
 
 

 

คูมือการปฏบิัติงาน 
 
 
 

- งานฝกอบรมการพัฒนากอนแตงตั้ง 

- การฝกอบรมการพัฒนาตามความตองการ 

- งานลาศึกษาตอฝกอบรมหรือปฏิบัติงานวิจัยภายในประเทศ/ตางประเทศ 

- งานสงเสริมและยกยองเชิดชูเกียรติขาราชการครูและบุคลากรทางการศึกษา 

 
 
 
 
 
 

 

 
 
 
 
 
 

ผูรับผิดชอบ  :  นายพิชัย  ภัทธิยธนี 
ตําแหนงนกัทรพัยากรบุคคลชํานาญการ 
กลุมพัฒนาครูและบุคลากรทางการศกึษา 
สํานักงานเขตพื้นที่การศึกษาประถมศกึษาสรุาษฎรธาน ีเขต 1 
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•• ~8o01'U 
·:nua1~n'I!J11JiD;jnf.lm1f'VI~el'llfi'Ltiim';i1~EJI11EJ1ut.J~~L'V1"'/Ifi1.:~th~~'VIPI 

m. iVJ~th:il~A' 
l!:>.lil L~ilLtl'Un1~WIW'U1oU1'l1'lln1-:ifil~ Url~'4flil1n'Sn1'3Pin~11m~i''U1,jj~~~'U 
I!:>. I!> L ?it~L~~:l.Jfli\:~ 1-M'Ii'111'UOT~FI~ LLflt~fl~ 1mV11.:!n1'i~f1'\,;1 b"~:lJ.,i\~PinEJil1"t'Ul1V4Lbil~ l~i'um, 

1.1 . I I ~ 
'n9li'U1l9l'ULmiltn,:)l9ltiL'UtJ\! 

ID.m ~i4eLtlum1ifll'i.ni"ll1il'l'l1Miim1li~~~fllnlT!IlUl 

0\. 'Vii\JL"l..PI'tlil4411J 

n1'ifl1 Rn"toJ1'l-1111EJ5~-H 111"lln 1'if1lLmt~ f1~ 1 mV11"n11~m;11~i' 'U m1~'4 fl!1Gl\11n~ti~~'Uuty'!l1L m tJ 
fll fJII d GLCa t:iiU IIi :; ~ I 
f'lm:mmEJ'U-a~~~,'IJvt'aEl'I.Jn'Ufil~1'1J1~£J~~~~..,~>~'IJ1'Vl-3111t:J~'IJ'lh~~'Vlf'l~~~~vn-3'lh~~'VIf'l 

:IJ1l9l'i1 "® 1 ~ej'!J ~R'mjn:'il1ii'I-T1hvl1 'Ufl11~ ~L~~ll~Utli'l'U'UJ!a fi1~U'I~'U'Um•il11~EJn11 1m 'l.l;in'l;1 
" ·~ • 'V " 'CJ~ 

ilnam:u ~~1'U ,;il'llij1j~-311J1~m~a~'V1Ql'U11n'11l'l~Lum.Jvl n.A.PI.ti1VI'Uft 

t uwuilviiiR1111\l: L tl'LIVI1en U'U1'1111llii'eJ -1 n Toa·u~HV11h£H TUb Yl'flth~ 1v'll'll ~'flfll ')oWii.ll'1.11f! rum w 

m1il1m:t1'VI~a1'1l1;j't"' 'VI~ uf'lW1fli'll1~ L~9'lii''U ~u~~uu \\!'111 ill'.!~",; aa~f!J1PI 1 ,X.ij,,,"i..n 11f'l~LL"t:~f'lfl1n 1 

m.:~m-,Pim;1m1 tJPln~1!Jnv'U~:lJ 'VIitJ1~tJ 1~EJvuml n. R.PI. 'VI~v EJ. n .fl.9'1 .L 'tllil~'Uvim-a;ln~,vtJ.~i'1J11il'U-,111t~ • 
l~Y~tJ t~ae~\J~m-a\Jl),j~~,hvl-a,-un1':iii~'VIfi1~ b~rru-5'1..1 ~~~~ficru b'l..l'i~~;,~"11\J;ln'l:l1 ilna'U'UJ ~~a1~v 

., • .. ts «l"'"'" .. , ,I 
LLinLL~n·u\.1 Vt~m!Hiil'U.:tf'l'U)J1~·n ~"" "J,~I'la12J ~.mmel'I.Jmv 

(i). m'~n-t;l~amv1u\J'itL'Vlfll fl1fl\Jn9i 
m':i~nt;1~tlil1EJL'U'U'i~~Vlfl1 mfil\Jn~ 'IJ':i~Lfl'Vl n 
m~;lm~1~e:Jm£Jh.!tJ'j::LVtfll mvn.Jn~ tJ-s::L.fl'Vl 'll 

~o. n'l"JP1n'l:;1~€1fl"lf.IL'U'll'i~~ 'Ill PI tl·1~i'Ut!nL 1a'l".i1'1Jn1':i 

m~Pin'l!t11JiDrnfltmm 1~1':i'~"lln1'J LlilU 1 ilL 1fl1':i11in1":i'U1{Jd1u1 \J~m:t1 

m'i,fl'18'11JiemAu am 'lC'I1'>1'lln1'l LVIU LlJ 1-Hmn'!i1"lln1'~ lu;im~, 
m. m-sP!m;1~amll 1 'Ut.l'Jt:L 'Vli'1111ACJ~f~·D'U 

~- fl'l'i 'romJu•nm1tJL m.h t t 'Vllil 

ct. fl1';jfh'IJ'lruLlu LL"'tb~tJn"llV~Lif'VJ'Uf1'atile.i~.;'tyr~p 
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. . ., 
«.fl'1;)'1flflfi111J 

~ ....... -«. 11VPiiNn1 ni!J'Ufl41\l 

•· n'1'7An1!t1fiamslut11tLJJf11l1Atlnii 

n11~m~1fiama l 1Jt.l~t~'VIP1 mPJt.ln~ 'lllll1EJCi.:~ nT~f\1;in'l9111iv1~u 1 ollmn'l1"Dn1'5L~11L 'Ja1u ti~Lflu 
!!> th::IJl\11 ;in 

tl's~Lfl'VI n 1~un ti'St.Hn'Vlvi"H~1e~~,1J~ui-3n~fij;JL~Dm;~1t.J;im~n 
tl<JtL!l'VI «t~1~uri thtLil'VI~oov.s h.JC'I~Pl'it'lil\JAGIL~an \1~a A'~LH£m1ut'lm,jum'5Pin\!11~1EJ~uLa.s 

::: I .. <;I I 'I al "' 
G).G) 'f.I'UP~B'Un1':i!il1l\I'Un1'll'ln'l:11!i18fi1£H'I.h/'itL'Vli'l fl1f'l'l.lntJJ 'l.l1::1J)'Vl n 

Gl.Gl.Gl. ~W!. U~~Yi~1'5CIJ1L1"11~11.htLn'VI n a.n1~ ('IW'VI. . ' ' II II 4 .., } " t.1 d e1 '" Q D Q m.®.lo. L1il1'1/N1'VI i'V·I'VI. -u-,t:&'l1'lH1'Un\Ji'IC'l'1'U'Ufli"H•!m:n ~VfC>"UC>Lf'II111'1U1~Lfi'VI n L'W:IJ LLi'::fi"U'U'Ufl11 

RtlLiian,1:U'ItLUfJ\J 'VIitmnw'ti LLrttLL'U'J\J~u~vi 6Wtl rhwu~ 
Gl.m.m. u~.:J-s1u~ae1l~~tJn1'lAGILaan 1 tiV'.scm·lutJm'SAn'1911Giu~,, w;"a11~-3u,r,m,~i'tJm'SAGILaan 1tl .. ... " 

•hilunTlJJ13Ji'UIJia'U'!I£J'Ifl{l1,j'unTlMmt1 Lm~11fJ~'l1.! flvt_!. vrnu 

" 
m.m.cs:. ~Givi1fi1i·u~ue'tltlt:l~Gf,,a,Pin\!11t;ia~iia,u,~a'i cy1P~1 tJ"m=1111ia uat;l'tl\11'1ity'lJ,1 Lta=: 

ilqj'l!1'hth::nu 
m.m.tr. ~Ol\tf1V1\1-'a\:la-3i'lefi'1,,'1ln'l"Sit~"Sun~l.l!1~ 1~a1Pim;11 'lliJ~~mu'llmcsMm.~, 

u • ru 11 .rJ4l .J a~ 
Gl.Ci\.~. LL\I-3'M'U1El~1'UlLi:ltb;!1'111'U1'VIVILOEJ1'tltlil 

(i),I'Jl.e7. ~1tl~1't.I~1'U1t~ihn11nTrvf'L;ii'tJi.l~'l!1~1~n,;im:n 'f.lf11VL1i\1 n~\nihu~,mnum1uii.lL&'I~\I 
ci'UnTU11Mnl11Pial~rJ~1tln'U1Vi'i.'ll'l_!. 'YI~'l'\J VJnml'lm~Pim~1 

GJ.ID .f'UP~!l\Jfl11f11LU't.I-31'U01"a;lm;11Jii.lfl1t.t1'Uth:a'VIf!l fl1fll'l.lnGi 'll"lt:LII'Vl "II 

(i).l9.(i). nT~'ttllil'ijt1!11Jl~nAfl1!11~B 
m) i'tJfOl1"11flil'4t\!'l(;11 tl~,j'fll'SiUl\JA~L~ilm f1tJ~n"t;1!Ji&mV 1 'UthZLVlfll Illl'ltlnii tl1::LilVI 'tl 

W,) IJ111~~eJ'ULtlfl"'1') 

m) e~qn~hJa,j'fi)'SiUl\J 
ct) 8\4'l!11Jl1'1.1i1m~nlliamvtuu~~L'VIPI mfl'lln~ tJ,::IJl'VI 'il 

(L~tl~'!lelil~{\11\}latJ'U~~L~llnl~'Ltfl1) 
- '5::~\Jtnfl!t\l1~; ·t.l';r~tif\L\1 n1\1'U61 tv \J 
- o;~~'Utli'lJ£lj1L8n thiii'U~ ct iJ 
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~vn~1'w1&rn11lJ - e.Ji'ln1~HCJ\JR~t~Vn'l1n6fmuwn~An\;1 LLi'ltri1L'U1 n:w. lrl 
cr:> ,)J~ti1il'l!QI1i'11Am;,~v LLn::sltyty,~·n.J'ltn'IJ 
b) (J~'Ii1~htl~1~a1Am;1PiBLii'Liilf7~t51'U1\Jtii11J&h~u~u 

" 
~) ,)Jltf,,.,r.,aaii~~'l'i1~1'1ln11~a,Pln~n1tl64"muum".iPln~, 
~) 'J1V.S1U~1U1'\JoU1'S1'11n1'ivi'lc;l;"un'4t:).!'l~1~a'lAfl~'l~tl t-M ~'W,!. 'VI'i'l\J 

G).~.~. n1'i'IJV1£JL"l~1~m;1~tl 

Gl) iufi1'lla"'la~~a,;1n~,,teti~\llan~,unw'vtt'leJ1a:v~L1il1;ln~1f{ariau~u'1flilcy'l!1Ls.i.Uauni1 ~ 

!!>) Li'I'Uil'IJilfr4t\J191n1'l'lltnvt'la1Pln~1~tJ 

- ".it~tlmtyqpLV1LLattfltyty1LllfiL~'h.lLrh.tflf~a:: G) i11fln1".i~n~1lJ.iLn'U l!l fl~~ Vl;elWLfllJ 
Gl tlnT:J;lm:n 

"' 
m) ~91\i1ityqp ua::if.1!'lJ1Pi'1\J'it0\.l 

cr) ~91~1Pi1«o3tt~EJ'lm1a1Mn'l!f1~£1Lauil~iiehu1~ll1.fi1J1" 
tr) u.~~r(ana~qptJ~ua::V11hV-11\.I~LR£niia-1 
':>) ~1a~1'1J\i1'U1'UoU1~1'1ln1'1tl~i'ua~Q!11J11i'lltnani11Plm~n1i ii'W!· wnu 
(;).lrJ.m. m'lnauLif1llnUil·n-unTl'11lJ~~:u 

m} i'ufi11'a4~-#ltJPln'l11~atl'i::iMA'!lan«ut'ihtJ!)'li'&1_'j1'1Jm".i 
~o> IJI'i'llilmna1-s(~u.,aa~1m1muP1 n'l!n. LL uuPi1itN'!l amluJ 
m) U'l\.lt1flhi.maULoU1'1J~Ui·n'iln1'i~£J~iithLmlf)1i'lJ11Jl 

.,., .. d., 
It) U"4~'tlilil\lqj1\JILLat~Ln£J"J'IJel4 

tr) 'l1V-11'U i!Yfj!. . "' lil.l!l.lt. n1'5'VI1~fY(\!1 

lil} ~"~'U~'(\!(\!1Ltil1Hlqj'\!1~1\J'i:IO'IJ~mJLLtJ'IJvi "''Wj1. rht-1'1J\Jl 

- n1'1~1arunn 
~"'h«'Y~1 ~,\'1u1u l!J'QI'l(LihJll'~g,vwl./g,nJ. lil ~A LLa~@,.;i'Y'l!1 G) 'It") ~_,if~i'uityqj1 

Luu~Lnuaryqj1ua~«tY'l!1~1tl'l::nu ,~~jj~w,n·nL&'I'11J1J mo 'U1V1 u"t (j)'IJ1'Vl "i1~ lillil tJ'l'VI 

(mj'\J,;~) 
II_, D 41.1 ~ I tit ,.1 V 

- ~vni'11'1"1ltl'I~~,.'VI1i'lfllaJ1fl1f'1n'l~'lAEl Lbfl~ ~fl'h.1'i~ n'IJ 
~ vu ~ ~ 

IJ D .§!. II '!II ... .I "' 0 ... 
n. 'Ut'11'lh~,-,11'11"1J1'j1"lJn1'1 'VI~tl'U,.'hJ'ill'!l'l'II'U \'1-:iCllla'lL'U'l c!;-. Q\J'IJ 

"'J. 'VI~L\jv-u'\hu Vf~Cia.J~·mJ1 m o\iu 
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i . atJchfJ <il~1\111J1\J l!m.J(LO\'V1::m~arunmvh,!u) 
1.1 ~ \1 II., 

o. n"SW'W6i13J1'U1\11~fi1th::nu t~uu·t.nj'ufinm1~L~u'!JO~f'lru::m7~n1"i , 
- ~vh«ruqp ~~~::~Pi1tll::nuiia~t.i1~flPJatiis1tld 111 1u1uvhilf:lJqpo11FJ 
n. da11"J"'IJP.l~~'Vi1Gltyqp (li1ii) .. 
"ll. ~f'i1'lhtnu \i1-u1u m flu 
fl. ~~117n"llv~~~1tl7::nu(~1~) 
- n1"i6i~e:l1f11LL6'1~1J{I ;;;'l:lJty1Pim;1t;\i)iililil1n'a~U1"1J\J m'U1'VI LLatft'cyqpt=!1tl"ittrU mo'U1'VI 

(~"il1fllLLH~aJ'l1~~U\TU~iitmU1VI n1'~~"'tf1~1LU1~u'UU1~~~01tJfifm;1\11tJ1tJ r, ,., I.Ltl::cnnt I 
nwJ. (;) ,~) 
~o) ~r~uaa-1u11!ft''Y'Y,",~m;,~mLgjti'll'Y,~,tl"d::nu 
m) SJatJa'lJqJ11~ntl@.tlP1n'I!J1Av 

!G. n1'SftnYlfiilJl'lf.liu\.l•n:L'VIA Jl'lA\ADnL'lt-.1 

~.(;) m-,~n·tn~amvtu\.l"itL'VII'I fl1fluam1rt11flfJ1iina1"i1'1Jn1'iU1-1riTu 
iufltrum-ati~Uiinu 
!I.IJl.CJ). futhue'!Je~~tl'ltl't~l'i~a.~m;1~e'tleu~'Y1P~ft1if'l1~aufi'tunanfie~iia,u1~a,.ty1~ 

.. ., .. '1 !'I " 0 ., ... ... .. !'I • lief • 

~.IJ\.~. LSJtlil!il\JAP~ Li.Uln LPI L \1'U1,..c:tn_!11JeJM 1'SamJAflLiil vmnnatm.J1Jn1"SI'In'I!J1 La1Jv"'il~~il11J1~ 

"' ., d u:::a _, ~ .., .d' 
ll:l.CJ!.m. L~1111U1'VI~71v£Hl'Uf'IWi'l1ltJ~ 11113J111flmnw'fl ,.:Ju 

m) nrnql~~nutttt\JtJ7\f'i~1t'Uih1u~ ®~'J'U1t.I'U ~a~\J~ ~oU1Mn'I:J1 O'HUD1~~nut~il~"l 'U'Ji\EIWU'il 
'-lil4@jB1\J11iJil,.'Y1tllft';I1'UU1il~qj1tiiL tlun'lNWLPI'!iLil'W1t":i1E.I 

l!>) 9fa.:~iinfl1'l\n1'1lm":i6i~tJienu'WutJEJni1 G'lltl L~vub;I3J 

to.m.~. ~.,vh«tyty1ft1~n~1u.~::iltyqp~1'lJ,::nufluatl!lo\J'U(Ln\J1i~~i'\Jityty1 (;\ o\itJ @ltiMn~n 
m ouu) 

~.Q.~ f~vi,~,«~tmtJii1m!l1 
l!:J.Cfl. ~ ifllh1111!.'1~ il"-191'1 1 t1An,;1 

41 !f<'l ~ o C: 9 'l lt<U • · a 0, fJ II OIJ II tl ....... 
lm.tl.l.Cilf Lliil~ L \J1'1nW1ii'11L "fijn1'SI'lf1'M1 L 111~~'Vl1\511i'1.1 L '1"0~'\.JL "ll1 !)'l.l~"l1"1Jn1"5 

ID.Gl.c::il ~1fH1\J i'I'W!. 
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l!:l.~ nT~Am!t1~ am a tutJ<atL 'Vlf'l mfluam ·un~1'1Jm~'1"EJ111 1.UL 1a1'i1'lfn1':i hlfilm~n 
~u~J~vu nT~~n'l!J11Pivmv'l'U'I.h:::L'I'Il"' mfl'Uann~1-:i1"tlm~t~vuMinGl111'ilm-a1tJ;im.:t1 

"' .- t'.:.r• • lo.lo.GI 'i'UL 'Ul.:J Luf'ln'I.;11Jltl 

~t~.~o.~o "'1;}ftBum11ui'im;1liia 
ID.Io.m La'UEl':i1EJ.:11\I~U-3H't.JUf.Y'Il1 VI'31\J 

lrl.~.li' LLi.:tit tJiiin'toJ1\ilEJVI':i1'U 

"'· n'l'5An1!f'lRilll'lOL~\I'n!LiiA ll'lAqfl!eJ'U 
.. v 
., • f .., 

WUIJ!il\lfl1-:ii'l1~n~11Jlilfi1flq~1ilU 

m.GI n11i'l1;fm:nt'ia 
&I 0 11,.1 , d I 

m.GI.m 'Stlfl1'tltle.iu'i::~-1fll\ltf'ln'l~11f!v 

m.6l.l!? fl11ilftEl\J~emna ., 
m.Cii.Ql ~~J~\'i,«cyqpu.at;flt)l'JJ1A1\J<at;n\A ~i1LiJunTn'tiu~~v1n\Jm1i'int:nl'ivmf"'tlnii 

m:m.~ Li'IUEl'llilEl'ffY'11A'ltlfim~ni'iamfll)~~mJ ~t1U-3~'UUfY'l11fl11Ji\1i\J'rTuY!aU 
m:caur ~~·,hfl11~~1~;JT'l1'lln1'U'I1;int;1~8.111filq~~nu 
m.m. b bl.~-3~ tJPim~1tntJLL~~'II!t.i1EJ-31Uiil\~eJ1"1le.J·ULa::ill(l1UUfl1'lPlO'I:J1 
cn.G\.crl '5'1EJ.a1'U 1:'1\'1~ . ... 

tl II oic:t; ct.Ha. Q 

m.l!:l m-ana'UL"ll1u!)'UIJ''l1'!ln11~mJLI'UJ 

m.lo.m e7a1~n"ef1,)ari~LL'U'Ufoi'1i'B-3'!JBn"'\J "1 
'V 

m.lo.l!l Pl'a11i!ftfl'ULtlfl~1-:i 

6)) U.\JUPi1iEJ-1"1J't1na'ULi1\.I!)U1i11'lln1'31Jl"!1JL~1J (U.UUiii c.t) 

ID) ~n!~aa"1mm1'11un1-s~n1:11~·ui''Jmrut~EJ<;itu1'u~~_,i1n~u • 
m) Leflf!1'5vlLLa~~·i1~1L~;m'l"Siiintt.l1 
m.l.!l.m ~flvhf'i1i~t~.ij,.,,'!lm';l~-11tl~n~mia11 ·1At)~;'El'Unfl\JL.ij'1\Jij~'l1'1ln1'l!Jl1lJ~ailJ 

Q'I.!J.ct n1'j,,EJ~11.!~1'U11.l~~,~m~n\tl f!Yt!. 

«. n11ilnsu1111l1UlutJ1::tYJfl 
~ 0 -
'll'Ufl£l'Un11~1L'U'Un11 

tt.m "1Jatl~f\!1~1tlilnau-sumv1utl":i~L·iwl (IJ11~Vi~mnru'll> . 
r&:.~ f'l1~il\J'i3J 'Wlflil'U'i3J-:itV=:\1g\1Ln'Uni1 'o t;'lau Vli£l'V114'l1'!101'i"~~'iWii1VL~'U LYliJLU\Jflhloif\i1V 

lunTHJ'U13J\n'l.mi1 <t,ooo \11'1'1 ~£1-11~,-n,.;-'Y~, 
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rr.cn\1 l'l~hifYqp ( n,w~a 'IL '1.1~ natJ12JV 1EJ,)1-3L '!Jt'l~uvl'h~Ln\Ji'l!q!11i~ flWVI. ~~~ ut'ilK rHLL ~~L ~ 
~nha~1u 1 VI3J'VI,,tJ) 

ct.dflfi1Jii1j-3t m ~namlJlllEJ L 'UU'i~L 'VI PI LLt'itf1a\JL ~1tl~'l.ili'i1'lln1":i 
rr.<t 11£1-31\J a~~ . ... 
.:. n11fi1'U':ICUL~'U LLittL;fln'UPILf'jun·nilNflflqj&y1 .. 
"' 0 ... 'll1JPiil1.1n 1'~fl1 L 'U'Un1':i 

n-adl~£1,;tm:n iJn~\J1lll'l1mJ!ju~m"Ji,YEJmEJ11J1.h~LVll'l eJ~«tllQJ1n1'l'll~1'ii'VJu1~~1LU'lJn1'll";j 
ct.GI Fi11J"JNn1'i'ilflLiVJuP~11.1VI~mnwrllt.ul::1Gm':i~m:::vl'n.:~n1'iR~.:~n1VIufl LLt'ltmli\J1::mfll'!lil-3 

V IIIII --' ,: .,,_ 411 11: S1 QCIII 111111 II 
ct.l!lLL~.SL 'UJr ru1'S~VI'U~1n~r.~fll:lqJGJ1LLil::~fll1tl, a:nu L~EJ'll5iH'YI1.!!ltJ':i'titt.IEJfl£l\J 1u 

ct'.m\lnm4~P~irunr1Vf~a~fliTth:::nufiuva2J'ilfiLfl~i'\J'!I"'li~L~1~1t.HI11J flW~ ~ ~·~ ~ a 

c[.ct ,., n'!l a~ 1 \l'!l1'n:1 ~~iiei'1u 1 ~ c~i'm.1 utHJ1\11~) w~1 'HU 11~n1 fi1'il.sfi .sl'ltlmn will vf 
n'i::'YI";l''Hfl1"Sfl~{lfi1111'UI'I 

<t.cnnn~elflfl'lJqj1VI7D~~1117tfllJU~ L"'OVI;m nn LUEJL ~'l1m111Le.Jn"'1'l Vlftn!1lJ~~VI2J~'l1V-311Jft'WJ. 
lfiV~'lU a~1Li'!J1~D1fJfl112J 

b. n11ft1fln'tt1fi.,fi141h::L'VIfl 
II 

<U''UP~il'Uf11'S,j1L ilum'i'!Jaa'lt'Y1" 1 \J;in\'.n,j£1 ru ~1{1\J'HH 'Vlfll 

tJ e II .oi.l , ~-I"" I I .I II 
lo.Gl 1\JF111lt:l'll£l-1'!J1'51'1!n1-s'VIu'5tG1-3flllilt"11ilEl~£Y1~ LuPI n~1~n ru "1-3u'5t L 'YIP! W'Hl1JLanft1 '5 

'tJ~:lOll\Jn1'5~'J'l'HU1 
~ " IJ b .W, 91'S1~l:!El\JLilnl111'5LVIFI'S\Ja1\J 

b.m L~ue~u.:~tii'\J11cy'll1~vJma-um~a~1\Ju~ ~'W!. 
" . 

b.(( aY4fi. u~o3e.~am''W~1'SW1L~'U'Inl'U~1mh11n,'l11J n.~. L~a~~~l'i1fi1il,'lri-11~'ffTn'lltn')1t1Mntn~a ... 
W fi1~\J'S:lL'VIPI 

b.rifl\11a'l!'l!1LL~::il'l!Q!1~1\J'1ttl'U (t.ltU,'W'Yl. iH'U1~L'U«'Y'l!1) 
b.t> ei-3 Kcytt~1hJ 21'rll 

.. s .., " .. 
b.fl u~~nmunn"!;1~WtlLL';Joil~'tlilflli'Y19l'Vl'l1U 

tHili-3LnflL1J'i~fiutl~~ 
9 1 1 tl II • I .,j II 01 0 'II II 01 01"'nnti1fltl w 911{1 '3::L'VIt'l V~il.!l-u'5tii11JLntJ1"11tHntJi'!1'1Jn{I1'1J n:w. F11"' 

n-sdl"Uai'\JVJ'U \11"D1~i'\JV!1J ~a~'lJ!}Ull9111lbiuul'll'llt1oi!\l1Jvil~i'tJ~·m 



-18-

o. Flow Chart n1,tJij\ii.nu 

~i'jl'l111J\J~t~-31'ifJ'IJPi1'iJDIIi~ 
'M\hF1~1'1.tn1'.i~nW1 

"· U."U"U'rirrf11vrt-D 

~.Gl U.U\JihS'l~ 

G'i.l!l il'}!'lJ1tl1~m:n 
....... " 

d. fl,f;J"111EJ 'JtL'UtltlVILflEJ1'1JCH 

oo. 7::L UE.Jum::Yl"11 ~Pi n1;1Gm"Ji11"1·w m"J 1.X'ff1"J1'1l n1"J 1 tJMn'l'11 ~L~::il nau-a11.n1vt u1.h::L 'VI PI vu'l. 

!Dcr~ 

., 7:auvum::Yl11~~n1;1Gn1'j"h~1fJn171~if111'1ln171 tliilm;1LLrt::~nau·nunv1uth:a'VIlil vu•1. 
lmtO'I~Llfl:: u.til 'IlL ~1J~9i:u C o1)'uvl ~o > fj . Pl.l!l!L It'~ 

" II I I 

01. \J'l::n11'1~1'1!n.nu9'lw::mnlll1"Jf11ifiin~l'iiUihJ!11J~~1t.rii (j}m llltf111111'111 l!:llt'«L~ ~7a.a t-.1 
11 lit! o~u_sOJ <~ t.f 1!1 '"!'! '"' 'll111"i101'JU.flt~mn:~ 1::~Tn~n~5'11'1Jn-31'1Jflrutn'J".i1101".in1'iPim~1'!J'IJ~'\J11'1..1 tlt'ln~"l!;'lil "'ntl'U'U.J \1'Hl 

u~,m~,ui~vma1uth:;n1Jf'l ~.f'l.\o..t:a:rl 
• • ar • • • 

ct. Fi1i~ ~'l,jn~1'l.lf')N~n'l"Jiln1'1n1'SPin'l91-b''Uwu_!ptJV1 Glbolo/lott((lrliT~ruiuVi mm 'nt)'!Yil1fi1J 

1i\J1fll11 
• V II < 1 I 

li>. fi1i~~11lh~1\lfiN:in~~1101'an1-afiln'\i1i'IJ~'U!1'1J VI (j}fD~G'l/\oct«L~ i.:J w 1'uVi ~ w~1vu toctc£1rl 

ra. 1tLUV\J~htint~1vnf.§1ltJGl~11;l·wmoa1~i1'S1CUmoa'ltiPTm~nilnilu'n.Jtl~ujjm11~vLL~~~~11.J w 
•h~'\.h::LVIPI Ytt'l.l!:l!LctG.'I! 



~- althn"~pun~::\J1'Un\l ~1'Ufl1~m~mi-a ilnaunJ vria'li~Uil n1"J1;i'umEJ t \1~1~\J·n~L 'VIfll/!;hn.l'i=:~ 'VI PI 

fia41'U~1Uft1t;n~mia 'QnatJ'nJ 1'1~atlfilliim~i~umeJt'Ufh.:Jtl':i~L'VIP't/~hnh::l'VIf'l lllf1\I'S1'11n11 nii1.1tli'l,.i~1'lJUflfla t'IW'VI. ~w~. . . - I -Mau>ntl"l'i 

R'3,iR~a·lfl'l!'llil4n-s::u'J\In1'i n1'$£~1;im!l1 'M111tJii~ i!'l':i1"11n'l'SfllU"~'4fiH'ln$\'114n1'i;;m;-..\Vif'L.Jm'ia~&y19\,,n~u.tR'uu&y'11il\ih.tliin'l-Ji~mm"i1l~~'lU'VI;m.l~~·:nu1~v ua:l'li-.u1~~ 
ma 't u\J~::l 'VII'ILLa::~i~'\J'l ::1. 'VII'! 

i'Ra\J,-::ft4ft . 
LViilL{J'UU.'LI'lU~\J~ fl1'l~11U'Uf11'U'li~f1~i,jtlt1~1'!10171'1ll1~:::\,!flft'lm'Vl1.:Jn1'iftf1<t;i 

• .. .,j ., =- 0 ... 
L 1fti~1 L iiu f1'l'l ~fu~~'Uil'U 1'11\ii'UVI "~'lll.llll9'U01'i'Vl1.:JiU ':i1fJH~bilEJfl4i'U 1Jilll'iti11.11'1Wfl1'\'1~1\J WJ'lm'VIIilJ .. ' 

ih'i1"11f1i'if'l'l~lftZ\Jf'lfl'lmYI1~n1'iAnM1'11il 
" ' 

61 E'Ljty'l~;~~U'4fl'UU'l!"ll1il1fl'mni!l · &'!'VI'Vl. 

r---

<> 
~-U'~tJU'ty'll1\;'il,, Ma~f1!1fil,~a"'lne~~ I 

! ,_. 
l!l ~~ e~ .n.l'l .l'l . b"ilt;l/uri'1lMia1~n'I;1GiEJllft~l!1 t'l'riVI. \0 

I 

iJ'l!ty'lfiEI 

en 'i1EJ41'Uf11'ift1~m:mie1\1 a"W'I.JJ6'l'W1J. iU11l.liiiiO'l-J1 

• "i1FJnuuan1'iL~uuGia~u~fiuul\j'lf'nlnmfl 
LifJ'U/'l1E.~<rru o.n.f'l.l'l.mrul.l;''UmJ1ifi\11n ""' tt. 

' 
amul'ln'I!J1 

i 
a .O.A.I'I.L 'llfiL~i.l~\11,N1L~Cl'UL~\JIFiDueia 1\J 

cr ;ijfi1sf~ni\'\J~101l1Amf1PiM1fH1'1l ~w~. t:u:l1'uilin'l-J1 

ths5u1t1Z'\\!flmWw~ullllll.l . ~ -- + 1'"\ 
,fll.;ll!A'\.IWieii'lJ2!VIfl'Ai'U'll.lfTU n\lnmi4"N'Vl100'lnl[j'liii :. , . nnii'llli;\,ll\'1 ~IM1~\•iiom~~~!JU'll'mlflWl\lu IQIIIL~i11lnri'mN1 (ai~i\l'lltl1UL\I Gil W'l) 



-20-

al 14 ~ O "" \11tUlVILilnfl11 : f13Jel,\lflil\ln11fi'U\I'IH11d .. 
;j8Lilnit1"i : -Q1'Ufi-QLi(i3JLLfl:mnf.ia·Uifi1Lfi81ii 

~111~n11ft1~~=~ftfl1n1~1~n11ftn~ .. . 



-21-

liT!. 'YJ~UL'YJ\JI'll~N~1'LI 

~1LU'Lif11'i~~L~~3J~U'U~'LI'Lifl1'i~~'U1 L~"111~h~'llirun16T~l;, tlni!a~f'13Jfl'iCl~'i~'U'Ufl&ld~'i'UI • vc • • 
LLi'l:lamie:~-sL'fi\JI"llLnEJ'S'~'if1'S'1"llf11'S'fl"SLLa:l, lfla1mvmm'S'~n~11'LI'VI'I.hEJ.:~1'LI'Vl1.:~m'S';ln~1'1le:J.:~~hun.:~1'LIL'Il\Jiif'Uvl 

~ ~ ~ 
ct 01 ...... d II :if ,, ,.. 

n1'S'I'In'l11 'W'S'~'S'1"l!Uqjty\JILL£l~'S'~LUEJU'll1'S'1'1Jfl1'S'fl~LL£l~~l'lft1n'S''V11-1n1'S'¥'1fl~1 Vtl'l.l!lcta::~ 1111Jl'S'1 l!>m L'VI il.fl.fl. 

1'1. L'lllJifl'U~fl1'j;tnl!1Uel1'U1~LLa~\111i1~ ~\!if (It') ~\IL"~1J"U'U"~'Ufl1'S'W~'U1fl1'S'La~1Ja~1-1'll1'l!ti1a.st~ m'S' 

tlnila~~llfl'ieN'i~UUf'J'i~'i'ill fl1'S'~\JI~1~~n17LLa~m'ivn~~~L:0\JI~LiiEJ7;i'Yi171'lfn171'11LLi1~ll~'~a1n'i'VI1~m'i 
iilm~n 1 'U'VI'Li'lt~-11ti'Vl1-1fl1'S'iilm11"1ltl.:IL '1.1\JI~'U~ fl1'S'I'In~1 111\JI'S'1 lri~t 'l'S''S'fl'VIi:l.:~ if1'S'1fl1'S'fllLLa:ltJfla1n'S''Vl1-:~m'S' 
;ln~1~1Jlilfl'l111fl\JI~L11 ~;,_,a'l'lfl ii~a.:t1'U~LJJ'UL ~'LI~ti'S'::~n-JI. ~m~'Vl·n.:~ L~1«.3n \JI~'U'S'1"iifl1'S'LLa~vrtbEJ\11'U 
'VI1-3f11'i;,n111~1Lil'Um7anaeJ-3L:0tr~'IILnm~lJI1111'117LLrin7w , 

II 

lt. 'Yi'U\Jie:J'Uf11'S'ti~Uii~1'U 
ct'.m tl-s:la1'Ufl1"S~!Jla-s·Hutl-s~111ru L\Jima'l.lmthJLL~'Utl~,mm-stl'i~,),tJ L4Jm1;,_,"1l1fl!LLa~ti1a.:~l~u.n 

'Yi1'S'1'lffl1'S'fl~LLfl:l~flfl1n'S'VI1~fl1'S'I'In'li1 vitJ'S'~'W~~tJ~~\JI'U\JI11Jlii'S''S'fJ1\J'S''S'W'YJeN1'111"fi'W iifl1111fii\JI~L~11 
~;,~~711'1 U.fltUfi"1'LI~Li'i'LIL U'L1Ylti'S'~~m91 m~i'un1'S'fJf1 ~tl"L :0\JI'ULii EI'S'~ 

0 e.l 3 -I ~ 0 cu ~ .et.d 

lt.t!J ~1'Uf1-31'UL'iJ\JI'W'U'VIn1'il'lfl'\,;1 L61'UCl fli'I';J. n1l1U~l'l~mnW'JI LL~::1lin1~ 

LLat~\JILavnaU'1'j1'lJn1'jfl~LLat'lJfla1n'S'VJ1n\11'i;ln111 ~~11fl'l'~1~i'um·wn~v-3L:0\JI~LfiEJ'j~ 
ct.m Laue flfii';J. LfJeiil;~1'lW1L~'LI"IIilU vrtrmnru'ti'LLa~1rim'lEJnEi~NL:UVt1JLfiEJ'l;i 

'li1'S'1"iifl1'S'flau.a:::'4t'la1m'Vl1.:~m'S';ln'li1 vi1!1'11111fl\JI~L~11ah:~a'i'S'fl ii~a"1'1.1~Li'iuLtJ'I.IYltl'S'~~n,; 
ct'.a:: 1hun.:t1t1L '!l\Jivf'Livim1;1mn t11::: ml'lvramnru'ti'u."~15m'5a'i'5'V11~L~~~~L~eJn 1 tl ei.:~am'U;l n'l!t1Ltl 

«~nVt~~mf'li'~~.~.cu~~~n"llu ... 
cr.cr amu~n~nu.~.:toif1'S'1"iifl1'5l 'l.li.:~n\JI'Vl'S'1tl ~1L \l'l.lm'S'a'i'5'VI1LLa~flr~Lavnih'S'1'ilfl1"SI'IlLLa~~"'"1n'S' 

Vl1.:~m'i;tn'li1 ~a11Pl1'S'L~~um'S'~n~e:J.sL;i~oyLnm91 ~111vramnruttiu.a~1~m'5~ti1'VIt~\JI u.~'J~.:~tl'l~-iiLLa~e.~a~1\J 
1Jl111 LL uu~ th'VI'U~ 1 t1 ~.:~~hum 1'UL '!JIJli4''U~ m'5;1 m~n 



-22-

~-b ri11lhn1JL "ll~if1J~nT:iPln,;1 LL(;).:~~.:~filru~ncaca1J mcaYi~11N1AfilLfia n~~1Jfil11 1;ti'tJfl17EJmJa~ L :0IJI'!J 

LnEJca~ t~LfluhJ;{1EJfil111JtJ~~'VI~ ~jiGca"l1J LIJIEJI'hil~ii~m,1Jtlca::w'lji1'iJEJLL&i::mcai'm~n1'll'EJ mcatl~mi~u ~111 
~cacamu,,ru'lla-:~1'1J1~'W fil111Jl fil111Ji'I11J17rt LL~::N~~11Jfl17tl~,m\1,1J l'l111J;iiJI1L~1Ja7,~a"l"lR LL~:maua a . 

.f .J 5 t"' G fl.l'l.f'l. L"ll\JI'W1J'VIfl1'arlfl't;1 'J!f'l111JL"JI1J'IJ8'U 

cr.1111 tl7~mf'I'-J~m,-Hcaca'VI1LL~~A'IJILaen@~i'umcavn~a~L'8IJI'!JLnvca~ 1~'VIca1u1~J~avY1nu LL&'I::di,Luum~ 
EJfl~v·:U'SIJI~LflEJ'a~ L~EJU'W~~&'I~1'UIJI11Jfil1''mnfl'aW LIIJ'U n1'a~IJILLH~lUJc:t.:J1'1J n1'5LeJEJLL'W~tht'liiUfi~'-Jfi-11'1J'VI1.:1~eJ 

~~.W1JYI 'VI~eJLiul'tll'i LU'LI~'LI 
ct.~ ti1L UU fl1'l1Jv1JLflfJ'ljiUIJI7'VI~el'n~i&'l L 1J tt:Jfl1Hel'LIH!il17 

~-~ d·nH;1Ju&'l~~n1uH~'LI t ~~1'-J&'I·nul 'IJ'IJ'5::nnum,-~~17N1fil111Jjifil11tJ'IJEI'UL \Juncaw'WLf'l't; 

b. Flow Chart mcatll)Uli-:~1'U 



-23-

w. ~\J\JWDia~fi'lf 
cri.G> \ua,j'fl·n~a~~L~an 

.Uail~Lnlll ttm:fl'uul)llii 
n1'5;f1tU\If\'l ~~'5'S"\11U.a=:A~L~(l n~~E'U.Jfl'l'.i 1~;'ut.r mit~~L ;j~'!!Lflt.r11ii EJ1;)~L u.:s~ i:JYthtUlVI LU'I~'i~~U 

fi1~'1 L'li'Utl<s~Lil'VIrl''U;'-',.m,'S;lm:f1 eju;,..,,muPin'l<!n cU1'n'lfm'jf'l'iLLEJnlll1ll'.i::o1u•ih.:siu VJ';anall~1'.it~ 
'\1 " ;;. 1 

i'ICI'U Ltl'Ufi'IJ 

c:. LiJHS'1'5/\'IilH61\IB'l·dJ.s .. 
IU I&C 1!:1 iol !if ei !-&1. ~ A 

~.m 'n~~~1"lJ'Uqjqj~'na'UI:J'U"lJ1'.i1"l..fl1'.iFI~LLi'!;::'l.lf'li!'11tl'fYl1'1flTann'I:J1 'Yi.f'l. bct'a:'l>"~ mti:'VILI.fl ~'tJL'W:IJ~flll 

(tl'UU~ ID) W.fll. ID!tct'Cil 3J1fl11 IDm L~fUI ~1lll,1 f!'Jtf 

a.l!l 'W'.it:'i1'llU'lJ'lJ'ili'lll1fl3LLilt:~f!li'11fl'Wl1~n1'5~m:l1 Vl.PI. l!:l<t<t'o:l ~1\Jl'a1 ~ ('1:1) 

"·"' fl!Jn':i;:I'VI'21,rh\11'1ll"'\1ftflLnw.;ILLi!'l::1iim'lm::~le.ttl1'1l1'ln1':itJ;Vil'.iL~a::m-,~l"!nl-,fiinl!n on.l'l. 



~ ~.. .. ... ,,.,Pmfi~R'II1'ni'Mft'l' J li'Nmrn'I'J . .;:.-.;. •. on ·-,.,flit'""'·""'· l1'11um111 
........... llltiVItllm hhmuk~ lll'hmi'N...tyri'll4\• ~-~~~"'aiftnn 

n'Nfl'l'lft "" .~~ ... ~'iMhfWMI'Mil'l'l;fnv'lif'nl'M'M 'l'lhrt 
~ 

~"' ... •• ... - ~411"' · • _ .... ,TlWI1'1 __ ......_!'11m4n~mn ...... ....... 
TlriiiiAiJflM'N nnhwm 'MII1fAWJ ........... .... '!1 IW)DIIfiiN'1U 

• 9 W'nllffWlltlt mm./&nal . 
l!n'ft811W1U~Ailll8t1 

lD 

<?= 
U1UIUil nfll,, wnnY"! mm./111'11. 
~ iin"nml'l!1ldi1Mn 

II I I '1.11&1mf1~'1111'1MU.I!W tnm./IIWU. 

:a; . ...., 
.: <:> th~«mhn mm./11181-

+ 
c I 

~ 
I ~'l'lltt\Y 

c ~ 
wvliknll11iml1n1t11! 
Jl'llltun...&'ulllllm 

- --




