
 

                            
                             
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ʀʥʩʪʨʫʢʮʠʷ ʜʣʷ ʨʘʙʦʪʳ ʩ  

ʇʣʘʪʬʦʨʤʦʡ ʫʧʨʘʚʣʝʥʠʷ  

ʀʊ-ʫʩʣʫʛʘʤʠ ʠ ʀʊ-ʘʢʪʠʚʘʤʠ Lancelot 

ITSM/ITAM   

(ʘʣʴʪʝʨʥʘʪʠʚʥʦʝ ʥʘʟʚ. ʉʠʩʪʝʤʘ ʫʧʨʘʚʣʝʥʠʷ 

ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ, ʩʦʢʨ. Lancelot 

Service desk)  

 
 (ʜʦʢʫʤʝʥʪʘʮʠʷ, ʩʦʜʝʨʞʘʱʘʷ ʠʥʬʦʨʤʘʮʠʶ ʧʦ ʵʢʩʧʣʫʘʪʘʮʠʠ 

ʧʨʦʛʨʘʤʤʥʦʛʦ ʦʙʝʩʧʝʯʝʥʠʷ) 

 
 
 
 
 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

 

ʆʛʣʘʚʣʝʥʠʝ 

1. ɿʘʧʫʩʢ ʧʨʠʣʦʞʝʥʠʷ ʠ ʘʚʪʦʨʠʟʘʮʠʷ ............................................................................... 4 

2. ʇʨʦʮʝʩʩʳ ......................................................................................................................... 5 

3. ʂʘʪʘʣʦʛ ʫʩʣʫʛ ................................................................................................................ 30 

4. ʀʥʮʠʜʝʥʪʳ .................................................................................................................... 31 

5. ɿʘʧʨʦʩ ʥʘ ʦʙʩʣʫʞʠʚʘʥʠʝ .............................................................................................. 41 

6. ʇʨʦʙʣʝʤʳ ...................................................................................................................... 47 

7. ʀʟʤʝʥʝʥʠʷ ..................................................................................................................... 59 

8. ʂʦʥʬʠʛʫʨʘʮʠʦʥʥʳʝ ʝʜʠʥʠʮʳ ...................................................................................... 65 

9. ʆʙʨʘʱʝʥʠʝ .................................................................................................................... 74 

10. SLA ʫʩʣʫʛʠ .................................................................................................................... 80 

11. ʇʦʢʘʟʘʪʝʣʠ .................................................................................................................... 81 

12. ɸʥʢʝʪʳ........................................................................................................................... 89 

13. ʊʘʙʣʠʮʘ ʨʘʩʧʠʩʘʥʠʡ ................................................................................................... 100 

14. ʈʝʝʩʪʨ ʧʦʩʪʘʚʱʠʢʦʚ ................................................................................................... 107 

15. ʆʪʯʝʪʳ éééééééééééééééééééééééééééééé.111 

16. ʈʘʙʦʪʘ ʚ ʨʘʟʜʝʣʝ çʀʤʧʦʨʪè ....................................................................................... 112 

17. ʄʦʜʫʣʴ çɸʜʤʠʥʠʩʪʨʠʨʦʚʘʥʠʝè ................................................................................ 114 
 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

1. ɿʘʧʫʩʢ ʧʨʠʣʦʞʝʥʠʷ ʠ ʘʚʪʦʨʠʟʘʮʠʷ 

1.1. ɿʘʧʫʩʢ ʧʨʠʣʦʞʝʥʠʷ 

ʆʪʢʨʦʡʪʝ ʙʨʘʫʟʝʨ ʠ ʧʝʨʝʡʜʠʪʝ ʥʘ ʩʘʡʪ ʧʦ ʩʩʳʣʢʝ. 

1.2. ɸʚʪʦʨʠʟʘʮʠʷ 

ʇʨʦʡʜʠʪʝ ʘʚʪʦʨʠʟʘʮʠʶ ʚ ʦʢʥʝ ʚʚʦʜʘ ʣʦʛʠʥʘ ʠ ʧʘʨʦʣʷ. 
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2.  ʇʨʦʮʝʩʩʳ 

2.1.  ʇʨʦʩʤʦʪʨ ʦʙʱʝʡ ʠʥʬʦʨʤʘʮʠʠ 

ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʦʙʱʝʡ ʠʥʬʦʨʤʘʮʠʠ ʚʳʙʝʨʠʪʝ ʚ ʣʝʚʦʤ ʤʝʥʶ ʚ ʧʦʜʨʘʟʜʝʣʝ 

çʇʨʦʮʝʩʩʳè ʥʝʦʙʭʦʜʠʤʳʡ ʢʘʪʘʣʦʛ ʧʨʦʮʝʩʩʦʚ, ʩʧʨʘʚʘ ʦʪʢʨʦʝʪʩʷ ʦʢʥʦ ʧʨʦʩʤʦʪʨʘ ʧʨʦʮʝʩʩʘ. 

 

ɼʣʷ ʦʪʢʨʳʪʠʷ ʢʘʨʪʦʯʢʠ ʧʨʦʮʝʩʩʘ ʥʝʦʙʭʦʜʠʤʦ ʜʚʘ ʨʘʟʘ ʥʘʞʘʪʴ ʣʝʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ 

ʥʘ ʧʨʦʮʝʩʩ (ʧʨʦʮʝʩʩ ʦʪʢʨʦʝʪʩʷ ʚ ʥʦʚʦʡ ʚʢʣʘʜʢʝ ʙʨʘʫʟʝʨʘ). 

2.2.  ʈʘʙʦʪʘ ʚʦ ʚʢʣʘʜʢʝ çʇʨʦʮʝʩʩʳè 

2.2.1.  ʆʩʥʦʚʥʳʝ ʠʥʩʪʨʫʤʝʥʪʳ ʥʘ ʚʢʣʘʜʢʫ çʇʨʦʮʝʩʩʳè 

2.2.1.1.  ʉʦʟʜʘʥʠʝ ʧʨʦʮʝʩʩʘ 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʠʥʮʠʜʝʥʪʘ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ çʉʦʟʜʘʪʴ ʧʨʦʮʝʩʩè. 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
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2.2.1.2. ʂʦʧʠʨʦʚʘʥʠʝ ʧʨʦʮʝʩʩʘ 

ɼʣʷ ʢʦʧʠʨʦʚʘʥʠʷ ʧʨʦʮʝʩʩʘ ʚʳʙʝʨʠʪʝ ʠʟ ʩʧʠʩʢʘ ʧʨʦʮʝʩʩ, ʢʦʪʦʨʳʡ ʥʝʦʙʭʦʜʠʤʦ 

ʩʢʦʧʠʨʦʚʘʪʴ ʠ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ çʉʢʦʧʠʨʦʚʘʪʴ ʧʨʦʮʝʩʩè. 

 

ʆʪʦʙʨʘʟʠʪʩʷ ʦʢʥʦ ʩ ʧʦʜʪʚʝʨʞʜʝʥʠʝʤ ʢʦʧʠʨʦʚʘʥʠʷ, ʥʘʞʤʠʪʝ çʆʂè. 

 

ʉʢʦʧʠʨʦʚʘʥʥʳʡ ʧʨʦʮʝʩʩ ʦʪʦʙʨʘʟʠʪʩʷ ʚ ʩʧʠʩʢʝ ʧʨʦʮʝʩʩʦʚ. 

2.2.1.3. ʇʨʝʜʩʪʘʚʣʝʥʠʷ 

2.2.1.3.1. ʅʘʩʪʨʦʡʢʘ ʧʨʝʜʩʪʘʚʣʝʥʠʷ 

ɼʣʷ ʥʘʩʪʨʦʡʢʠ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʥʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ . 
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ʆʪʢʨʦʝʪʩʷ ʦʢʥʦ çʅʘʩʪʨʦʡʢʘ ʧʨʝʜʩʪʘʚʣʝʥʠʷè. 

 

ɼʣʷ ʜʦʙʘʚʣʝʥʠʷ ʩʪʦʣʙʮʘ ʚ ʧʨʝʜʩʪʘʚʣʝʥʠʝ, ʠʩʧʦʣʴʟʫʷ Drag'n'Drop, ʚʳʙʝʨʠʪʝ ʥʫʞʥʳʡ 

ʦʙʲʝʢʪ ʚ ʣʝʚʦʡ ʯʘʩʪʠ ʬʦʨʤʳ ʠ ʧʝʨʝʥʝʩʠʪʝ ʝʛʦ ʚ ʧʨʘʚʫʶ, ʣʠʙʦ ʚ ʧʨʘʚʦʡ ʯʘʩʪʠ ʬʦʨʤʳ 

ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ . 
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ʇʨʠ ʠʩʧʦʣʴʟʦʚʘʥʠʠ Drag'n'Drop ʚ ʥʦʚʦʡ ʩʪʨʦʢʝ ʧʦʣʷ çʅʘʠʤʝʥʦʚʘʥʠʝè, çʐʘʙʣʦʥè ʠ 

çʐʠʨʠʥʘè ʙʫʜʫʪ ʟʘʧʦʣʥʝʥʳ ʘʚʪʦʤʘʪʠʯʝʩʢʠ, ʚ ʧʦʣʝ çʐʠʨʠʥʘè ʙʫʜʝʪ ʟʘʜʘʥʦ 

ʟʥʘʯʝʥʠʝ ʧʦ ʫʤʦʣʯʘʥʠʶ ï ç100è ʚ ʧʠʢʩʝʣʷʭ. ɺʩʝ ʧʦʣʷ ʜʦʩʪʫʧʥʳ ʜʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ. 

ʇʨʠ ʠʩʧʦʣʴʟʦʚʘʥʠʠ ʢʥʦʧʢʠ  ʚʥʠʟʫ ʩʧʠʩʢʘ ʦʪʦʙʨʘʟʠʪʩʷ ʥʦʚʘʷ ʩʪʨʦʢʘ ʩ 

ʥʝʟʘʧʦʣʥʝʥʥʳʤʠ ʧʦʣʷʤʠ, ʘ ʚ ʧʦʣʝ çʐʠʨʠʥʘè ʙʫʜʝʪ ʟʘʜʘʥʦ ʟʥʘʯʝʥʠʝ ç0è. ɺʩʝ ʧʦʣʷ 

ʥʦʚʦʡ ʩʪʨʦʢʠ ʜʦʩʪʫʧʥ rʜʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ. 

 

 

ʇʨʠ ʟʘʧʦʣʥʝʥʠʠ ʧʦʣʝʡ ʩʪʦʣʙʮʘ çʐʘʙʣʦʥè, ʥʘʠʤʝʥʦʚʘʥʠʝ ʧʝʨʝʤʝʥʥʦʡ 

ʦʙʷʟʘʪʝʣʴʥʦ ʜʦʣʞʥʦ ʙʳʪʴ ʟʘʢʣʶʯʝʥʦ ʚ ʬʠʛʫʨʥʳʝ ʩʢʦʙʢʠ ʠ ʩʦʦʪʚʝʪʩʪʚʦʚʘʪʴ 

ʦʜʥʦʤʫ ʠʟ ʥʘʠʤʝʥʦʚʘʥʠʡ ʩʪʦʣʙʮʘ çʂʦʜè! 

ʇʨʠʤʝʨ: {id}. 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

 

 

ʐʘʙʣʦʥ ʤʦʞʝʪ ʩʦʩʪʦʷʪʴ ʠʟ ʥʝʩʢʦʣʴʢʠʭ ʧʝʨʝʤʝʥʥʳʭ. 

ʇʨʠʤʝʨ: {id} (ʦʪ {dateCreated}). 
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ɼʣʷ ʠʟʤʝʥʝʥʠʷ ʧʦʨʷʜʢʘ ʦʪʦʙʨʘʞʝʥʠʷ ʩʪʦʣʙʮʦʚ ʚ ʧʨʝʜʩʪʘʚʣʝʥʠʠ, ʠʩʧʦʣʴʟʫʷ 

Drag'n'Drop, ʥʘʚʝʜʷ ʫʢʘʟʘʪʝʣʴ ʤʳʰʠ ʥʘ ʧʦʣʝ ʚ ʥʘʯʘʣʝ ʚʳʙʨʘʥʥʦʡ ʩʪʨʦʢʠ, ʧʝʨʝʥʝʩʠʪʝ ʝʝ 

ʥʘ ʥʫʞʥʫʶ ʧʦʟʠʮʠʶ ʣʠʙʦ ʚʳʙʝʨʠʪʝ ʩʪʨʦʢʫ ʠ ʥʘʞʤʠʪʝ ʢʥʦʧʢʠ çŷè / çŹè ʜʣʷ ʧʝʨʝʤʝʱʝʥʠʷ 

ʩʪʨʦʢʠ ʚʚʝʨʭ ʠʣʠ ʥʠʟ. 

 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʩʪʦʣʙʮʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ  ʥʘʧʨʦʪʠʚ ʚʳʙʨʘʥʥʦʡ ʩʪʨʦʢʠ. 

 

ʇʦ ʦʢʦʥʯʘʥʠʠ ʥʘʩʪʨʦʡʢʠ ʪʝʢʫʱʝʛʦ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ çʉʦʭʨʘʥʠʪʴè. 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

 

2.2.1.3.2. ʌʠʣʴʪʨ ʧʨʝʜʩʪʘʚʣʝʥʠʷ 

ɼʣʷ ʨʘʙʦʪʳ ʚʦ ʚʢʣʘʜʢʝ çʌʠʣʴʪʨè, ʧʝʨʝʡʜʠʪʝ ʥʘ ʥʝʛʦ, ʢʣʠʢʥʫʚ ʤʳʰʴʶ. 

 

ɼʣʷ ʜʦʙʘʚʣʝʥʠʷ ʛʨʫʧʧʳ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ . 
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ɼʦʙʘʚʣʝʥʥʘʷ ʛʨʫʧʧʘ ʦʪʦʙʨʘʟʠʪʩʷ ʚ ʨʘʙʦʯʝʡ ʦʙʣʘʩʪʠ. 

 

ɼʣʷ ʨʘʙʦʪʳ ʩ ʣʦʛʠʢʦʡ ʛʨʫʧʧ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ  ʠ ʚ ʚʳʧʘʜʘʶʱʝʤ ʤʝʥʶ 

ʚʳʙʝʨʠʪʝ ʥʫʞʥʦʝ ʟʥʘʯʝʥʠʝ. 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 
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ɼʣʷ ʜʦʙʘʚʣʝʥʠʷ ʬʠʣʴʪʨʘ, ʧʝʨʝʥʝʩʠʪʝ ʥʫʞʥʦʝ ʥʘʠʤʝʥʦʚʘʥʠʝ ʦʙʲʝʢʪʘ ʠʟ ʣʝʚʦʡ ʯʘʩʪʠ 

ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʚ ʥʫʞʥʫʶ ʛʨʫʧʧʫ ʚ ʧʨʘʚʦʡ ʯʘʩʪʠ ʩ ʧʦʤʦʱʴʶ Drag And Drop. 

 

ɼʣʷ ʨʘʙʦʪʳ ʩ ʣʦʛʠʢʦʡ ʚʥʫʪʨʠ ʛʨʫʧʧʳ ʬʠʣʴʪʨʘ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ  ʠ ʚ 

ʚʳʧʘʜʘʶʱʝʤ ʤʝʥʶ ʚʳʙʝʨʠʪʝ ʥʫʞʥʦʝ ʟʥʘʯʝʥʠʝ. 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

 

ɼʣʷ ʟʘʜʘʥʠʷ ʟʥʘʯʝʥʠʷ ʬʠʣʴʪʨʘ ʚʥʝʩʠʪʝ ʪʨʝʙʫʝʤʳʡ ʧʦʢʘʟʘʪʝʣʴ ʚ ʧʦʣʝ. 

 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʛʨʫʧʧ ʠʣʠ ʦʙʲʝʢʪʦʚ ʛʨʫʧʧ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ . 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

 

2.2.1.3.3. ɼʦʙʘʚʣʝʥʠʝ ʥʦʚʦʛʦ ʠ ʩʤʝʥʘ ʢʘʪʝʛʦʨʠʠ ʧʨʝʜʩʪʘʚʣʝʥʠʷ 

ɺ ʦʢʥʝ ʥʘʩʪʨʦʡʢʠ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ çʉʦʭʨʘʥʠʪʴ ʧʨʝʜʩʪʘʚʣʝʥʠʝ 

ʢʘʢéè. 

 

ʆʪʢʨʦʝʪʩʷ ʦʢʥʦ ʜʣʷ ʚʥʝʩʝʥʠʷ çʅʘʠʤʝʥʦʚʘʥʠʷè ʠ çʂʘʪʝʛʦʨʠʷè 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

 

ʇʦ ʟʘʚʝʨʰʝʥʠʶ ʚʥʝʩʝʥʠʷ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ çʉʦʭʨʘʥʠʪʴè. 

 

ʇʦʩʣʝ ʫʩʧʝʰʥʦʛʦ ʩʦʟʜʘʥʠʷ ʧʦʷʚʠʪʩʷ ʢʘʨʪʦʯʢʘ ʦ ʫʩʧʝʰʥʦʤ ʩʦʭʨʘʥʝʥʠʠ 

ʧʨʝʜʩʪʘʚʣʝʥʠʷ. 

 

ʅʘʩʪʨʦʝʥʥʦʝ ʧʨʝʜʩʪʘʚʣʝʥʠʝ ʦʪʦʙʨʘʟʠʪʩʷ ʚ ʧʘʥʝʣʠ ʥʘʚʠʛʘʮʠʠ ʨʘʟʜʝʣʘ çʇʨʦʮʝʩʩʳè. 

2.2.1.3.4. ʉʤʝʥʘ ʢʘʪʝʛʦʨʠʠ ʧʨʝʜʩʪʘʚʣʝʥʠʷ 

ɼʣʷ ʩʤʝʥʳ ʢʘʪʝʛʦʨʠʠ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʢʣʠʢʥʠʪʝ ʥʘ ʢʥʦʧʢʫ  ʠ ʚʳʧʘʜʘʶʱʝʤ ʤʝʥʶ 

ʚʳʙʝʨʠʪʝ ʥʫʞʥʫʶ. 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

 

ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ çʉʦʭʨʘʥʠʪʴè



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

2.2.1.4. ʆʙʥʦʚʣʝʥʠʝ ʜʘʥʥʳʭ ʧʨʝʜʩʪʘʚʣʝʥʠʷ 

ɼʣʷ ʦʙʥʦʚʣʝʥʠʷ ʜʘʥʥʳʭ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʥʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʥʘʞʤʠʪʝ 

ʢʥʦʧʢʫ . 

 

2.2.1.5.  ʈʘʙʦʪʘ ʩ ʬʠʣʴʪʨʦʤ 

ɼʣʷ ʬʠʣʴʪʨʘʮʠʠ ʜʘʥʥʳʭ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʟʘʜʘʡʪʝ ʥʫʞʥʳʝ ʜʘʥʥʳʝ ʚ ʧʦʣʷʭ ʙʳʩʪʨʦʛʦ 

ʧʦʠʩʢʘ ʠ ʥʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ . 

 

ʉʧʠʩʦʢ ʦʙʥʦʚʠʪʩʷ ʠ ʙʫʜʝʪ ʩʦʦʪʚʝʪʩʪʚʦʚʘʪʴ ʟʘʜʘʥʥʳʤ ʥʘʩʪʨʦʡʢʘʤ. 

ɼʣʷ ʩʙʨʦʩʘ ʥʘʩʪʨʦʝʢ ʬʠʣʴʪʨʘ ʠ ʜʘʥʥʳʭ ʚ ʧʦʣʷʭ ʙʳʩʪʨʦʛʦ ʧʦʠʩʢʘ ʥʘ ʧʘʥʝʣʠ 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ  

 

ʉʧʠʩʦʢ ʠʥʮʠʜʝʥʪʦʚ ʦʙʥʦʚʠʪʩʷ ʥʘ ʦʪʦʙʨʘʞʝʥʠʝ ʜʘʥʥʳʭ ʧʦ ʫʤʦʣʯʘʥʠʶ, ʧʦʣʷ 

ʙʳʩʪʨʦʛʦ ʧʦʠʩʢʘ ʙʫʜʫʪ ʦʯʠʱʝʥʳ. 

2.2.1.6. ɺʳʛʨʫʟʢʘ ʚ ʬʘʡʣ Excel  

ɼʣʷ ʚʳʛʨʫʟʢʠ ʜʘʥʥʳʭ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʚ ʦʪʜʝʣʴʥʳʡ ʬʘʡʣ ʥʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ 

ʜʦʩʪʫʧʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ . 

 

 

 

ɺʳʛʨʫʟʢʘ ʜʘʥʥʳʭ ʧʨʦʠʟʚʦʜʠʪʩʷ ʩ ʫʯʝʪʦʤ ʥʘʩʪʨʦʝʢ ʬʠʣʴʪʨʘ! 

ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʙʨʘʫʟʝʨʘ ʚʳʙʝʨʠʪʝ ʦʪʢʨʳʪʠʝ ʥʘ 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

ʧʨʦʩʤʦʪʨ ʩʬʦʨʤʠʨʦʚʘʥʥʦʛʦ ʜʦʢʫʤʝʥʪʘ ʠʣʠ ʩʦʭʨʘʥʝʥʠʝ ʝʛʦ ʥʘ ʞʝʩʪʢʠʡ ʜʠʩʢ ʠ 

ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ çʆʂè. 

 

2.2.1.7. ʋʜʘʣʝʥʠʝ ʜʦʙʘʚʣʝʥʥʦʛʦ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʦʛʦ ʧʨʝʜʩʪʘʚʣʝʥʠʷ 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʜʦʙʘʚʣʝʥʥʦʛʦ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʦʛʦ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʧʝʨʝʡʜʠʪʝ ʚ 

ʩʦʭʨʘʥʝʥʥʦʝ ʧʨʝʜʩʪʘʚʣʝʥʠʝ ʠ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ . 

 

ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʧʦʜʪʚʝʨʜʠʪʝ ʫʜʘʣʝʥʠʝ. 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

2.2.2. ʈʘʙʦʪʘ ʩ ʢʘʨʪʦʯʢʦʡ ʧʨʦʮʝʩʩʦʚ 

2.2.2.1. ʆʪʢʨʳʪʠʝ ʢʘʨʪʦʯʢʠ ʧʨʦʮʝʩʩʦʚ 

ɼʣʷ ʦʪʢʨʳʪʠʷ ʢʘʨʪʦʯʢʠ ʧʨʦʮʝʩʩʘ ʚʳʙʝʨʠʪʝ ʥʫʞʥʳʡ ʧʨʦʮʝʩʩ ʠ ʢʣʠʢʥʠʪʝ ʧʦ ʥʝʤʫ 

ʃʂʄ 2 ʨʘʟʘ. 

 

ɺʳʙʨʘʥʥʳʡ ʧʨʦʮʝʩʩ ʦʪʢʨʦʝʪʩʷ ʚ ʥʦʚʦʡ ʚʢʣʘʜʢʝ ʙʨʘʫʟʝʨʘ. 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

2.2.2.2. ʆʙʱʠʝ ʧʨʠʥʮʠʧʳ ʨʘʙʦʪʳ ʚʦ ʚʢʣʘʜʢʘʭ ʢʘʨʪʦʯʝʢ ʠʥʮʠʜʝʥʪʘ 

ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʨʘʟʜʝʣʦʚ ʢʘʨʪʦʯʢʠ ʠʥʮʠʜʝʥʪʘ ʚʳʙʝʨʠʪʝ ʨʘʟʜʝʣ, ʢʣʠʢʥʫʚ ʧʦ ʥʫʞʥʦʡ 

ʚʢʣʘʜʢʝ.  

 

ʆʪʦʙʨʘʞʝʥʠʝ ʢʦʣʠʯʝʩʪʚʘ ʨʘʟʜʝʣʦʚ ʤʦʞʝʪ ʠʟʤʝʥʷʪʴʩʷ ʚ ʟʘʚʠʩʠʤʦʩʪʠ ʦʪ ʪʝʢʫʱʝʛʦ 

ʩʪʘʪʫʩʘ ʠ ʚʳʜʘʥʥʳʭ ʧʨʘʚ ʧʦʣʴʟʦʚʘʪʝʣʶ ʩʦʛʣʘʩʥʦ ʨʦʣʝʚʦʡ ʤʦʜʝʣʠ. 

 

2.2.2.2.1. ʈʝʜʘʢʪʠʨʦʚʘʥʠʝ ʨʘʟʜʝʣʦʚ ʢʘʨʪʦʯʢʠ ʧʨʦʮʝʩʩʘ 

ɼʣʷ ʨʝʜʘʢʪʠʨʦʚʘʥʠʷ ʢʘʨʪʦʯʢʠ ʧʨʦʮʝʩʩʘ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ çʈʝʜʘʢʪʠʨʦʚʘʪʴè.  



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

ɿʘʧʦʣʥʠʪʝ ʪʨʝʙʫʝʤʳʝ ʜʦʩʪʫʧʥʳʝ ʧʦʣʷ ʠ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ çʉʦʭʨʘʥʠʪʴè. 

 

2.2.2.2.2. ʈʘʙʦʪʘ ʥʘ ʚʢʣʘʜʢʝ çʆʧʠʩʘʥʠʝè 

ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʚʢʣʘʜʢʠ ʦʧʠʩʘʥʠʷ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ çʆʧʠʩʘʥʠʝè ʥʘ ʧʘʥʝʣʠ 

ʚʢʣʘʜʦʢ ʢʘʨʪʦʯʢʠ ʧʨʦʮʝʩʩʘ. 

 

2.2.2.2.3. ʈʘʙʦʪʘ ʥʘ ʚʢʣʘʜʢʝ çʉʚʷʟʠ ʧʨʦʮʝʩʩʘè 

ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʩʚʷʟʝʡ ʧʝʨʝʡʜʠʪʝ ʚʦ ʚʢʣʘʜʢʫ çʉʚʷʟʠ ʧʨʦʮʝʩʩʘè ʥʘ ʧʘʥʝʣʠ ʚʢʣʘʜʦʢ 

ʢʘʨʪʦʯʢʠ ʧʨʦʮʝʩʩʘ. 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

 

2.2.2.2.4. ʈʘʙʦʪʘ ʥʘ ʚʢʣʘʜʢʝ çʂʦʤʤʝʥʪʘʨʠʠè 

ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʢʦʤʤʝʥʪʘʨʠʝʚ ʧʝʨʝʡʜʠʪʝ ʚʦ ʚʢʣʘʜʢʫ çʂʦʤʤʝʥʪʘʨʠʠè ʥʘ ʧʘʥʝʣʠ 

ʚʢʣʘʜʦʢ ʢʘʨʪʦʯʢʠ ʧʨʦʮʝʩʩʘ. 

 

2.2.3. ʉʦʟʜʘʥʠʝ ʥʦʚʦʛʦ ʧʨʦʮʝʩʩʘ 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʥʦʚʦʛʦ ʧʨʦʮʝʩʩʘ, ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ çʉʦʟʜʘʪʴ ʧʨʦʮʝʩʩè. 

 

ʅʘ ʥʦʚʦʡ ʚʢʣʘʜʢʝ ʦʪʢʨʦʝʪʩʷ ʢʘʪʦʯʢʘ ʜʣʷ ʩʦʟʜʘʥʠʷ ʥʦʚʦʛʦ ʧʨʦʮʝʩʩʘ. 

ʅʝʦʙʭʦʜʠʤʦ ʟʘʧʦʣʥʠʪʴ ʥʝʦʙʭʦʜʠʤʳʝ ʧʦʣʷ. 



 

 

ʈʫʢʦʚʦʜʩʪʚʦ ʧʦ ʨʘʙʦʪʝ ʚ ʉʠʩʪʝʤʝ  

ʫʧʨʘʚʣʝʥʠʷ ʀʊ-ʩʝʨʚʠʩʘʤʠ ʃʘʥʩʝʣʦʪ 

 

ɺʝʨʩʠʷ: 1.3 
 

ʇʦʩʣʝ ʟʘʧʦʣʥʝʥʠʷ, ʥʫʞʥʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ çʉʦʭʨʘʥʠʪʴè. 

 

ʂʘʨʪʦʯʢʘ ʧʨʦʮʝʩʩʘ ʦʙʥʦʚʠʪʩʷ, ʧʦʷʚʠʪʩʷ ʩʪʘʪʫʩ ʧʨʦʮʝʩʩʘ, ID ʠ ʥʦʚʳʝ ʚʢʣʘʜʢʠ çʉʚʷʟʠ 

ʧʨʦʮʝʩʩʘè, çʂʦʤʤʝʥʪʘʨʠʠè, çʀʩʪʦʨʠʷ ʠʟʤʝʥʝʥʠʡè 

 

ɼʣʷ ʧʨʦʜʦʣʞʝʥʠʷ ʨʘʙʦʪʳ ʩ ʢʘʨʪʦʯʢʦʡ ʧʨʦʮʝʩʩʘ ʥʝʦʙʭʦʜʠʤʦ ʧʝʨʝʡʪʠ ʚʦ ʚʢʣʘʜʢʫ 

çʉʚʷʟʠ ʧʨʦʮʝʩʩʘè. 

ʅʘ ʵʪʦʡ ʚʢʣʘʜʢʝ ʥʫʞʥʦ ʜʦʙʘʚʠʪʴ çɼʦʯʝʨʥʠʡ ʧʨʦʮʝʩʩè ʠ çʉʚʷʟʘʥʥʳʝ ʫʩʣʫʛʠè. ɼʣʷ 

ʵʪʦʛʦ ʥʫʞʥʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ç+è ʥʘʧʨʦʪʠʚ ʥʘʠʤʝʥʦʚʘʥʠʷ. 
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ʇʨʠ ʥʘʞʘʪʠʠ ʥʘ ç+è ʦʪʢʨʦʝʪʩʷ ʦʢʥʦ ʩ ʚʳʙʦʨʦʤ ʧʨʦʮʝʩʩʘ. ʅʝʦʙʭʦʜʠʤʦ ʚʳʙʨʘʪʴ 

ʥʫʞʥʳʡ ʠ ʥʘʞʘʪʴ ʢʥʦʧʢʫ çʉʦʭʨʘʥʠʪʴè. 

 

 

ʄʥʦʛʠʝ ʧʨʦʮʝʩʩʳ ʠʤʝʶʪ ʥʝʩʢʦʣʴʢʦ ʫʨʦʚʥʝʡ ʟʥʘʯʝʥʠʡ. ʇʦʩʤʦʪʨʝʪʴ/ʚʳʙʨʘʪʴ 

ʟʥʘʯʝʥʠʷ ʩ ʫʨʦʚʥʷ ʥʠʞʝ ʤʦʞʥʦ ʩ ʧʦʤʦʱʴʶ ʨʘʟʚʝʨʪʳʚʘʥʠʷ ʩʧʠʩʢʘ (u). ʊʘʢʞʝ, 

ʥʝʦʙʷʟʘʪʝʣʴʥʦ ʚʳʙʠʨʘʪʴ ʢʦʥʮʝʚʦʡ ʵʣʝʤʝʥʪ ʠ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʚʝʨʭʥʠʡ ʫʨʦʚʝʥʴ 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʢʣʘʩʩʠʬʠʢʘʪʦʨʘ, ʤʦʞʥʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ ç-è ʩʧʨʘʚʘ ʦʪ ʥʝʥʫʞʥʦʛʦ 

ʧʨʦʮʝʩʩʘ. 
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ʇʦʩʣʝ ʟʘʜʘʥʠʷ ʟʥʘʯʝʥʠʷ ʚʩʝʤ ʟʥʘʯʝʥʠʷʤ, ʥʫʞʥʦ ʩʦʭʨʘʥʠʪʴ ʚʥʝʩʝʥʥʳʝ ʠʟʤʝʥʝʥʠʷ, 

ʥʘʞʘʚ ʢʥʦʧʢʫ çʉʦʭʨʘʥʠʪʴè. 
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3. ʂʘʪʘʣʦʛ ʫʩʣʫʛ 

3.1.  ʇʦʜʨʘʟʜʝʣ çʂʘʪʘʣʦʛ ʫʩʣʫʛè 

ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʦʙʱʝʡ ʠʥʬʦʨʤʘʮʠʠ ʚʳʙʝʨʠʪʝ ʚ ʣʝʚʦʤ ʤʝʥʶ ʚ ʧʦʜʨʘʟʜʝʣʝ çʂʘʪʘʣʦʛ 

ʫʩʣʫʛè ʥʝʦʙʭʦʜʠʤʳʡ ʢʘʪʘʣʦʛ, ʩʧʨʘʚʘ ʦʪʢʨʦʝʪʩʷ ʦʢʥʦ ʧʨʦʩʤʦʪʨʘ. 

 

ʂʘʪʘʣʦʛ ʫʩʣʫʛ ʠʤʝʝʪ ʥʝʩʢʦʣʴʢʦ ʫʨʦʚʥʝʡ ʟʥʘʯʝʥʠʡ. ʇʦʩʤʦʪʨʝʪʴ/ʚʳʙʨʘʪʴ ʟʥʘʯʝʥʠʷ ʩ 

ʫʨʦʚʥʷ ʥʠʞʝ ʤʦʞʥʦ ʩ ʧʦʤʦʱʴʶ ʨʘʟʚʝʨʪʳʚʘʥʠʷ ʩʧʠʩʢʘ (u).  
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4. ʀʥʮʠʜʝʥʪʳ 

4.1.  ʇʦʜʨʘʟʜʝʣ çʀʥʮʠʜʝʥʪʳè 

ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʦʙʱʝʡ ʠʥʬʦʨʤʘʮʠʠ ʚʳʙʝʨʠʪʝ ʚ ʣʝʚʦʤ ʤʝʥʶ ʚ ʧʦʜʨʘʟʜʝʣʝ 

çʀʥʮʠʜʝʥʪʳè ʥʝʦʙʭʦʜʠʤʳʡ ʢʘʪʘʣʦʛ, ʩʧʨʘʚʘ ʦʪʢʨʦʝʪʩʷ ʦʢʥʦ ʧʨʦʩʤʦʪʨʘ. 

4.1.1.1. ʉʦʟʜʘʥʠʝ ʠʥʮʠʜʝʥʪʘ 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʠʥʮʠʜʝʥʪʘ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ çʉʦʟʜʘʪʴ ʠʥʮʠʜʝʥʪè. 

 

4.1.1.2. ʂʦʧʠʨʦʚʘʥʠʝ ʠʥʮʠʜʝʥʪʘ 

ɼʣʷ ʢʦʧʠʨʦʚʘʥʠʷ ʠʥʮʠʜʝʥʪʘ ʚʳʙʝʨʠʪʝ ʠʟ ʩʧʠʩʢʘ ʧʨʦʮʝʩʩ, ʢʦʪʦʨʳʡ ʥʝʦʙʭʦʜʠʤʦ 

ʩʢʦʧʠʨʦʚʘʪʴ ʠ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ çʉʢʦʧʠʨʦʚʘʪʴ ʠʥʮʠʜʝʥʪè. 
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ʆʪʦʙʨʘʟʠʪʩʷ ʦʢʥʦ ʩ ʧʦʜʪʚʝʨʞʜʝʥʠʝʤ ʢʦʧʠʨʦʚʘʥʠʷ, ʥʘʞʤʠʪʝ çʆʂè. 

 

ʉʢʦʧʠʨʦʚʘʥʥʳʡ ʠʥʮʠʜʝʥʪ ʦʪʦʙʨʘʟʠʪʩʷ ʚ ʩʧʠʩʢʝ ʠʥʮʠʜʝʥʪʦʚ. 

4.1.1.3. ʅʘʩʪʨʦʡʢʘ ʧʨʝʜʩʪʘʚʣʝʥʠʷ 

ʅʘʩʪʨʦʡʢʘ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʚʳʧʦʣʥʷʝʪʩʷ ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ ʧ. 2.2.1.3. 
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4.1.1.4. ʆʙʥʦʚʣʝʥʠʝ ʜʘʥʥʳʭ ʧʨʝʜʩʪʘʚʣʝʥʠʷ 

ɼʣʷ ʦʙʥʦʚʣʝʥʠʷ ʜʘʥʥʳʭ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʥʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʥʘʞʤʠʪʝ 

ʢʥʦʧʢʫ . 

 

4.1.1.5.  ʈʘʙʦʪʘ ʩ ʬʠʣʴʪʨʦʤ 

ɼʣʷ ʬʠʣʴʪʨʘʮʠʠ ʜʘʥʥʳʭ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʟʘʜʘʡʪʝ ʥʫʞʥʳʝ ʜʘʥʥʳʝ ʚ ʧʦʣʷʭ ʙʳʩʪʨʦʛʦ 

ʧʦʠʩʢʘ ʠ ʥʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ . 

 

ʉʧʠʩʦʢ ʠʥʮʠʜʝʥʪʦʚ ʦʙʥʦʚʠʪʩʷ ʠ ʙʫʜʝʪ ʩʦʦʪʚʝʪʩʪʚʦʚʘʪʴ ʟʘʜʘʥʥʳʤ ʥʘʩʪʨʦʡʢʘʤ. 

ɼʣʷ ʩʙʨʦʩʘ ʥʘʩʪʨʦʝʢ ʬʠʣʴʪʨʘ ʠ ʜʘʥʥʳʭ ʚ ʧʦʣʷʭ ʙʳʩʪʨʦʛʦ ʧʦʠʩʢʘ ʥʘ ʧʘʥʝʣʠ 
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ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ  

 

ʉʧʠʩʦʢ ʠʥʮʠʜʝʥʪʦʚ ʦʙʥʦʚʠʪʩʷ ʥʘ ʦʪʦʙʨʘʞʝʥʠʝ ʜʘʥʥʳʭ ʧʦ ʫʤʦʣʯʘʥʠʶ, ʧʦʣʷ 

ʙʳʩʪʨʦʛʦ ʧʦʠʩʢʘ ʙʫʜʫʪ ʦʯʠʱʝʥʳ. 

4.1.1.6. ɺʳʛʨʫʟʢʘ ʚ ʬʘʡʣ Excel  

ɼʣʷ ʚʳʛʨʫʟʢʠ ʜʘʥʥʳʭ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʚ ʦʪʜʝʣʴʥʳʡ ʬʘʡʣ ʥʘ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ 

ʜʦʩʪʫʧʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ . 

 

 

 

ɺʳʛʨʫʟʢʘ ʜʘʥʥʳʭ ʧʨʦʠʟʚʦʜʠʪʩʷ ʩ ʫʯʝʪʦʤ ʥʘʩʪʨʦʝʢ ʬʠʣʴʪʨʘ! 

ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʙʨʘʫʟʝʨʘ ʚʳʙʝʨʠʪʝ ʦʪʢʨʳʪʠʝ ʥʘ 
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ʧʨʦʩʤʦʪʨ ʩʬʦʨʤʠʨʦʚʘʥʥʦʛʦ ʜʦʢʫʤʝʥʪʘ ʠʣʠ ʩʦʭʨʘʥʝʥʠʝ ʝʛʦ ʥʘ ʞʝʩʪʢʠʡ ʜʠʩʢ ʠ 

ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ çʆʂè. 

 

4.1.1.7. ʋʜʘʣʝʥʠʝ ʜʦʙʘʚʣʝʥʥʦʛʦ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʦʛʦ ʧʨʝʜʩʪʘʚʣʝʥʠʷ 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʜʦʙʘʚʣʝʥʥʦʛʦ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʦʛʦ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ʧʝʨʝʡʜʠʪʝ ʚ 

ʩʦʭʨʘʥʝʥʥʦʝ ʧʨʝʜʩʪʘʚʣʝʥʠʝ ʠ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ . 

 

ɺ ʧʦʷʚʠʚʰʝʤʩʷ ʦʢʥʝ ʧʦʜʪʚʝʨʜʠʪʝ ʫʜʘʣʝʥʠʝ. 
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4.1.2. ʉʦʟʜʘʥʠʝ ʥʦʚʦʛʦ ʠʥʮʠʜʝʥʪʘ 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʥʦʚʦʛʦ ʠʥʮʠʜʝʥʪʘ, ʥʝʦʙʭʦʜʠʤʦ ʥʘʞʘʪʴ ʢʥʦʧʢʫ çʉʦʟʜʘʪʴ ʠʥʮʠʜʝʥʪè. 

 

ʆʪʢʨʦʝʪʩʷ ʢʘʨʪʦʯʢʘ ʩ ʚʥʝʩʝʥʠʝʤ ID ʠ ʜʦʙʘʚʣʝʥʠʝʤ ʩʦʪʨʫʜʥʠʢʘ, ʦʙʥʘʨʫʞʠʚʰʝʛʦ 

ʠʥʮʠʜʝʥʪ. 






























































































































































