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½�Äid 

 
�Y ¥Y|ÅY ¸�YÊ ��Z´¿ �Å Za½ZË�Ä»Z¿ ÃÁÔ� �] �Z�|Àf�»É Zf¿lË Ä¸�Zu Á ÆeÌÈ �^À» Á  m�»Ê�dÆm 
ZÅ�Z¯É eMÊ »Ê�½YÂe Ä] ZÀ�M ½{Â¼¿ Ân�¿Y{ Ä] Âv¿Ç �ÀeºÌ Á ��Z´¿ ®Ë hv^» ¼¸�Ê�Ã�Z�Y {Â¼¿. Z��dË ®Ë 

�ÌÃÂ�»Z¿È ½Z�°Ë �Y \¿Zm Ân�¿Y{½ZË \mÂ» Y{ZnË ´ÀÅZ¼ÅÊ ]¾Ì Za½ZË�Ä»Z¿�ZÅ |ÅYÂy {Â] Ä¯ �{ Y¾Ë Zf�Y� 
¶¼ ·Y�Âf�{ ÄWY�Y� Ä�Â]�» »Ê�{{�³.�� Ä]� ÄmÂe� Z]¼ÅYdÌ ½Z�°Ë�� ½{Â]Á|e¾Ë Za½ZË�Ä»Z¿�ÉZÅ �ZÀ��Z¯Ê�� Á�Ä]

�Â�À» ÅZ³MÊ Ân�¿Y{½ZË�� Z]Âv¿Ç ��Z´¿� ,�Á��É d�Y Ân�¿Y{½ZË cZ°¿ �\·Z«� �{� Ã|��k�|À»ÄWY�Y�Ã|���Y�
¹Z´ÀÅ �ÀeºÌ Za½ZË�Ä»Z¿ Z��dË ¯|ÀÀ.  

�¾f»°qÃ|Ì��º¸«�Z] Nazanin 13��Ä¼¸¯�Á»Ã|Ì°q«���{·ÁY¾Ì��º¸«�Z]��yNazanin 13 Bold �µÁY��{
{Â��k�{���� .°qÃ|Ì��¥|Å�¶»Z�¬veªÌ��Á��,¬veªÌ��ÁZf¿lË d�{�Ä]����fz»��Â��Ä]�Ã|»M»Ê�|�Z]��ÁZ]|Ë�

�¶«Y|u����|�Z]��]ZÀ»�Á�¶°��,µÂ»�§��¯}�½Á|]�Äv¨��®Ë��j¯Y|u�Á�Ä¼¸¯.  
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 µÁY�¶�§  
�Ä»|¬»  

Ân�¿Y{½ZË �Á{Ç �ZÀ��Z¯Ê �|ÀÆ»Ê ¿Á�f°·Y®Ì »Ê�d�ËZ] � |uYÁ Ã�Á�a |À¿Y�~´] Ä¯ Y¾Ë �Z¯ 

�dvef��a��Ê Ê°Ë �Y eZ�Y|Ì ÃÁ�³ Ä¯ �]�ZÀ] «Ô�È Ân�¿Y{ Ä] »�ÄÀÌ�ÉZÅ ¬veÊeZ¬Ì eZ�Y|Ì �z�» 

»Ê�{{�³, c�Â� »Ê�{�Ë~a .�µÂ���{¼°e¶Ì��Ã�Á�a�ZÀ��Z¯Ê�Á��Á��Z]�Ân�¿Y{�,Âv¿Ç ¬veªÌ�,Y�mYÉ�
� ,Ã�Á�aÁ|e¾Ë����Z´¿�Á®Ë��¶»Z¯���Y�³a½Â»Y�Ì ¬vecZ¬Ì��Á·Z §dÌ�ÉZÅ���{�Á�Äf§�³�c�Â�ZÆ¿dË 

WY�YÈ�� ZÀ�M� ½M»Ê�{{�³ .� µZu� ÃZ§��dÆmÂn�¿Y{½ZË� ,Y¾Ë�� ¥|Å� Z]� ¶¼ ·Y�Âf�{WY�YÈ��Ä�Â¼n»� �»Zm
�~yY� �{�{ÂmÂ»��]YÂ�®Ë�� ,Ã�Á�aÂv¿Ç ¼°e¶Ì� ,Á|e¾Ë� ,WY�YÈ�� Á�Ân�¿Y{���Âe�½M��YÊ]ZË����Âe�½M

eZ�Y|Ì��ÄWY�Y»Ê�{{�³ .�Y Zn¿M Ä¯����Z´¿Za½ZË�Ä»Z¿ Ê°Ë���Y�z]�ZÅÉ ¸�YÊ��ºÆ»�Á¼°e¶Ì �Á�aÇ �Á{Ç 
�ZÀ��Z¯Ê��Á�d�YÁ|e¾Ë��[Âq�ZÆq�Á�\·Z«��{�½M e¾ÌÌ�Ã|����Y¼ÅYdÌ ÓZ]ÊË��{Ây�,d�Y��Y{�Ây�]

Y¾Ë���{�¶¼ ·Y�Âf�{\·Z« ®Ë �Á�aÇ �ZÀ��Z¯Ê ÆeÄÌ��Á�d�Y�Ã|�Ân�¿Y{½ZË »Ê�|À¿YÂe��½M��Z�Y��]
ZaË½Z�»Z¿È�|ÀÀ¯� Ã{Z»M� Y�� {Ây .� Ä]� Ä»Y{Y� �{eZ°¿Ê�� Ä]� �mY�Ã{Z»M��Z�É�� µÂ�§Za½ZË�Ä»Z¿�� ÁÀr¼Å¾Ì 

¶�§�ZÅÉ ¸�YÊ ÄWY�Y�Ã|����{Y¾Ë��Ã�Z�Y�¶¼ ·Y�Âf�{»Ê�{{�³.  



� 

 

 

�-�- Âv¿Ç�½ZËZa�¾ËÁ|e�Ä»Z¿  

¾f» Za½ZË�Ä»Z¿ ¶»Z� |Àq ¶�§ »Ê�|�Z] Ä¯ �Å ¶�§ Y� »Ê�½YÂe Z] ®Ë a�Zf¨´�Ì ÃZeÂ¯ �Z£M Á �Z]
®Ë f¿ÄnÌ�É�Ì³ ��fz» Ä] ¹Z¼eY |¿Z�� .¶�§ µÁY, ¶�§ Ä»|¬» d�Y Ä¯ ¶»Z� ¼ÅYdÌ ��Â�Â»
¬veªÌ, ¥|Å�ZÅÉ {�Â» ��¿ Za½ZË�Ä»Z¿ Á �Á�» ¶�§�ZÅÉ Za½ZË�Ä»Z¿ »Ê�|�Z]. �{ ¶�§�ÉZÅ | ]É ZÀ] �] 

��¿ Ân�¿Y{ Á Pe|ÌË {Zf�Y Z¼ÀÅY� ¦¸fz»�\·Z�» Za½ZË�Ä»Z¿ ½Z»�Z��|À]É »Ê�{Â� .½YÂÀ��Ä]��¶�§�µZj»
�Ä»|¬»��Y�| ]»Ê�|¿YÂe Ä] �Á�» ZÅ�Z¯É ¹Zn¿Y�Ã|���Áad§��Ì�ÉZÅ Äf§�³�c�Â����{»�ÌÀÈ��{�Â»¬veªÌ�

��Z�fyY|]ZË .�½{Â]���fz»�c�Â���{Y¾Ë��Y��½M�\·Z�»�,d¼�«»Ê�½YÂe�{Y{�µZ¬f¿Y�Ä»|¬»�Ä] .¶�§ 

�yM Ä] ]½ZÌ��lËZf¿d�{�Ä] Ã|»M �ÁaZÅ{ZÆÀ�Ì Y�]É ¹Zn¿Y ZÅ�Z¯É eMÊ �Z�fyY »Ê�|]ZË.  

�-� - ¶�§��Á�»��ÉZÅZaË½Z�Ä»Z¿  

¶�§�ZÅÉ ÄWY�Y�Ã|��»Y{Y��{È Y¾Ë��Ä]�¶¼ ·Y�Âf�{Y¾Ë�¹Á{�¶�§��{�-|Àf�Å�s��, ¶¼ ·Y�Âf�{�ZÅÉ�
� Ä]� �Â]�»ÆeÄÌ����Z´¿� ÁZa½ZË�Ä»Z¿�� ÄWY�Y»Ê�{{�³ .� �{Y¾Ë�� ¶�§Âv¿Ç Äv¨��|À]É��Á� Ã�Á�a���Y�³

Àr¼Å¾Ì��Á�[Âq�ZÆq\·Z« ÆeÌÈ��½M�ÂetÌ�� Ã{Y{»Ê�{Â� .¹Â��¶�§��{,��Ä�Â¼n»¿YÂ«¾Ì��Ä]��Â]�»
�,Ã�Á�a�|uYÁ�~yY½Z»��|À]É��,~yY��{�¹�Ó¼°e¶Ì �ÁWY�YÈ��Á�½MÀr¼Å¾Ì Âv¿Ç ��YÊ]ZË Za½ZË�Ä»Z¿ §� »Ê 

»Ê�{Â� .¹�ZÆq�¶�§��{,�½ZËZa���Z´¿��Á��¹�¿��{�Ä»Z¿���Y�§YWORD��Ã|��Ã{Y{�tÌ�ÂeÊ»�{Â�.  
  



 
 

 

 ¹Á{�¶�§  
½ZËZa�¾ËÁ|e�¶¼ ·Y�Âf�{�Ä»Z¿  

��{Y¾Ë��Ä]���fz»��Â��Ä]�¶�§Âv¿Ç Á|e¾Ë����Z´¿�ÁZa½ZË�Ä»Z¿�|��|ÅYÂy�Ã�Z�Y .Z]|Ë��d�Y{�d«{
�Ä¯¿Â¼¿È Z§¶Ë WORD ÄWY�Y�Ã|���\·Z«��{�{Ây®Ë Za½ZË�Ä»Z¿��Y~·�Á�Ã{Â]»Ê�½YÂe���YY¾Ë Z§¶Ë ½YÂÀ��Ä] 
®Ë Â´·Y���dÆmÁ|e¾Ë�{Â¼¿�Ã{Z¨f�Y .Y�]É Y¾Ë���Â�À»§Z¯Ê��¶yY{��{�¦¸fz»�\·Z�»�d�YY¾Ë Z§¶Ë 
b¯Ê�� �Y� Ã{Z¨f�Y� Z]��b�� Á� Ã|��³ËÀÈ Format Painter�¾f»�\·Z«� ,[Zzf¿Y�Ã|���\·Z«� Z]� Ä]Z�»

ÄWY�Y�Ã|� �ÀeºÌ�{{�³ .� ¹Á{��Á�Y�]É Y¾Ë��¾f»�Ä¯�d�Y�½M� �Â�À»Za½ZË�Ä»Z¿ ¬f�»0Z¼Ì��½Z¼Å� �{� Á
Y|f]YÉ�½Z°»��{��»Y ZÅÉ��Ä�Â]�»Zm¾Ë�´Ë�{{�³.��ÉY�]�¹Á{��Á�ÆeÌÈ�½ZËZa�Ê»�ÄÌ�Âe��f�Ì]�Ä»Z¿�{{�³.  

� -� - \Ìe�e�cZv¨��{�YÂ»�Á  

�Á�cZv¨��{�YÂ»e�e\Ì���Â�u½M�ZÅ��¾f»��{Za½ZË�Ä»Z¿��s���Ä]��Ë�d�Y:  
��/·ÁY¾Ì�Äv¨� :¨�|Ì.  
��/»Á{¾Ì�Äv¨�: Y�º�] ...�¾¼u�·Yu�·YºÌ )Äv¨����Á��{(.  
� - »Â�¾Ì�Äv¨� :v¨�� Z]� ª]Z�»È�� ¹Â�¼Å¾Ì Â´·Y .Zn]É d¼�«�ZÅÊË�� d»Ô�� Z]� Ä¯<�> 

�z�»�Ã|��|¿Y Z]|Ë ÂÀ�½Y�ÉZÅ��Ä�Â]�»Zm¾Ë�´Ë��{Â�)ÄmÂe :Á�É��|¸m¿�Ì��Ä]Z�»Y¾Ë�Äv¨��d�Y(.  

                                           
� template 



� 

 

 

� -  »�ZÆq¾Ì Äv¨� :�Y�´�Zb�É )fyYÉ�ZÌ(.  
� - °qÃ|Ì :°qÃ|Ì��¥|Å�¶»Z�¬veªÌ��Á��,¬veªÌ��ÁZf¿lË d�{�Ä]����fz»��Â��Ä]�Ã|»M»Ê�|�Z]��Á
Z]|Ë��¶«Y|u������j¯Y|u�Á�Ä¼¸¯Äv¨��®Ë�|�Z]��]ZÀ»�Á�¶°��,µÂ»�§��¯}�½Á|].  
� -�d��Æ§ :e�e�Ä]Ì\�� ,\·Z�»�d��Æ§¶°��ZÅ�µÁ|m�Á ZÅÉ��¾f»Z]|Ë ·d�Ì�|¿Â� .�\·Z�»�d��Æ§
¸�YÊ Z]|Ë�� ¶»Z�¶�§�ZÅ�� Á�z]�ZÅ�|�Z] .¸¯ÌÈ �ËÂ�eZÅ� Á� ZÅ�Y{Â¼¿� ,ÀvÀ»Ê�ZÅ��ÄWY�Y� ¶°�� �¨·� Z]
»Ê�|¿Â���ÁZ]|Ë���{¶°��\·Z�»�d��Æ§ �ZÅ·d�Ì�|¿Â� .�cY�Z^��¾f�Â¿»½YÂÀ�«��Á»Äv¨�«���{»Z¼eÊ�

�cZv¨�»Y�·YÊ�d�Y.  
� -�Ä»|¬» :��{Y¾Ë��Ä]�d¼�«§� »Ê Za½ZË�Ä»Z¿��Á��fz»É��{�Â»��{YÂfv»É��ÄfyY{�a�µÂ�§»Ê�{Â�.  
��/��{¾f» ¸�YÊ Za½ZË�Ä»Z¿,  e¾ÌÌ��{Y| e¶�§�ZÅ��ÁYÂfv»É ½M�ZÅ ��]|Æ�Ç��Z¼ÀÅY��{Zf�Yd�Y.  
� -�~yN»�Á��]ZÀ» :��Ë¬È���{�~yN»�Á��]ZÀ»�¾f�Â¿ZÆf¿YÉ Y¾Ë Â´·Y�d�Y�{ÂmÂ».  

ÄmÂe :��{Á|e¾Ë��Á¾f�Â¿ cZv¨� Za½ZË�Ä»Z¿���YÅpÌ�Ä¿Â³ �{Z¯ W�eÊÀÌ��ÁÅ~e\Ì Ã{Z¨f�Y ¿{{�´.  
��- Z¼�ºË :� Z]´ÀÅZ¼ÅÊ�� c�Â�� �{� Á� Z¼ÀÅY�� {Zf�Y¿�ZÌ Z]|Ë�� Ä§Z�Y� cZ�Ô�Y0Ôj»��Ä]� �Â]�»� ¾f»

ZÅ|¯É Ä»Z¿�]�Â¿Ê�Ë��Á ...��{Y¾Ë�{Â��Ã{Y{��Y�«�d¼�«.  

� -�- Âv¿Ç���Z´¿  

���Z´¿��{Za½ZË�Ä»Z¿ Z]|Ë��{�YÂ»��Ë�d�Y{���¿|»�Y�:  
� - ¹�¿��Y�§Y��Ã{Z¨f�Y�{�Â»Y�]É ¾f�Â¿ Za½ZË�Ä»Z¿ Microsoft Word »Ê�|�Z].  
�/��¾f»°qÃ|Ì��º¸«�Z]Nazanin 13��Ä¼¸¯�Á»Ã|Ì°q«���{·ÁY¾Ì��º¸«�Z]��yNazanin 13 Bold���{

{Â��k�{�����µÁY .  
� -��¾f»¸�YÊ Za½ZË�Ä»Z¿ Z]|Ë Á�É ®Ë��~£Z¯�¥��A4��º¸«� Z]Nazanin 14�� Á¸�Z§Z]È���Â�y®Ë 

f¿Z��f¼Ì )Line Spacing | Multiple 1.2(�{Â�� Äf�Â¿�� Á�ZuÄÌ�ÉZÅ�� ª]Z�»� cZv¨�¿Â¼¿È 
ÄWY�Y�Ã|��¶°���{�-� Z��dË�{{�³.  
� - ��Yv¨�È��Ze�d��Æ§v¨�È����Á��{�Z^¨·Y�¥Á�u�Z]�cZv¨��¾f»�,µÁYZa¾ÌË��Äv¨�Ã�Z¼���Y~³É 
»Ê�{{�³.  



� 

 

 

� -��{Y|�Y�Z]�¾f»�cZv¨���,��,���Á ...��{ÓZ]É��Ä]�Á�`q�d¼��Äv¨�¸�Z§È cm����YÓZ]É��Á�~£Z¯ 
cm�/���~£Z¯�`q�d¼���YÃ�Z¼���Y~³É »Ê�{Â� .��]�Ä¯�{Â��ÄmÂeÁ�É v¨�È��,¶�§��Å�µÁY�Z¼�Ç�

�¯}�Äv¨� ¼¿Ê�{Â��,·¾°Ì [Z�u�Ä] »Ê�|ËM.  

  
� -�d¼�« ZÅÉ�� Z]�¶�§��Å�¦¸fz»{Y|�YÉ �¿�Ì �-� ZË �-� -����z�»»Ê�{Â���{|��Ä¯� �Z¼�Ç�

�{|��,¶�§� �Z¼�Ç��{|��Á��z]� �Z¼�Ç�d�Y�d¼�« .�º¸«�Z]�¶�§��Å�½YÂÀ��Á�Ã�Z¼�Nazanin 18 

Bold�z]�, ZÅÉ��¦¸fz»¶�§�ZÅ��º¸«�Z]Nazanin 14 Bold��Ád¼�«�ZÅ��º¸«�Z]Nazanin 14 Italic 
Äf�Â¿��{Â�)ÄmÂe :�Z¼�Ç�{Â��Äf�Â¿�¥Á�u�Z]�¶�§(.  

� - »Z¼eÊ ¶°��ZÅ�� ÁµÁ|m�ZÅ Z]|Ë�� Ä]e�e\Ì�� ¶�§� �Å� �{� �ÂÆ�Ã�Z¼���Y~³É�|¿Â� .� 0Ôj»Y�]É�
µÁ|m ZÅÉ��¶�§��µÁ|m�,�-��µÁ|m�,�-���Á ...Y�]É�µÁ|m ZÅÉ��¶�§��µÁ|m�,�-��µÁ|m�,� -���Á

... .��½YÂÀ�µÁ|m�ZÅ���{ÓZ]É ½M�ZÅ��½YÂÀ��Á¶°��ZÅ�Z]��º¸«Nazanin 13���{��Ë ½M�ZÅ���¯}»Ê�{{�³.�
��³Y¸°�Ê���Y m�»Ê���{�½M��m�»�d�Y�¹�Ó�,|�Z]�Ã|��¶¬¿��Ë�{Â��Ã{�ÁM�¶°�.  
� - µÁ|m�ZÅÊË���{�Ä¯Zf�Y�É ·Â�Ê��~£Z¯�ÀeºÌ »Ê�|¿Â��,Z]|Ë �Â�É���Y�«³|¿�Ì��¾f»�Ä¯ÓZ]É ½M�ZÅ�

�¦���d¼���{Za½ZË�Ä»Z¿��Á�{Â���«YÁÀr¼Å¾Ì ¶°��ZÅÊË���{�Ä¯Zf�Y�É ·Â�Ê��~£Z¯�ÀeºÌ »Ê�|¿Â��,
Z]|Ë �Â�É�� �Y�«³|¿�Ì�� ¾f»� Ä¯Za¾ÌË ½M�ZÅ��d¼�� �{^·È Za½ZË�Ä»Z¿�� �Y�«³{�Ì .¶°��ZÅ�� ÁµÁ|m�ZÅ 
fuÊ��Á|¬¼·Y���{�Á�¾f»�¶yY{{�¿®Ë�¾Ë�e��Ä]�Ä¸�Z§¸v»Ê��Ä¯Ã|��¯}|¿Â��Ã{�ÁM�,.  
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�¶°� �-1 Âv¿ÄÌ�Zu�Ç��É|À]ZaË½Z�»Z¿�È�Á{Ê�ZÀ��Z¯�Ç 
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� -�µÂ»�§ �Ä]� Á�Ä¿Z³Y|m� �Â��Ä]�¶�§� �Å� �{� ZÅe�eÊ^Ì�� �ÅZ��Ä¯»Ê�|¿Â��µÁ|m�|À¿Z» ¶°�� Á� ZÅ �ZÅ
Ã�Z¼���Y~³É�{{�³.  
��-��Ä]�¾f»��{�d�Y�¹�Ó¸¯ÌÈ  ]ZÀ»Ê���Y�«�Ã{Z¨f�Y�{�Â»�Ä¯»Ê�{�Ì³�{Â��Ã�Z�Y .�¶yY{��{�Är¿ZÀq

��Y�¾f»®Ë���^À»^¸�»Ê���Y��a�Ä¸�Z§Ô]�,{Â��¶¬¿¼eZyÈ��Ä¸¼mÄ�Á�¯�YÉ�{{�³��¯}��m�»�Á�{Â���Z] .
Âv¿Ç�»��{��Zm�Y�Ä]�¾fÊ°Ë���Á��Á{��Y��Ë »Ê�|�Z]:  

¦·Y -��Ä]��mY�»e�eÊ^Ì��¾f»� �{�Ä¯»Ê�|ÀËM Ã�Z¼���Y~³É »Ê�|¿Â� .� �{Y¾Ë��Ä]��mY�»� ,�Á�
e�e\Ì��|ÅYÂy��¯}�~yN»�Á��]ZÀ»�d��Æ§��{�Ã�Z¼�{�³|Ë.  
[-���Zm�Y�Z]��^À»��¯}Ä] ¹Z¿ Â¿Ã|À�Ë���Z�f¿Y�µZ��Á»Ê�|�Z] .��{Y¾Ë��Ä]��mY�»�,�Á�e�e\Ì�

�¥Á�uZ^¨·YÊË��¹Z¿Â¿Ã|À�Ë���¯}��mY�»�d��Æ§��{»Ê�{{�³.  
Y�]É�Âv¿��Y��Ô�YÇ �ÀeºÌ���{��mY�»ZÆf¿YÉ Za½ZË�Ä»Z¿��Ä]Ä¿Â¼¿�ZÅÉ [1]��Á]�[  �Ä mY�»Z¼¿|ÌË.  
��- Âv¿Ç §Zv�Ê Za½ZË�Ä»Z¿ :Á�É��|À¿Z»�|¸m»Â�¾Ì��|À¿Z»�½M�¦���,Äv¨�¿Â¼¿�È�¶°� �-� �d�a�Á

�|À¿Z»�|¸mv¨�È���yM�¶^«Z»]Â¯��Ê »Ê�{Â�.  
  

�½YÂÀ�Za½ZË�Ä»Z¿�������¹Z¿�Á�¹Z¿³{YÂ¿ZyÊ�������µZ�  

�¶°� �-2 Âv¿Ç §Zv�Ê ZaË½Z�»Z¿È �Á{Ç �ZÀ��Z¯Ê 



 
 

 

 ¹Â��¶�§  
¶¼ ·Y�Âf�{�Ê]ZË��Y�Á�ÄWY�Y�,~yY�ÉZÅ  

��{Y¾Ë��Ä]���fz»��Â��Ä]�¶�§½Z»��|À]É��ÁÂv¿Ç��Á�ÄWY�Y�,~yY��YÊ]ZË Za½ZË�Ä»Z¿�|��|ÅYÂy�Ã�Z�Y .
µÁY��z]��{,��Á�½Z»�Âv¿Ç��Á�Ã�Á�a�~yY½Z»��c|»��dÆm��Zn»Âve¶Ë��½M�ÂetÌ��Ã{Y{»Ê�{Â� .��{
¹Á{��z], Âv¿Ç Ã{Z»M��Z�É Za½ZË�Ä»Z¿�� ÄWY�Y�dÆm]½ZÌ »Ê�{{�³ .�{ ZÆ¿dË�� �{�yM¾Ë�Âv¿��z]Ç 

��YÊ]ZË���Z�Y��]�Ã�Á�a »ÉZÅ�ZÌ��{�Â»¼ÅYdÌ��ÄWY�Y|��|ÅYÂy.  

� -� - ½Z»��Ã�Á�a�¶Ì¼°e�Á�~yY�É|À]  

dÆm Â�e\Ë �Â�Â» Ã�Á�a »Ê�d�ËZ] ¹�§ a{ZÆÀ�Ì Ã�Á�a Ä¯ ÁZuÉ ½YÂÀ� Á Ä�Ôy�YÉ �Y � e¦Ë 

Ã�Á�a »Ê�|�Z] ¼°e¶Ì {{�³ Á �{ Y�Â�É ÃÁ�³ s��» {{�³ .�¹�§Â�e\Ë�Ã|� �{ Ä� Äz�¿ |ÅYÂy {Â] 

Ä¯ {�¿ {Zf�Y ,Z¼ÀÅY� ��Â»M ÃÁ�³ Á Ân�¿Y{ �Y�« »Ê�{�Ì³.��Á�a� |uYÁÇ �ZÀ��Z¯Ê 0ÓÂ¼ »��µZ�� �Y
�veÊ¸Ì���{�| ]�Ä]�¹Â�µZ�¼Ì¿�ÉZÅ��Á�¾¼Æ]�,�Æ»ZË��~yY�½Zf�]Ze»Ê�{{�³��d¸Æ»��j¯Y|u�Á¼°e¶Ì��½M
� ¿µZ�¼Ì�d�Y .��{�¶°� �-� ½Z»��|À]É��~yY�Ä]��Â]�»�Á�aÇ �ZÀ��Z¯Ê�d�Y�Ã|��ÄWY�Y .��¯}�Ä]�¹�Ó

�½{Â]�{Á|v»�Ä]�ÄmÂe�Z]�Ä¯�d�Y§��dÌ Ân�¿Y{½ZË��dvef��a��Ê���Å���Âe®Ë���YeZ�Y|Ì�,a�Ì���Y
� Ã�Á�a� |uYÁ� ~yY»Ê�d�ËZ] ´ÀÅZ¼ÅÊ�ÉZÅ�� c�Â�� Ä�Â]�»� {Zf�Y� Z]� ¹�Ó~a{�Ë .� ÃÁÔ ]Ân�¿Y{½ZË 

»Ê�|À¿YÂe��,Ä mY�»�½Z»���{·d�Ì �Â�Â»�ZÅÉ aÉ{ZÆÀ�Ì��Y��Z¼ÀÅY��{Zf�Y�{d§ZË��Á�|ÀÀ¯ZË��cZ�Â�Â»
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�s��»�Y��{Ây�Ä«Ô��{�Â»Z¼¿|ÀË .��j¯Y|u��Z»d^i��Y�| ]�Ã��Ã�Á�a�¹Z¿»Ê�d�ËZ]��¹�§a{ZÆÀ�Ì��Z]�Ã�Á�a
´ÀÅZ¼ÅÊ��Z¼ÀÅY��{Zf�Y¼°e¶Ì�Ã|���ÃÁ�³��f§{�Ä]�ÁÂve¶Ë�{Â��Ã{Y{ .Ä¿Â¼¿�YÉ��¹�§��Ya{ZÆÀ�Ì���{�Ã�Á�a

¼�Ì¼È � d�Y�{ÂmÂ» .�¹|��c�Â���{Â�e\Ë��µY�ÂaÁ�a·ÁYÌÈ ÄWY�Y�Ã|��Ân�¿Y{� ,Z]|Ë ��0Z Ë YcY{Y�Ë�
�Á�Ã{�¯�¥���]�Y��Ã{�YÁ0Y{|n» a{ZÆÀ�Ì��ÃÁ�³�Ä]�Y��Ã�Á�a��Â�Â»Âve¶Ë�|Å{ .�¼¿Ç��Ã�Á�aZ]|Ë���j¯Y|u

�Á{�ZeµZ�¼Ì¿�| ]�{{�³�¹Ô�Y���Â»M�Ä].��Y~·Ân�¿Y{½ZË Z]|Ë Ä¿Â³�Ä]�YÉ Ä»Z¿�]��É�Ë Z¼¿|ÀË��Ä¯M�§|ÀË 
¬vecZ¬Ì ·ÁYÄÌ� ,¼°e¶Ì�� ,Ã�Á�a¼°e¶Ì ^�ÄÌ�É�Z��ZÅ�� ÁZË aÃ{ZÌ�É�Z��ÉZÅ ·Z¼fuYÊ���Z´¿� ,Za½ZË�Ä»Z¿�,
ÆeÌÈ��,ÄWY�Y�Y�³�]É �ZÀÌ¼����{�ÁZÆ¿dË Ã{Z»M��Z�É�z�¿È §Zv�Ê��Ã|�Za½ZË�Ä»Z¿��Ze�Y�Y¾Ë��c|»¼°e¶Ì 
Z¼¿|ÀË .� �{� µÁ|m �-� WY�Y� dÆm� ½Z»�� �j¯Y|u� Á� ~yY� Ä]� �Â]�»� ½Z»�È�� Á� µY�ÂaÁ�a�ZÀÌ¼����{

µZ�¼Ì¿�ÉZÅ��Ã|ÅZ�»�¦¸fz»»Ê�{Â� .  

  
  

�µÁ|m �-��½Z»���,~yY�Ä]��Â]�»�É|À]WY�YÈ���ZÀÌ¼��Á�µY�ÂaÁ�a�Á�aÇ�Ê�ZÀ��Z¯ 

µZ�¼Ì¿  ~yY�½Z»�  WY�Y�½Z»�È µY�ÂaÁ�a  �½Z»�¼��ZÀÌ  
�Æ»  �|uYÁ�[Zzf¿YµÁY�µZ�¼Ì¿   µÁY�µZ��½Z¼Å��}M  �� e�Ì�| ]�µZ�  
¾¼Æ]  �|uYÁ�[Zzf¿Y¹Á{�µZ�¼Ì¿  µÁY {�Yd�Æ^Ë�| ]�µZ�  �� {É�| ]�µZ�  
½Zf�]Ze  Ä¿Zf�]Ze�|uYÁ�[Zzf¿Y  µÁY �Æ��ÂË�µZ��½Z¼Å  �� e�Ì�| ]�µZ�  

d^i��{�Ã�Á�a�~yY��¹Z¿µZ�¼Ì¿�µÁY/ ¹Á{ 

Âve¶Ë��¹�§a{ZÆÀ�Ì��Ä]��Â�Â»
��j¯Y|u�ÃÁ�³����Á����Y�| ]�ÃZ»
µZ�¼Ì¿ )Ä§Z�Y�Á�¥~u( 

¼�Y½ZÀÌ���YÂ�e\Ë �Â�Â»�{ZÆÀ�Ìa�¹�§ 

��Á��·Z §dÌ�ÉZÅ��Á�Ã�Á�a�Ä]��Â]�»
¼°e¶Ì��½M�Ê���j¯Y|u� µZ�¼Ì¿ 

�¶°� �-1���Z£M�¶uY�»�Á�a�Ç�Á{Ê�ZÀ��Z¯�Ç 
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� -�- Ã�Á�a��Â�Â»  

0ÓÂ¼ »��cZ�Â�Â»Ã�Á�a�ZÅÉ �ZÀ��Z¯Ê��Äf�{�|Àq�Ä]�¬eºÌ »Ê�|¿Â�:   

� - aÃ{ZÌ�É�Z� �ºf�Ì�ÉZÅ ¸¼�Ê  

� - uY��Ê��Á^�ÄÌ�É�Z� 

� - �Á��Á�»¬veªÌ��cZ�Â�Â»�{�Â»��{|m|Ë��Ä¯·Z §dÌ��½M��{»�ÄÀÌ�ZÅ �Á��É����¿�Ä]»Ê�|��. 

\¸£Y, Â·ÁYdË�� Z]eZ�Â�Â»Ê�� �{� Ä¯�d�Y½M�ZÅ �Â¿Ê aÃ{ZÌ�É�Z� ¸¼�Ê�� ÁZË ^�ÄÌ�É�Z� Y�Ä¿ZË�ÉY�
|�Z]�Äf�Y{�{ÂmÁ .��{�Ä¯�d�Y�½M�[Â¸�»�ÃÁÔ ]Ã�Á�a�ZÅÉ��|u�Ze�Äf§�³�c�Â��z�»Ê �ÁMÂ¿É��Á

«ÔydÌ�|�Z]� Äf�Y{� {ÂmÁ .Y¾Ë�� �»YfuÊ�� {�Â»� �{Ã�Á�a�ZÅÉ �Á�»É�d�Y� ©{Z� .½YÂÀ�� Ä]��µZj»
�¼m��ÁMÉ��ÁÄ¬^��|À]É��{�Â»��{�{ÂmÂ»�cZ�Ô�Y®Ë���Â�Â»|m|Ë�Âv¿�Ä]Ã�»R�Á��i¨»|Ì�{Ây�,�Â¿Ê 
«ÔydÌ��[Â�v»»Ê�{Â� .Z]|Ë���{�Ä¯�d�Y{�ÄmÂeÃ�Á�a�ZÅÉ��Z]����Â�Â»�Ân�¿Y{��¨¿Z]|Ë fu0Z¼ ZË���Y
��Â¿¸¼�Ê��ÁZË ^�ÄÌ�É�Z��|�Z].  

� -�- �Á�¶Ì¼°eÂveË¶�Ã�Á�a  

��Y�| ]¼°e¶Ì��,dyZ��¶uY�»�¹Z¼eY�Á�Ã�Á�a^�ÄÌ�É�Z���Á¬veªÌ, Z]|Ë Z§¶Ë��¾f»·ÁYÌÈ Za½ZË�Ä»Z¿���{
\·Z« v�tÌ��ÁÀr¼Å¾Ì Z§¶Ë WY�YÈ ��ZÀÌ¼��Z¼ÀÅY��{Zf�Y�Ä]Âve¶Ë�{Â��Ã{Y{ .�c�Â���{Pe|ÌË��{Zf�Y

� �Y��a� Á� Z¼ÀÅY� e¾ÌÌ�� Ân�¿Y{� ,�ÁY{� {Zf�YZ]|Ë�WY�Y� �Y� ¶^«� �Á�� Á{È�� ¾f»� {Ây_Zq�Ã|� ZË Z§¶Ë 
Za½ZË�Ä»Z¿�� Y�Âve¶Ë��½Z»��Á�½Z°»�Á�|Å{��ÁY{�{Zf�Y�Y�³�]É ¼��ZÀÌ��Ä]� Y�ÁÉ��¹Ô�YZ¼¿|Ë .��{¼Å¾Ì�

�½Z»�Z]|Ë �Ô�YÄÌ�ÉY��¹�§�Z]�Ä]Z�»ÄWY�Y�Ã|����{¼�Ì¼È � Ã{Z»M�Ã|����{�ÁcZ¿Ô�Y�ÉÂ¸]Ze��Á���Â»MZË�
�Z¼ÀÅY��{Zf�YY�]É�{{�³�\�¿�¹Â¼���Ô�Y .�¹�§Â�e\Ë�|�Ç a{ZÆÀ�Ì��Á�Ã�Á�aÀr¼Å¾Ì ®Ë���Y�Äz�¿

� ¹�§��YÊ]ZË ¼°e¶Ì�Ã|� )¼�Ì¼È � (¿�Ì Z]|Ë�� ,ÄWY�Y� �Á�� �{� Ze� {{�³�ÄWY�Y� Z¼ÀÅY�� {Zf�Y� Ä]�¼¿Ç��Ã�Á�a
 e¾ÌÌ�{Â�.   

��Y�| ]�Y�³�]É ¼��ZÀÌ��ÁY{�Á�Z¼ÀÅY��{Zf�Y�,�¼¿Ç ZÆ¿ÊË��Á�Ã�Á�av�etÌ�ÉZÅ ·Z¼fuYÊ���z�»�Y�
»Ê�|ÀËZ¼¿ .�Ân�¿Y{Z]|Ë���{ZÆ¿dË v�etÌ�ÉZÅ ·Z¼fuYÊ��{Ây�{Zf�Y��Y�Y��{d§ZË�¼¿Ã{Â��µZ¼�Y�Z]�Á½M�ZÅ�

� ,Ã�Á�a�¾f»��{Æz�¿�ÈZÆ¿ÊË�� Á§Zv�Ê |�Ç ZaË½Z�»Z¿È�� Y�� {ÂyÆeÄÌ�|À¯ .� {Y| eÄz�¿�ZÅÉ ZaË½Z�»Z¿È 
ÆeÄÌ�Ã|� Z]|Ë ���|�Z]�{|�)¼Å¾Ì��{Y| eY�]É Ã�Á�a�ZÅÉ��Ã�¨¿�Á{¿�Ì §Z¯Ê�d�Y (Ä¯ ®Ë��Äz�¿Y�]É 



�� 

 

     
 

Âve¶Ë��,Ä¿Zz]Zf¯�Ä]®Ë��Äz�¿Y�]É Âve¶Ë��,ÃÁ�³�Ä]®Ë��Äz�¿Y�]É Âve¶Ë��Á�Z¼ÀÅY��{Zf�Y�Ä]z�¿È 
ZÆ¿ÊË Y�]É��´�ÅÁ�a��z��Ê»�|�Z] .� Z]Âve¶Ë ®Ë z�¿È §Zv�Ê���Y�Ã|�Za½ZË�Ä»Z¿� ,Àr¼Å¾Ì CD 

Z§¶Ë�ÉZÅ Za½ZË�Ä»Z¿�� Á¿Â¼¿È ¸¼�Ê �ºf�Ì aÃ{ZÌ�É�Z��� Ã|�){ÂmÁ�c�Â���{ (� ,Z¼ÀÅY�� {Zf�Y�Ä]�¼¿Ç�
� �{��z�¿Z»Z�È YÊf¿�fÀË�� {�YÁ»Ê�{{�³ .Z§¶Ë�ÉZÅ Za½ZË�Ä»Z¿�� ,Ã�Á�a�¾f»�¶»Z�¼��ZÀÌ�¾f»� ,¸�YÊ 

¸¯ÌÈ�� �mY�»Ã{Z¨f�Y�Ã|�� ,uY��Ê�ÉZÅ c�Â� � ¶�Y� ,Äf§�³^�ÄÌ�É�Z��ÉZÅ ¹Zn¿Y�Ã|��� Á¸¯ÌÈ��{�YÂ»
{É�´Ë��{Zf�Y���Âe�Ä¯ e¾ÌÌ�{Â]�|ÅYÂy�,d�Y�Ã|� .�Z¼ÀÅY��{Zf�YZ]|Ë���Y�¶^«½{�¯{�YÁ��,Ã�¼¿³�]È 
��YÊ]ZË��Áa{ZÆÀ�Ì��Y��Ã�Á�aÂve¶Ë |»�Ë�|Å{�ÃÁ�³ .��{�¶°� �-� ½Z»��|À]É ¼°e¶Ì �Á�aÇ �ZÀ��Z¯Ê 

d�Y�Ã|��ÄWY�Y.  

Ã{Z»M��Z�É Y�]É WY�YÈ ¼��ZÀÌ 

WY�YÈ��¾f»·ÁYÄÌ��Á�Ã�Á�aZ§¶Ë 
¼��ZÀÌ�{Zf�Y�Ä] 

 e¾ÌÌ�{Zf�Y���Âe��ÁY{ 

 e¾ÌÌ��½Z°»�Á�½Z»�WY�YÈ 
¼��ZÀÌ�,WY�YÈ��¾f»·ÁYÈÌ 

Za½ZË�Ä»Z¿��¹�§�ÁÂ�e\Ë�Ã|� 
a{ZÆÀ�Ì��Á��ÁY{�Ä]�Ã�Á�aÆeÈÌ 

�Ô�YÈÌ ¼��ZÀÌ  

�Y�³�]É ¼��ZÀÌ���Á���{
 e¾ÌÌ�Ã|� 

�cZuÔ�Y�½{Â¼¿�¥���]
s��»�Ã|����{¼��ZÀÌ  

ÆeÈÌ Äz�¿�ZÅÉ §Zv�Ê�Ã|� 

Âve¶Ë z�¿È §Zv�Ê��,Ã|�
CD Z§¶Ë�ÉZÅ��Á�Ã�Á�a...  

�½{Â¼¿�{�YÁ�¼¿Ç���{�Ã�Á�a
¿Z»Z�È YÊf¿�fÀË�{Zf�Y���Âe  

Âve¶Ë ®Ë��Ä]�Ã�Á�a��Y�Äz�¿
�Ä¿Zz]Zf¯ÃÁ�³�Á  

�¶°� �-2�Ê�ZÀ��Z¯�ÇÁ�{�Ç�Á�a�¶Ì¼°e�¶uY�». 
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� -�- Âv¿Ç WY�YÈ�Ã�Á�a  

�dÆm¼°e¶Ì Za½ZË�Ä»Z¿��d�Y�¹�Ó�Á�aÇ ¹Zn¿Y�Ã|����Â�u��{®Ë�{{�³�ÄWY�Y��ÁY{ .Z§¶Ë��ÄWY�YZ]|Ë���{
v»�Ì PowerPoint ÆeÄÌ�{Â� .��{ÆeÌÈ�WY�YÈ��{Ây �Ê À¯|Ì��cZ°¿��Ë Z��dË�{{�³:  

� -�-�- �[Âq�ZÆqaÌ{ZÆÀ�É Ô�YËZÅ|  
�{Y| eÔ�YÉZÅ|Ë aÉ{ZÆÀ�Ì, ��-�� Ô�Y|Ë »Ê�|�Z]��Ä]�d�Y�[Â¸�»�Ä¯e�e\Ì ��Ë ½Z»�Z��Å{Ê�

{{�³:  
-Ô�Y|Ë � :�Á�Z¼ÀÅY��{Zf�Y�Á�Ân�¿Y{�¹Z¿�,Ã�Á�a�½YÂÀ��,ÃZ´�¿Y{�¹�M...  
-Ô�Y|Ë � :\·Z�»�d��Æ§  
-Ô�Y|Ë �-� :�,Ä»|¬»� e¦Ë��ÁaÌ��»�ÌÀÈ��Â�Â»  
-Ô�Y|Ë ��-� :��Z¯¹Zn¿Y�Ã|��Ã�Á�a��{  
-Ô�Y|Ë ��-�� :Zf¿lË��Z¯�¹Zn¿Y  
-Ô�Y|Ë �� :�ÔyÈ��\·Z�»ÄWY�Y�Ã|�  
-Ô�Y|Ë ��-�� :�¼m�|À]É   

� -�-�- ½Z»��c|»��Á »ÌZÅ�ZÉ�ÄWY�Y  
�ÄWY�YZ]|Ë��Z]Y|�É��Á�¥Z�¶]Z«�ºÆ§��Á�Á{�Ä]��cZ¯�u��Y§Z�YÊ�|�Z] .½Z»��c|»��Ã�Á�a�ÄWY�Y�� 

«{Ä¬Ì��Á�Ã{Â]�� «{Ì¬È��Ä§Z�Y¿�Ì Y�]É��ad�Y�Ã|��Äf§�³���¿��{�x�Za�Á���. 

�ÄWY�Y�µÂ���{Z]|Ë��¥|Å¬veªÌ���Â��Ä]��tË�{{�³��z�» .�ÄWY�YZ]|Ë��Z]�Á�Ã{Z�e�e\Ì ¬�À»Ê�
�c�Â��\�ZÀ»~a{�Ë .YÂfv»É��ÄWY�YZ]|Ë��Á�cZ�Ô�Y�Z]�\�ZÀf»�\·Z�»�Á�Ã{Â]�ÄWY�Y�½Z»��Z]�\�ZÀf»

|�Z]��Z�u�Á�½Z³|¿ÂÀ��cZ»Â¸ » .��Y­Ô»�ZÅÉ��ºÆ»{�´Ë ��{��YÊ]ZË��,½M�½{Â]�\·Zm�Á�[Y~m�,ÄWY�Y
�Y�«�]É���Z^e�Y��]É�Ä«Ô��Á��½{Â¼¿�|À»��Zu¾Ë�Âv¿�ÁÇ Â´z�ZaÊË��Ä]cÓYR��d�Y.  

� -�- Âv¿Ç�½ZËZa�Ê]ZË��Y�Ä»Z¿  

�¼¿Ç ZÆ¿ÊË Za½ZË�Ä»Z¿��Ä]�ÄmÂe�Z] »ÉZÅ�ZÌ {| f»É  e¾ÌÌ »Ê�{{�³ .����Y�Ã�¼¿�����]�Ã�Á�a�Ã�¼¿
|Æ�Ç���ÁY{Za½ZË�Ä»Z¿��Á�����]�Ã�¼¿|Æ�Ç��Z¼ÀÅY��{Zf�Y»Ê�|�Z] .Z]|Ë��¹|��Ä¯�d�Y{�ÄmÂeWY�YÈ Ä] �«Â» 
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Za½ZË�Ä»Z¿��Á�Ô�YÄÌ����¯�\mÂ»��ÁY{�Ä]�/���ÃZ»��Å�Á�Ã�¼¿yPe�Ì���{Â�e\Ë a{ZÆÀ�Ì��\mÂ»�Ã�Á�a
���¯�/����Y� Ã�¼¿�¼¿Ç�|��|ÅYÂy�Ã�Á�a�¶¯ .»�¶»YÂ��Ä¸¼m��YR� ,Ã�¼¿� �{��i»½Y�Ì ¬vecZ¬Ì��c�Â�

��{�Äf§�³»�ÌÀÈ��,��¿�{�Â»»½Y�Ì «ÔydÌ���{»�ÌÀÈ Za½ZË�Ä»Z¿�,Âv¿Ç �ÀeºÌ��Á���Y�³Á|e¾Ë Za½ZË�Ä»Z¿�,
Âv¿Ç WY�YÈ Za½ZË�Ä»Z¿�� ÁÂv¿Ç x�Za�Â³ÊË�� Ä]cÓYR��d�Y .� �{�µÁ|m �-��� �Å�|��{®Ë��ZÅ�f»Y�Za� �Y
�¼m�|À]É�d�Y�Ã|� .Y�Y�Ä]�ÃÁÔ ]É��Á�Ä·Z¬»��ÅZË��µÂ�v»¸¼�Ê ¶�Zu�Ã|���Ã�Á�a��Y®Ë �¼¿Ç��Ä§Z�Y
�Ä]�¼¿Ç�d§�³�|ÅYÂy�ª¸ e�¶¯ .Z]|Ë��Ä¯�d�Y{�ÄmÂe�¼¿Ç���{�Ä·Z¬»e�Â�Ê ¶]Z«�µÂ^«��Ä¯�d�Yz�¿È 
ÆeÄÌ�Ã|���Ä]®Ë �¿Y�¨À¯��ÁZË��Á�|�Z]�Ã|��µZ��Y�µZ¿�Á�ÅYÂ³Ê�|�Z]�{ÂmÂ»�½M.  

�µÁ|m �-���Ê]ZË��Y�ÉZÅ�ZÌ »�Á�aÇ�Ê�ZÀ��Z¯ 

 »�ZÌ  Ã�¼¿  
¯dÌ¨Ì ¬veªÌ ¹Zn¿Y�Ã|����{�Ân�¿Y{���Âe»�ÌÀÈ���¿�{�Â»  �  

»½Y�Ì «ÔydÌ��Á�ÁMÂ¿É���{�Ân�¿Y{»�ÌÀÈ � e¦Ë�Ã|�  �  
Âv¿Ç �ÀeºÌ���Y�³  �  
Âv¿Ç WY�YÈ Za½ZË�Ä»Z¿  �  

Âv¿Ç x�Za�Â³ÊË��Ä]cÓYR�  �  



 
 

 

 ¹�ZÆq�¶�§  
�Á��¹�¿��Y�Ã{Z¨f�Y�ÉZÅ���Y�§YWord 

{�Á��¶�§�¾ËY���¹�¿��Y�Ã{Z¨f�Y��{�µÁY|f»�ÉZÅ��Y�§YWord �½ZËZa�ÈÌÆe�ÉY�]�Ä»Z¿�Ê»�Ê§� »�{{�³.  

�-� - �Á���®Ë�|Ë|m�¶�§�½ZËZa��{�Ä»Z¿  

�Á���ÉY�]�®Ë�½ZËZa� �{�|Ë|m�¶�§�¸¼m�¾Ë�yM��Y��a� ,Ä»Z¿È�½ZËZa�Ê¿ÂÀ¯�¶�§���z]��{� ,Ä»Z¿
Page Layout��d¼�«Breaks�Á� Ã{�¯�[Zzf¿Y� Y���b� �³ËÀÈ  Section breaks: Page 

break�|ÌÀ¯�[Zzf¿Y� Y� )� ¶°� �-� |ÌÀ¯� Ã|ÅZ�»� Y�(. ÃZ´¿M��®Ëv¨�È�½ZËZa� �{� |Ë|m��{ZnËY� Ä»Z¿
Ê»�{{�³ .�[Zzf¿Y�Z]Heading 1��d¼�«��{Style�Ê»�|ÌÀ¯�{�YÁ�Y��|Ë|m�¶�§�¹Z¿�|Ì¿YÂe )�¶°� �-� 

|ÌÀ¯�Ã|ÅZ�»�Y�( . 

� ÉY�]½{�¯{�YÁ�� |ÌÀ¯� {�YÁ� µZj»� ÉY�]� Y|f]Y� ,|Ë|m� ¶�§� ¹Z¿¹�ZÆq� ¶�§ �½{��§� Z]� �b�
� ÉZÅ|Ì¸¯Shift+Enter�Ê»�µZj»� ÉY�]� É| ]� �y� �{� Y�� ¶�§� ¹Z¿� |Ì¿YÂe �Á����Y� Ã{Z¨f�Y� ÉZÅ

 Word �|ÌÀ¯�{�YÁ .�|Ì¸¯�½{��§�Z]�½ZËZa��{Enter�d§��|ÌÅYÂy�|Ë|m�¶�§��{�¥Y�³Y�Za�µÁY�Ä].  
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�¶°� �-1��Z]�|Ë|m�¶�§�®Ë��Á��Section break. 

�¶°� �-2��[Zzf¿YStyle�|Ë|m�¶�§�½YÂÀ��½{�¯{�YÁ�dÆm�\�ZÀ». 
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�-�- �Á���®Ë�½ZËZa��{�|Ë|m��z]�Ä»Z¿  

|Ë|m��z]�®Ë��Á���ÉY�]�½ZËZa��{�Ä»Z¿ §Z¯Ê�d�Y��|Ì¸¯�Ê¸ §�¥Y�³Y�Za�½ZËZa��Y��aEnter��Y�
�d¼�«��{��b��Ã{Y{��Z�§Style �³ËÀÈ Heading 2�|ÌÀ¯�[Zzf¿Y� Y� .�Y��|Ë|m��z]�¹Z¿��b�

|ÌÀ¯�{�YÁ .Ã�Z¼��Ä¯�|ÌÀ¯�ÄmÂe��|Ë|m��z]�ÉY�]� �ZÌ¿�{�Â»�ÉZÅc�Â��Ä]����Âe��Z¯{ÂyWord�

|��|ÅYÂy�{ZnËY )�¶°� � -� |ÌÀ¯�Ã|ÅZ�»�Y�(.  

�-�- ½ZËZa��{�|Ë|m�d¼�«�®Ë��Á���Ä»Z¿  

½ZËZa��{�|Ë|m�d¼�«�®Ë��Á���Ê»�|Ë|m��z]�®Ë��Á���|À¿Z¼Å�Ä»Z¿��Z]�|�Z]�|ËZ]�Ä¯�cÁZ¨e�¾ËY
�d¼�«��{Style���Y|¬»Heading 3��ÉZn]�Y�Heading 2�|ÌÀ¯�[Zzf¿Y.  

�¶°� �-3��[Zzf¿YStyle�|Ë|m��z]�½YÂÀ��½{�¯{�YÁ�ÉY�]. 
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�-�- ½{Y{��Y�«�®Ë�½ZËZa��{�¶°��Ä»Z¿  

½ZËZa��{�¶°��®Ë�½{Y{��Y�«�ÉY�]��®Ë�Y|f]Y�,Ä»Z¿Drawing Canvas���{f�Â¿È�|ÌÅ{��Y�«�{Ây .
��z]��{��Â�À»�¾ËY�ÉY�]Insert��d¼�«�ÉÁ�Shapes��Á�Ã{�¯�®Ì¸¯�³ËÀÈ New Drawing 

Canvas�|ÌÀ¯�[Zzf¿Y�Y� )�¶°� � -� |ÌÀ¯�Ã|ÅZ�»�Y�(. �{�YÁ�Y��{Ây�¶°���b�Canvas YÃ|�{ZnË�

�¶°� �-4��½{�¯�Ä§Z�YDrawing Canvas�¾f»��{. 

�¶°� �-5��Ä]��ËÂ�e�½{�¯�Ä§Z�YDrawing Canvas. 
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|ÌËZ¼À] .��z]��{��Â�À»�¾ËY�ÉY�]Insert �³ËÀÈ  Picture�|ÌÀ¯�[Zzf¿Y� Y� )�¶°� �-� �Ã|ÅZ�»�Y�
|ÌÀ¯(.��ÉÁ��,¶°��Ä]��ËÂ¿�Ë��½{Á�§Y�ÉY�]Canvas��®¼¯�Z]�Â»�Êright click��Á�Ã{�¯�³ËÀÈ  

Insert caption�|ÌÀ¯�[Zzf¿Y�Y� )�¶°� � -��|ÌÀ¯�Ã|ÅZ�»�Y�(. �b��d¼�«��{ Label �³ËÀÈ 
)¶°�(�|ÌÀ¯�[Zzf¿Y�Y���ËÂ¿�Ë��Á�Y��¶°���d¼�«��{Caption |ÌÀ¯�{�YÁ .�Ä¯�|ÌÀ¯�ÄmÂe

Ã�Z¼����ËÂ¿�Ë��ÉY�]�¹�Ó�ÉZÅc�Â��Ä]�|��|ÅYÂy�{ZnËY��Z¯{Ây )�¶°� �-� |ÌÀ¯�Ã|ÅZ�»�Y�(.  

�¶°� �-6�Ä]��ËÂ¿�Ë��½{�¯�Ä§Z�YDrawing Canvas . 

�¶°� �-7�¶°���ËÂ¿�Ë��½{�¯{�YÁ. 
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�-�-  ½{�¯{�YÁ�µÁ|m�ÉY�]��ËÂ¿�Ë��ZÅ  

½{�¯{�YÁ�µÁ|m�ÉY�]��ËÂ¿�Ë���Ä]Z�»�ZÅ½{�¯{�YÁ�¶°��ÉY�]��ËÂ¿�Ë��Ê»�ZÅ��cÁZ¨e�¾ËY�Z]�,|�Z]
�d¼�«��{�Ä¯Label��ÉZn])¶°� (�|ËZ])µÁ|m ({{�³�[Zzf¿Y.  

�-�- ½{�¯{�YÁ�½ZËZa��{�cÓ{Z »�Ä»Z¿  

�ÉY�]½{�¯{�YÁ���³Y�cÓ{Z »�Y MathType Ê»�Ã{Z¨f�Y��[Zzf¿Y�Z]�,|ÌÀ¯�³ËÀÈ Right-

numbered �Z¼�Ç��Ä·{Z »c�Â��Ä]�|��|ÅYÂy�{ZnËY��Z¯{Ây.  

  2

1

( )
n

i
i

X X


  )1.1( 

{� e�Â�Ê�Ä¯���Y Insert Equation�Ê»�Ã{Z¨f�Y�Ê»�,|ÌÀ¯���Y�Ã{Z¨f�Y�Z]�|Ì¿YÂetable �Z¼�Ç 
Ä·{Z »��Y��ZÅc�Â��Ä]�|ÌÀ¯�{�YÁ�Êf�{ .  
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�-�- �ËÂ¿Za��Y�Ã{Z¨f�Y  

�{ e�Â�Ê�¯Ä�� �{f�Â¿È�Ä§Z�Y� Ä]� �ZÌ¿� {Ây �ËÂ¿Za� ½{�¯� Ê»� |Ë�Y{�� �z]� �Y� |Ì¿YÂe 

References��d¼�«Insert Footnote�|ÌÀ¯�[Zzf¿Y� Y� )�¶°� �-��|ÌÀ¯� Ã|ÅZ�»� Y�(. ��Y��a
�ÄÀË�³�[Zzf¿YInsert Footnote�¹�¿���Y�§YWord��Z¼��Ä]�ZmYÇ�{Y{�|ÅYÂy�Y���ËÂ¿Za�½{�¯�Ä§Z�Y .

Ã�Z¼��Ä¯�|ÌÀ¯�ÄmÂe��ËÂ¿Za�ÉZÅ��ZÅc�Â��Ä]�Ê»�Ê¿Z����Á�]��Z¯{Ây��Á�|¿Â��{ e�Â�Ê�Ä¯��Z¼�0Y| ]�
�É�´Ë{��ËÂ¿Za�Ä]f�Â¿È�Ã�Z¼��Ê¿Z����Á�]�Ä]�É�ZÌ¿�|ÌÀ¯�Ä§Z�Y�{Ây��ËÂ¿Za�ÉZÅ��|ÌÅYÂz¿�Ê¸^«�ÉZÅ

d�Y{. 

  
  
  
  

                                           
� footnote 

�¶°� �-8�Ä§Z�Y ½ZËZa��{��ËÂ¿Za�½{�¯�Ä»Z¿. 
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�-�- ¶°��Ä]�½{Y{��Zm�Y�µÁ|m�,ZÅ��Á�ZÅ ...½ZËZa��{�Ä»Z¿  

�{ e�Â�Ê�Ä¯�½ZËZa�¾f»��{�¶°���Y�Ê°Ë�Ä]�|Ë�Y{��ZÌ¿�Ä»Z¿�µÁ|m�,ZÅ��Á� ZÅ ...�d¼�«��Y� ,|ÌÅ{��Zm�Y
Cross-reference��z]� �{References �|ÌÀ¯� Ã{Z¨f�Y )�¶°� �-� |ÌÀ¯� Ã|ÅZ�»� Y�(. ��b�

Ê»�¶°��d�Ì·��{�Y��{Ây���¿�{�Â»�¶°��|Ì¿YÂe�|Ì]ZÌ]�ZÅ )�¶°� �-�� |ÌÀ¯�Ã|ÅZ�»�Y�(.  

�¶°� �-9��½{�¯�Ä§Z�YCross-Reference�¾f»��{. 
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¶°��ÉY�]�Ä¯�|ÌÀ¯�ÄmÂe��{�ZÅReference type ��|ËZ]�³ËÀÈ )¶°� (�{�Á�|�Z]�Ã|��[Zzf¿Y�d¼�« 
Insert reference to: �³ËÀÈ Only label and number�|ÌÀ¯�[Zzf¿Y�Y�.  

�¶°� �-10�¾f»��{��Zm�Y�ÉY�]�ZÅ�¶°��d�Ì·��{���¿�{�Â»�¶°��¾f§ZË. 
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�-�- �mY�»�½{�¯�Ä§Z�Y  

½ZËZa�¾f�Â¿�¾Ìu��{��Ä]��ZÌ¿��³Y�Ä»Z¿½{�¯{�YÁ�Ê»�|Ë�Y{�Ê m�»���z]��{�|Ì¿YÂeReferences�

ÉÁ�Insert Citation �|ÌÀ¯�®Ì¸¯. ÀË�³��b�È Add New Source���|ÌÀ¯�[Zzf¿Y�Y�)�{ 
e�Â�Ê�Ä¯ 0Ô^«�Ê»�|Ì�Z]�Ã{�¯�{�YÁ�Y���m�»�½M�|Ì¿YÂe�Y� ¬f�»Ì0Z¼�|ÌÀ¯�[Zzf¿Y(. Ä¯�|ÌÀ¯�ÄmÂe��{�

�d¼�«Style �z]��{ Citation & Bibliography�Ê» �ËZ]d UI Style�|�Z]�Ã|��[Zzf¿Y .
�{ e�Â�Ê�Ä¯ Style��¹�ÓUI Style�|Ë�Y|¿�Y�,��¶ËZ§UI_Style.xsl���Y�Y�|¿Á�aÇ�½ZËZa�ÉÂ´·Y��Ä»Z¿

�{�½M�½{�¯�Êb¯�Z]�Á�Ã{�¯�Äf§ZË�{ 

 C:\ProgramFiles\MicrosoftOffice\Office12\Bibliography\Style  

¹�¿�ÉÁ���]�Y��½M���Y�§YWord�|ÌÀ¯�\�¿�{Ây .�½Z°»�Ä]�ÄmÂe�Z]�¶ËZ§�½{�¯�Êb¯��Ì�»�Ä¯�|ÌÀ¯�ÄmÂe 

¹�¿�\�¿�� �Y�§YWord�� �{Y�Ë¿ZÈ�� Z¼�»Ê�|¿YÂe�|�Z]�cÁZ¨f» .¹�¿� Ä¯�d�Y� Ã|����§� ZnÀËY� �{���Y�§Y
Word���Ì�»��{C:\Program Files\Microsoft Office��\�¿d�Y�Ã|Ë{�³ )�¶°� �-�� �Y�

|ÌÀ¯�Ã|ÅZ�»(. 

�¶°� �-11�¾f»�Ä]��m�»�½{�¯�Ä§Z�Y. 
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�-�� - Ê¿ZËZa�¶uY�»�½ZËZa��ËY�ËÁ�Ä»Z¿  

½ZËZa� ¾f�Â¿� ½ZËZa� �Y��a�¶°��d��Æ§� ,\·Z�»�d��Æ§�d�Y� ¹�Ó� Ä»Z¿�µÁ|m�d��Æ§� ,ZÅ��Á� ZÅ
�Á�]�Y���mY�» |ÌÀ¯�Ê¿Z�� .Y�]É���Â�À»�¾ËY§Z¯Ê�d�Y Control+A�Y���[Zzf¿Y��Y��a�Á�Ã{Y{��Z�§
¯�¾f»�¹Z¼eÌ¸�|F9�|ÌÅ{��Z�§�Y�.  

¹�¿�®¼¯� Z]�¾ÌÀr¼Å�� �ZÌf�Y�ËÁ� |À¿Z»�¦¸fz»�ÉZÅ�Y�§Yhttp://www.virastyar.ir�Ê»��|Ì¿YÂe
½ZËZa�Ê�ËY�ËÁ�Á�ÊËÔ»Y�cÓZ°�Y��tÌv�e�Y��{Ây�Ä»Z¿|ÌÀ¯.  

� Ä°¿M� ÉY�]Ã�Z¼���Y~³É�ZÅ ½ZËZa� �{�� Ä»Z¿�d¼�«� �{� |¿Â�� Ã{Y{��ËZ¼¿�d��{word options 
�³ËÀÈ numerical �Y�Z]��]Y�] Complex�|ÌÀ¯�[Zzf¿Y. 

http://www.virastyar.ir/


 
 

 

 �mY�»  
  

[1] Schafer, A., Oppenhiem, V. and Ronald, W. Digital Signal 

Processing. 2nd. s.l. : Prentice Hall, 1975. 

]� [ÃÂ¯ ,�Â�{�Á��·�Zq ,d�¿�Y. Ä°^��Á�ZÅ�Y|»�Ê�Z�Y�ÈË��¿�ZÅ)µÁY�d¼�« .(]ºm�f» [Ä^m��ËÁ�a
Ê¿ÓY�Z»��Y{ .����. 
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½ZÆ¨�Y�ÃZ´�¿Y{  
|°�¿Y{Ç À§Ê- �|ÀÆ»Ê  
�ÃÁ�³�|ÀÆ»Ê�©�]  

  

�¹�§a{ZÆÀ�Ì��Â�Â»�½ZËZa�È»Z¿ �ZÀ��Z¯Ê  
  

>��Â�Â»·ÁYÌÈ aÉ{ZÆÀ�Ì<  
�´�ÅÁ�a :>�¹Z¿¹Z¿�Á ³{YÂ¿ZyÊ�Ân�¿Y{<�Z¼ÀÅY��{Zf�Y :��f¯{>�¹Z¿¹Z¿�Á ³{YÂ¿ZyÊ�{Zf�Y<  

  
Ã�Á�a��Â¿ : ¸¼�Ê   ^�ÄÌ�É�Z�   �Á�»É   Z��Ë��{�YÂ» ....  

  
>�¾f»a{ZÆÀ�Ì��Â�Â»< Y¾Ë��d¼�«Z]|Ë��Ä]�{Á|v»����|�Z]�Ä¼¸¯ .�Y|f]Y��{��fz»É���Y�ZeÄrzË��Á
¼ÅYdÌ����¿�{�Â»��Â�Â»Z]|Ë�{Â���¯} .�¾f»�,Ä»Y{Y��{a{ZÆÀ�Ì���Â�Â»»Ê�|¿YÂe��Ä]e�e\Ì ½YÂÀ��Ã|� 
¼°e¶Ì�{{�³ :��Á�¬veªÌ )ZÅ�Z¯ÊË�� c�Â��d�Y� �Y�«� Ä¯´]{�Ì�� Zef¿ÄnÌ�{{�³� ¶�Zu�[Â¸�»(�,
Zf¿ÊnË��Z�f¿Y�Ä¯ »Ê�{Á��� ,{{�³�¶�ZuµYR��ZÅÊË���Z�f¿Y�Ä¯»Ê�{Á���Ä]½M�ZÅ��{�]�Z¯�,{Â��Ã{Y{�x�Za
Zf¿ÊnË��ÁZË ·Â�v»Ê��Á�{{�³�¶�Zu�d�Y��Y�«�Ä¯«ÔydÌ��Á�ÁMÂ¿É���{�Äf§�³�c�Â�¬veªÌ.  
  
  

ÆnecY�Ì�cZ �«�Á�cZ¿Z°»Y�,aÌ��]ÌÀÊ |�Ç��{�Â»¿�ZÌ:  
  
�ÅËÀÈ��{�Â»¿�ZÌ��dÆm¼°e¶Ì�Ã�Á�a :  
  

d��Æ§ �]ZÀ» Á y�]Ê �Y �mY�»:

 

 



 
 

 

¹Z¿ Á ¹Z¿ ³{YÂ¿ZyÊ Ân�¿Y{ :  LZ�»Y:   �ZexË: 

¹Z¿ Á ¹Z¿ ³{YÂ¿ZyÊ {Zf�Y:   LZ�»Y:   �ZexË: 

  
a{ZÆÀ�Ì �Á�aÇ�©Â§  □��Z]yPe�Ì  ...��ÃZ» □��½Á|]yPe�Ì��{ �¸mÈ w�Â»  ..........................Y�Â�É ÃÁ�³ 
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