ƆĜ�İð7�òý�îł�	
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�ă�,İð7ĕùƙ×ê)�
k'cś 5.8	ĽXĳ@ƆĜƘê)�	

	
	

ń 4đ�ŉĨÁİƂľ	

4.1	ŉĨƂľ�÷ìƂľ9èÛ5À	

�ăì¯Ƃľİð7
Ƃľ9èÛ�F�ŬŢÈŜ��é
ƱŪĞKƆĜ¬ƼƵ��ÇİŀƬ��ƂľŉĨ

�� 
Ġrƙ×
Ƙ<RƂľ6äĬƳ
ƢìŖƐƂľ9èÛ�	
ē�LŌ
ĆŇ	y�ŶŚ¨Ņ5À
��ŪHĸz	
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4.2	ŉĨƂľ�÷ÚƂľ�Ƴ	

�ăěWƂľİð7
¼ŵƙ×�Ƴ�
ƱŪĞKƆĜ¬ƼƵ��ÇİŀƬ��ƂľŉĨ�� 


Ġrƙ×ŖƐ
Ƙ<RƂľ6äĬƳ
ƙ×Š¥É��İ�Ģ
�,]k�	
ėÄ��Ģ�Ū� 2M
�Ģ�Ūô ��� �cİê)
tN+àĹ�,�ƃ�	
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4.3	ŉĨƂľ�ƙ×ěWƆë	

�ă�,Ɔëİð7
ĕùƙ×Ƃľ
ÈŜƙ×�ĳ@Ƃľ
ørĕùĞK�Æ�,�+JħŽƂľîĳ@

ƆĜİÂG
Ɨð7ƱŪÁÌXěWĳ@ƆĜ�kù�ĺƛ·Ƙ<ěWƆëĬƳ	

l ƆĜ¬ƼƵ��ÇİŀƬ��ƂľŉĨ��ĞK	ŉĨmƓİŊ� ��ěWƆë	

l ƆĜ¬ƼƵ��ÇİŀƬ��ƂľŉĨ��ĞK ��ěWƆë	
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k'ƙ×=ƙ
àƽ£0çĦ
�k'Ƒ<ƆĜqļ
�sąÐĳ@ƆĜ5À�	

4.4	ŉĨƂľ�@ƪ�ƱŪİƂľ	

ƆĜ¬ƼƵ��ÇİŀƬ��ƂľŉĨ��ĞKŉĨmƓİŊ� ��@ƪ	
]k@ƪŽƂľ
�ăÃƢìf§ŽƂľ
ƁžĴń�đ��2�f§ŽƂľ�	
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4.5	ŉĨƂľ�Ľư�ĳ@İƆĜ	

ƆĜ¬ƼƵ��ÇİŀƬ��ƂľŉĨ���­İƂľ��ĞKmƓİ ��Ƙ<ƂľŉĨ

ĬƳ��ƙ×Ē�ƆĜrƓİĽư
]k%ƂľơƳĽưŽƆĜ	

	
ùð7
ĽưİƉƥÞZ���ñõ
Ɓŝº�"
ÈŜMÚ��ęŮ|č²�ĂƜč²ÈC�č²	�Ż

���	
ĤQėÄİô
ƆĜPưİð7
+àĹÁƂľ¦Œù@ŞİƆĜ��ă��ƗơĽưƆĜİż
PưÙƤ

îç�	

4.6	ŉĨƂľ��ƆĜƘŦÝ«	

ƆĜ¬ƼƵ��ÇİŀƬ��ƂľŉĨ���­İƂľ��ĞKmƓİ ��ÖXĳ@ƆĜ


Rĳ­İ.ř]k�	
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4.7	ŉĨƂľ�PưƂľ	

�ăÃŪPư�ƱŪİƂľ
ƱŪ:ÒƂľ@ƪ
Ġr%ûf§İƂľơƳ
PưŽƂľ	
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4.8	ƍųƂľœ&#	

�ăƱŪƍųƂľœB�Ś¨
ƁƋƆĜ¬İŉĨwg¹Şō
vĶ1İĪÊqyŪƍųİĪÊq�ƍųÆ

V�r
ŽƂľİƂľ5À'dơƳİƆĜƟ=ƞƍųRìİĪÊq��ìĪÊR�#ŀƬ��ƂľŉĨyƆĜ

ŉĨơƳ +fħĳ@İƂľyƆĜ��	
�i�Q�º�ÇË�½��~'¬\�$��ª~�<1���½��¶�·½��m��(�~?�$

�m���

4.9	�pƂľŭƸ¾ðƨ	

	 	 	'�ƩƂ�3
ōŕŠXĩÆŽƩƂľËùŭƸİ¾ðƨ
��ËĹ�	
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�ăŚ¨ùĮƫ
ƆĜèēƏ�İÂG�
k'2Ī excelİŕűVş
Š¥Ęň���	

	

4.10	ƂľƆĜÏƣ�Ǝ	

Š¥�,İƂľ
Š¥ùþƯÏƣ�Ǝ��ăÃ�ƎB&#İƂľ
ƱŪyŉĨwŞō
Ü�ĳ­İ�Ǝþ

Ư�	

�
r�j;�F�Y��0¾À�9�����0¾À�9H�
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�

ń 5đ�ŉĨÁİƆĜ	

5.1	ƆĜŉĨ�6äƆĜ9èÛ	

ĞKƆĜ¬��ÇİŀƬ
ƙ×Ē�ƆĜmƓ
ù�Ń�İ�Ć 	

	

6äĳ@İ5À]k
ėÄİƫƹ ô�ă9èÛÁĕù�F�éİż
ƱŪŧǁ9èÛİ�	
ƆĜO¯9èÛƶĲİžŐƀñ���Q�$½��},�Ão�º��:�$½�Ð²¦nº�-xq*

f��i�°����|À�|w�MÈµ��p���´¨]�	�	
l E��������¹QUM45��½�E�
�Ì-xqÊ^MÈ�
eMÌ��

l 7 �������¹W_Ão·½�mZ�3�
BNÃ�
eMÌ��

l ��¤�����¹W_Ão·½�mZ��£S�k©Â��§�*f
BNÃ�
eMÌ��

l MÈµ�����¹M4·½�W_�MÈµ
eMÌ��

l �´¨]���·½���´¨]
eMÌ��

l ��dZ���·½����dZÉÎ�

l ���������·½����*f�

l /a®K���¹Ão·½��/a®K�
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5.2	ƆĜŉĨ��{5À	

�ă�,ƆĜİð7
9èÛ5À�F��é
ƗơƱŪRƆĜŉĨƵƳ
ĞK�{5À
�{ĳ@ƆĜİ

9èÛ5À�	

	
ėÄİôƆĜqļ�LŌ�ĆŇŏ�@Ƨźy�ŶŚ¨ƗIƶô»�ƶĲ�ƆĜàĹ�{5ÀƗĺÂG�
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rlŉĨwôîĖ�ĈŽƆĜİ�MŵMŵ�	

5.2	ƆĜŉĨ�Pưĳ@ƆĜ	

ĞKƆĜ¬��ÇİŀƬ
ƙ×Ē�ƆĜmƓ
ù�Pưİ�Ć 	

	

�ăŽƆĜ¦ŒěWRĄ�ƂľİÂG�
Ɓ:ÒƆĜ%ĳ@Ƃľ�Ľư
žū 4.4	ŉĨƂľ�Ľư�ĳ@
İƆĜ��Ġ+àƠÁŽƆĜ¦@ŞİƂľ��
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5.3	ƆĜŉĨ�ěW�ªê)	

	

ƆĜƍķÆV�r
�ª�Ć  J“�
ĞK�ª�Ć 	

ƙ×�<y!	

ŵ/z
»Ʒ� UTF-8Ŗķĉ²İ SRT�ªê)��Ġ +ƍķ�ƃz	�	

	
ƍķ�ƃİa~ ô	�ªê)�ô UTF-8Ŗķĉ²İ srt	
ƍÚŖķíĖ���	
ń�đ�ƙ�Ž�ªê)��ǀĆmƧ��Î°í²��Īŵ�—Î°Ž SRT�ªê)	
�ăƗơĕùŵ�—İż
ƁĞK	ƙ×ƿŲľ«
ÐRŵ�—]k�	
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ń�đ�ŵ�—¤�ů��ê)��i��
Ŗķh÷�	 UTF-8
4�]k�	

	
ń
đ�Ƣì�,]k�ƍķÆV�r
áåŽŭƸ
áå|m�ů+ù�­İ�ªģ—àĹ�	
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5.4	ěWB&ƂľİƆĜRÁŠ¥İƂľ	

ĞKáåÁÅAƊİƂľƆĜ
áå|�ƞù�ěWRƂľÙƤ	
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�ă�ƱŪ�İż
k'Ƙ<ƂľŉĨ��ŉĨ��Ľưĳ@İƆĜ]k�žū 4.4	ŉĨƂľ�Ľư�ĳ@

İƆĜ	

5.5	ƍųƆĜœ&#	

yƍųƂľŌ-
ƱŪ1ƋƆĜ¬İŉĨwg¹Şō
vĶ1İĪÊqyŪƍųİĪÊq�ƍųÆV�r


ŽƆĜ Jħ�ìĪÊq�İ�#ŀƬ��ƆĜŉĨơƳ��	
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5.6	ſPưƆĜİÂG	

�ăƆĜPưƉƔ 30�
Ɲ�1ôîĖŠ¥¿�ũPưİƆĜİ
Ɨð7ƖôƱŪŞōƆĜ¬ŉĨw�	
�i�8³FCJu�A«)R  � O2�½���

5.7	ĽXĳ@ƆĜƘ<ê)�	

.{`��y!P��Q�­¸S�½z	�

�

Ãoh°�=�±Í�Ão�=�

�

ÃoW_�y!P��­¸S�½z��6)R>B�
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ń 6đ�+w VIPVş$ő	

6.1	}ãŁVş	

+w VIP ÇİŀƬƵƳ+���}ãŁİƥÞ�ŽĪÊ�ƳũPưİƆĜ+4ĭ 30 ���ăſPưİż

Š¥k'�a]k�	

�

6.2	ƆĜ�ĈVş	

+w VIPk'Š¥�ĈŠ¥�,İƆĜ��ƼƵǀĆƲƕ�Ćİð7+Jħ�ÕŤ\
ĞKƆĜ�Ĉ]kƘ
<RƆĜ�ĈƵƳ�	

�
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�

6.3	ƂľdƆĜ�Ǝŷř	

Ɨ�ôé�ƂľËùƆĜƟk'�Ǝ�	

	

Ɨ�ôƂľDŷřƝ�ƆĜƱŪk�Ǝ�	

�

Ɨ�ô\�ƆĜŷřşt�Ǝ�	

�

�
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½�~GB 0¾�Ão~�

�Ft¢°r�0¾��lE�)R>B�

�

ń 7đ�©ūƫƹŰņ	

7.1	ƆĜ¬2Īâ0êĊ�Ǝ��	

ƆĜ¬ƼƵm�ů
 ù2Īƀñ�ƎƥÞz	
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7.2	ƂľƵƳèÛŕűąĴ	

	
1ŨĹŽƂľ?ùYuİƆĜèƣ	
2ŨĹŽƂľƵƳŸƫƣ	
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3ŨĹŽƂľËùƆĜİ¾ðƨ	
4ŨĹŽƆĜİðƨ	
5ŨĹŽƂľËùƆĜİ�ƮŸƫƣ�áåƣ		
6ŨĹŽƆĜİ�ƮŸƫƣ�áåƣ		

i�ƖùĞƈèyãťè
� 2İmƓ�ÔØy!ůó�Ć	 	 	

7.4	�#ƄnƂľƆĜèÛąĴ	

ƆĜ¬ƼƵ
õĹŽĪÊ�,İËùƂľèƣyƆĜèƣ
ĞKĳ­è�
Ƙ<RÇİŀƬİƂľŉĨĬƳ

yƆĜƆĜĬƳ	

	

7.5	�#èÛŕűƵƳ	

ÙġðƬïú
k'ąĴŠ¥İƆĜyƂľ¯ŷÂG
'rŽVş+ƚđ�{�	
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ń 8đ�±©ƫƹ�ÓƦ	Űņ	

�ăƆĜ¬2ĪƔľ�ù±©ÂG
ƁdðeƻƆĜ¬ŉĨw
ŵ¹ŪÉ�z�	

8.1	�,İð7Ƙ®ÿ�XÈJħŎÿÓƦ�ĕõĹ ¦�,�ymƓİ


	�

	

ƗĺÂGðùfĩ
ø�İƫƹJ�ŘŔİ�Ŀ��Ƴ
ĤQôŭƸ��ƉƔ 1Gİð7�	
¯ŴíĖ�	
l ×úƢ,��
�èÂG�
ń�Ď�, ��	
l Īĉ²£^_��ŭƸ
ø�İ���	 500M¤m
ŭƸ��œU
īƳƅƣ�¸Č�	
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8.2	ƆĜ�,�Ĕ'r
àĹƍķ�ƃ	

JħƗĺÂG
¸��ƞLa~ô	ōŕƫƹ	
Ɨð7
ƱŪ8�đ	
1� ċąŽŭƸ
ôtĵİĕùƫƹ
Īáå|áåŭƸĘŻ���ßţ QQ¶ƴÈŜöƺ¶ƴ	�	

l ĴĴştĐ©õĹŽŭƸİðƨ	
l ĤQ@ėŭƸİr[ƞLştĐ©áå	

2� �ăŭƸĕùƫƹ
ƁƢì�,�Ď
�šÂG�
ń�Ď�,ƍķ Đ©��	

8.3	ƆĜáåİð7
ƨðƬƾ¡ĥ½	

JħƗĺÂG
¸��ƞLa~ô	ƆĜ¬rlŠƌİƫƹ
ƁdðŞōƆĜ¬ŉĨw�	

	

8.4	áå PPT=¡İð7
�ĝ¡İƫƹ	

ô~� pptƿŲİ��ēƏ�İŗæ	
4:3İ pptƿŲô	 25.4`ŋ�
19.05`ŋƽ	
16:9İ pptƿŲô 25.4`ŋ�
14.29`ŋƽ	
k'ŷřÆ	��İ�yƽ ��	
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�16:9	LƒĦ 1920*1080		 	 	 	 	 	 	 	 	 	 	 	 	�4:3	LƒĦ 1600*1200		
�ăƱŪ�SB&İLƒĦ
Ɓcś���İíĖŷřÁİ pptƵƳ��	

�
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