RBEEWRHASR . XERRMENLERP
Pishi

Y

y;

D

% M B TR S OgE

EEANSER T RO 2T

DOCUMENT

WRITING

g b I AR A
- e
ENTERPRISE MANAGEMENT PUBLISHING HOUSE




0150392635 I
H152. 3
429

B A LG4

M EX FEl XH OHmE

C1726694

IR




BEEHEM%GE (C | P ) BUiE

RN EERS | Zi%HmE —Ita: &l
I AL, 2014.4

ISBN 978-7-5164-0739-4

[ OF 1.0OE - MOAX-B/EN.
(DH152.3

v [ B A [ B AR CIPEUE - (2014 ) 350468055

H A
(I
AL
W B
AT
o ke
M dE
B A
HTE

B A
%
M K
TR &
E

: BmALEERE

. £ W Txl EEd XSG

. HISE%

. ISBN 978-7-5164-0739-4

oAb AR R

o AL BTG X A TBERE B 175 R4 : 100048

: http://www.emph.com

. MZREE (010) 68701719  %&4THB (010) 68701073

gataIn (010 ) 68456991

: emph003@sina.cn
s AbE RS I Ep R A PR 2 7

HEBIE
17022 K x 24022K 16774 23.75Ef3K 320
20144F4 1R 20144F4 A S5 1K ERRI

. 58.007G

RRALER B BEN A 3% - ENEHIR AT AR




SRR
PR TR )

RENN S, REALHXFERENZR: AREIFPICA S H 2302
T, SFELEABESHBIA, RIKZI, BARBTREALTIE? —
PR 2 A SCEHE

HEER!

SEHLETF R TAE, thaMABE s, Sl afHETAHFES,
MIFERE AT A S, ENTREFR A SRR R EE . EXFFAE
RE AT EZALEE,

HRE TR, RES8IT. BrREIT—KEER; SR
NAEWESkbetE LA, RSREHRES. RERPR, BEZETH
BIREI ARG R RITE R MBCR S K, HEES 5T, RiEE T#
WHHNRE, migAEiRy; SE D ATRZETBAEER B
7, #EATTAILEE.

Hs, ERIEZVRKGS, RE, TRRFWRMAEA, @,
WENPASFLENERE . ER. AW, EE2ERWAERIBI,
RAMIENR, BEAIEEMEM. AXERANRICEER, HiTHE
R BB, FATAE AL ERA 2~ SCHIR T

N SCRFEIRTAR Y | 58 B9 AR ALV A 2 2 1 B 1 (R
BFNCRAE AR BRSO, B—I TSR, SR BRI, &
Bt EERNAERPEHEKR.

w, E%E FRIFKEEE, RIETRAGETIE, PITHEIHERE, 5
BRI, L IREM S RN F RS RA R M, e 45m HEE .
R, IR SRR R I SEAE

B, ETFHPE. FRYLE, thalEk, ARREE DA, YFE
SO BBAB B IA R RN LS5 BE, ASCXRAE T AFIRRMEM . 2L, 15



H—FhE R B ER, BRRASRASURT WHIER, tRHLH
P SRR A

WA, BRI T RAA R NASC, B FTERR R, 1]
ZaHEERA HE S EEER, XRALEEEF RN,

FEh, MER—FEATEEBORIISC, A SOUH B SEIEF IR R ME R .
W S5k E B EE, DASHSBASEREMPL, BE AR RETEOR
SRR, A SCHERYEIGE T ETERX LTS 3 A FEUE R .

IR L, ASOFERRE L RAVRA TBEORA S, —BeHE
B AR A, ERTE A SCRE AR A RS,
BOAZPBEAES H O AEFBHRATNEE,

Chrém s XCEERE) SR H FAMNKXMTEM =L, EXAELS
SCHSERITERR AL, RS AT TR B DI ORI & A SCE T XA it %,
SRR R, B FHLCRAMAANFET

AP R R R S



SU33U0")

ST

AN BNER: . i i b e e iy s ame S ek S s o e SR 2

‘Qimﬁﬁ ..................................................................... 2

Qi%ﬁm ..................................................................... 3
QXW%% ..................................................................... 5
INTCHYLERE  oevenenrmmmee e 8
Qx%mg ..................................................................... 13

\Qi%@% ..................................................................... 15
\ﬁim@ﬁ ..................................................................... 18
\ﬁiﬁ%%%ﬁﬁﬁ ......................................................... 20

H 0 B

%:E m*@& ............................................................... 24
Lﬁé(é) ........................................................................ 24
D = P P PP P PP PP P PET R 7
B A e 31
4@% ................................................................................. 33
S.GHZH]  veeeeeeeeee et 36
6. TR crvrerrrr e 39
7&% ................................................................................. 42
8%% ................................................................................. 47
gmg ................................................................................. 50
TO. DL veerrerreee ettt aa s 53
lLﬁ% ................................................................................. 56
12, PRj v vevverensensensnettutiatittitssttttittttittestietitoitottiatitottiitiatatstens 60
13.é§ﬁ153§§ ........................................................................... 63
14&& ................................................................................. 67
15, FEJIR wvererernerne ettt et e 70
l&ﬁﬁ ................................................................................. 73

11%% ................................................................................. 75



/

‘ FRATSEXS

%‘EE $%/A\i ........................................................................... 80
18 -H-—f}] ............................................................................................. 80
B = T R R R e R PR LT 83
3. ﬁﬁﬁ% ....................................................................................... 87
A fgﬂﬁ ............................................................................................. 90
5. J‘iﬂp\fﬁ% ....................................................................................... 94
6. *ﬂﬁfﬁ“}g ....................................................................................... 08
s %%ﬁj ....................................................................................... 101
8 I;H%ﬁj ....................................................................................... 105
(O = - 5 T T P PP e PP P PP PP PP PP PP PP PP 107
10. %ﬁﬂ .......................................................................................... 111
R 3 T R P P P P PP PP PP PP P PP PP 113
12, BB veenen e 116
13- %»‘Oﬂ:lﬁﬁ% ................................................................................. 119

B AR

%’ﬁ Mgéi:ﬁ ........................................................................ 124
1. ﬁi%ﬁﬁﬁ% .............................................................................. 124
Vi I—‘ﬁ‘iﬁﬂi{ﬁﬂ?ﬁ% .............................................................................. 127
3. A AT R HR A vvrerererrr e 132
4. ﬁ’ﬁ-*ﬁ% .................................................................................... 135
5. g&_jﬁ:é[ﬂ .................................................................................... 139
6. FEBRTE  ovrrrer e 144
o &1:,]‘;:1:; ....................................................................................... 148
8. ﬁ{]ﬂkﬁ-ﬁu:ﬁ ................................................................................. 151
9. ﬁﬂi—f—ﬁ“:ﬁ ................................................................................. 157
10. &= ﬁ;ﬁ; .............................................................................. 163
17: M%é}ﬁjﬁ% .............................................................................. 166
12, B[] TG veeerrererren e e 170
13, T weveereeee e 172
14, TR RI S v 175
15, FBRTUEHH FT coevvenrrmmemem e 180
16. ZBFERIFT wvvvvererreen e 181
17. BSGARFANTTEE cvovrvvnrrrnrnmmmeneei et 185
18. TG IRFUAG TR rovvrrrrrr e 190
I 2 Tl = = Y e PP 192
20. ARFAAZ R #vvvovrermrrrrnreentee e 195



%ﬁﬁ E];‘*jc:ﬁ ........................................................................ 198
L ERIEAYFIR  coooeeeereeeerermr 198
3. &$ilﬁ‘4ﬁ ................................................................................. 201
3. EREEAEHEIR v 206
4 TAJER BPRIR  covreeerrrereee e 209
5. ?—?ﬁ@ﬁ){ﬁ ................................................................................. 213
6. 1—}&_]:{;1’;;”( ................................................................................. 215
I o1 5 -+ ) < PP 218
8. FPBABEIYLRE S+ ++eseerr-msssnsnsssrsnssssinanssassonnannssnssasannanssonssenerighiodieoss 222
O AT IIRTE FY  ovvreerrer e 226
10. ﬁlﬁl?ﬂ%—ﬁ ................................................................................. 230
11 AP FR AL D <oveee e 733
12, fPERER P AT < vvererr 236
13, FHROIR seerermee e 240
14 /A\ﬁE:P; ....................................................................................... 243
15 JBEI weeeeeerem e et et 245
16 mﬂg_kg:{:; ....................................................................................... 248
;*E ﬂﬁi:ﬁ ........................................................................ 251
| e P PP T P PP PP PP P PR 251
23 ig*ﬁ% .................................................................................... 254
3 F;ﬁﬂ;ﬁ%:ﬁ ................................................................................. 258
%‘_{:E f‘iﬁi:ﬁ ........................................................................ 261
1 ]ﬁ@\ .......................................................................................... 261
DABTH  cereeerere e 265
I 2 11 P P P PP PP PP PP PP 269

g }\-“5‘ ﬂﬁﬁll\\i .................................................................. 274
i fﬂmﬂ .......................................................................................... 274
o) ﬂl’[ﬁ .......................................................................................... 277
3 gﬂmu .......................................................................................... 280
4 q:mlj .......................................................................................... 284
5 j}% .......................................................................................... 287
6 %{“ﬁ .......................................................................................... 290
7 ﬁﬁ .......................................................................................... 292
8 ﬂljﬁ__ﬁ .......................................................................................... 296



/

‘ WRANBIERE

%ﬂﬁ *iﬁ*“)‘(gg ..................................................................... 299
1 %ﬁ .......................................................................................... 299
2: ﬂfﬁi:ﬁ ....................................................................................... 301
2 %Tlﬁlf'—é: ....................................................................................... 303
4TRGBS cevevrere e 305
5: BEB‘TF&_ ....................................................................................... 307
6. ZEAGHA]  veeeeeeee e 310
T UCHIFR]  oeeeeee e e ettt et 312
8 gk%ﬁj ....................................................................................... 314
9 J}g% .......................................................................................... 316
%.'.-’é E%ﬂﬁ% ..................................................................... 318
1 j—(% .......................................................................................... 318
2 q&% .......................................................................................... 320
3. %ﬁ% ....................................................................................... 321
%_{__ﬁ "%FH#%'?S .................................................................. 324
1. ?Eﬁfﬁh ....................................................................................... 324
o ﬁﬁﬂﬂfg T L R e R i S s B s 326
3. ﬁ‘é{j’f%‘ ....................................................................................... 329
4. i%%fg ....................................................................................... 332
5. ﬁ_&m{fg ....................................................................................... 334
6. {ED‘(:F; ....................................................................................... 336
7 %E:ﬁ ....................................................................................... 338
FFHTF IPEIEIRIZE v 341
1 I%‘EE .......................................................................................... 341
9 1#%: .......................................................................................... 343
3 n’ﬁﬁ .......................................................................................... 345
%-{-EE Eﬂﬂﬁm{b\i ............................................................... 348
] ;—;'.?Bﬂ .......................................................................................... 348
) Ig$ .......................................................................................... 350
I N D PP 352
O = | s 353
5. BFRUELE  ceovvoesscncrcatcscansessossnsosscsssasssssosasessnsessansnaasannssssosanvansassnse 356
(T : 2 - = = D P P S PG PN 358
T ARG cocvecoesesnsssascsssiosssectsassosossonscisssronsonnsansamssnonsssranesaessasessssnssasians 360
8. E@:ﬁ .......................................................................................... 363
O YBTER  <o-oviesesemssovenssarusnssasantsasisanssotivanessssnromtosmansrusssedosssonsaattaenes 365






/

P HRAXBIERE

% ASCHS

—. AX i

ASCE I B e BOR ATEOERL  BLEE | SO TBOE G 2 A1 $5 B T
8T, WRTAE, RS, TSRS, SBWLIE., I, #HaHk,
TEATE AR . AbFE H % TAERS, EFEERBEIA L,

AR L2 4%

WA, (UEEESBEIVAT (EFATBEHLEA A EINE ) hHLER 13 FfT
BASC, Fkeh AT A8 (R EEE =S A SRR ) hALE R 14 Fhog
B EBASC, XPREA, HECHAEFREMM, RARMMEN, LRI T
PRI LA B SCRb . e I SC, MRk BRSO .

I SCEIASC, B TATBUA SCRISE A CZ 4, BALE s S F 230 H B30 $ .
SMEESCH . SCEOCH . BSOSO, TRICH, 5%, XUERHRIE “LRXE .

PUXHIASC, SMEMRTT, BT U LRSS, FAREEKAGAKCE. Mt
SURWIRIE, FOSCARRET=A, W TRGE R LA CRIRH 208,

TERIB RSB, ASOBR THGAmRR, B, 3L, 2
PAPRTERS FIA SCR, #REEAR SR SR S MR ANAD T T4

:‘\ /‘é\i@%4éw

H—BOCEMEL, ASCRA X B AR S

(—) ket
AXWEERE ., X EER, BEPTRH . BITRF, BEARRIKEY, 2
SCHBLRAREE LR . TTRREBILE, ERAFW BN, HMERAS, #

2



2% me A0

RHEATRHAI A G SRR, MiTTRRHAS, WERRESHEBILE. &
Fulvsf A AARSREEEE R,

(=) BBt

AXWEXER, TRREBHLR, EREFHBA, HERELHAE, Mi1HE
ARAHNRAI, AN ERARIE LS PEGEE AL EA . KOS, T
WRER. TR, PR, EERELCHIRETIEE. il 4. THETITAX,
REEF L ERBBUR, TRYCMTTCRFHARIE A SCNBRAT, RIE LRI E
HAF LA F BT o

(=) MeH

R (ERITEALRA A EIME) M (PRI A AL B &H] ) , A
B ELAHE IR —E R HAFNDIF S MERER . B, 7. BoRR
BRI ; AT R P LG — 2 I ESR . ik, ASCEEARREREOATAR, 2
784 HE [ R E G — 8 X AT SO

(Mm) scAM

O SCPR L S B B B A, ARMATL  AEfTHBIX | EfIPLE . ik, 4,
BRFENPTEASORMGEFERR, ASCHERIFER T AMMANMER, ASCHE IR
Ao RS R B ™ Y — 2 3CHAR

(&) MEtE

FELEE S, AXMENEE, il ARAFESNBE TR, HYHEAH
BT FR A ES o JUHSRA S S )RR 75 2L B IR Y, A SCHIRTRME R W (i, Xk
TE T 5 SCHY T A2 AN SE DA 75U ™A B B ] K

BR T A EFRRFFR, SBASGEASIRBOAYE . B B R

. AXGEA
REPRIG ST T A SCREBRIGHER], — B SR 0 F LA

(—) ERRRHIER

3. BHR. IR, TERMHEBIFHET T R0, BEEPHAX; FTEIXE
BEMEHE . GREERRE, WREMEBASOREI, BRiLEHIERTEEOE, £
BB —FHRHEME R, BMTEMEASGXF B RS, SHnHE, —



/

- MRAXBFEXE

W TAEFAE— AR RRINAI e, X 5K |, Af 5806, HkS5H KR
HPRIFAHE B, REBIEAMWERE, BHRAS, FRERRASTEYIENEM.

(=) SisFESIER

VBRI —FRUBE A, ASCR—FESITT B TR LA D TR, BRILCHE
18 A SCHIE KR RIRHEAT o M PUR SR . T RALCHE TAE B 2 m] AT, 7521
EEHSEHERIER | e, ERYICH BRNEE FAT3CT A, ik Rk, &%l
KA R T ERACHIREH, FH IR ERYVUCRIEMEIT TR, FFRASES . N
XAEX ERUL, ASCEB T ERX T RS RMER.

(=) &IBFEIEIER

ASCHNAFEER BT Hl R LM BEMZR, WOOHLEZ %S00 7 i B s
Ko XHE, ERLEATLUKSE FRULCHIHER . MEFASCHETHA. B2, e, F
FARAHRYE T RS . IEFAOTFRIAE. MREAAL, ERHKRETREN
W, ETRITR TARBA X TARIEMIEIE, RAESATHE, IMHBCRIS AR A B,
THERALE T .

(M) EEHEER

AICHFHRIIER, AUETARIER, BE, HNEES SRR
Mgk, FEMZXEMBEREE, HUER, b2 3CE AR 2B X, #8323
FHIEAE LARBIASCABE R AT AT IR AR, $REIAR, XFMEBLZE —Le A
B UL, RS ME R BRI, #R . #R, ROREALWELEE
BRI, IEZIHRE R KBRS — B, RETENBEYE, RBEEEFHEN,

(&) BEIER

ACPEFEEAFRESEN . B, &F0), Sn. AEFNE, XENEERSGHRE
ZAREMER . Y ERYOK X LE(E BALE T RMHR, HAURMEMZRE R T T e
FIFI 2L SRR, BRIR T HEABOFARE . EEME AN I7E B A P AT R 30,

A, FEASGERAMEY, MEHAXRATH LM, &FEHMEH, &
ASCRME AR A

ER, ARABFHEERHF, BN XFHEAERRER, AREAEE—EM,
AREAZMER .. SHRAF A RBEREAXHARFEEM, ABABIFERHAL, &
AR SURAFHINREAER, 22 SCTESE BRI s h R R EEAE



g5 Hta

@9 AX L3

XA, FREL, ML R IR A% S P REES B SR, X

BT B A CHIERIA B T it
NSO, RAERIDITERARR, ATLA AR AR

(— ) RIBIEACERS

MRV TR 5, 23 3CRT LA i FA SO FA ST

1. 38 HAC

AT, XFRATBUA 3 B FEBAT FEILE  HER S afih, ndad J8nw .
POE ., EAL, . RS, BREAAS. BRATHEFTURMASL, —BHsE A,

2. BHAX

FRHAX, BB, EHTRHREGENAL, BARENEMER. S
FRMES. BS, &%, &4, ARVCHAMRRR. AR, ARbE, &%
G w R . P . B RE, BETERHAL.

(Z) RFFEAEXS

RGBT RISy, ASCTRAGY R EATSC. AT, FATC=2K,

1. B3

EATSCR RN ERALE RN, HR . EHE T,

XFEfATX, EFBEEEKE [2000] 23 53XHHME: “ITCRRBIEFRE LR MR
BORBHSE, —BARBIGTRIRE. " BT BRERRITL, FTRYEATE
BEEN LRTFYIATCER, BAERKREN, NEBRHRITIL,

2. FATX

TATSCR LRV E FRILRERAI, 4. RE. A, @, B, #t
8255 SCF R T XA S

5 EATSCIARRIRZ , FATSCAT LERATSC, AT A HAT3C, thaldd B41) . )4 .
TG A EE R LA RBATF .

Y

AT IR RIBH KA LRI R ZRIRAER A SC, M bR, IREWE TFI7C.

SEATCHIE RIS, FONEATRINLE . ARk, BF I, TigTHX
M Rge, RENFENTEFIHASCRIERASH, #Bal YT,

(=) RBERRS
WRIGA VBRI, ASCATRI > IR SC, MEHEA S, MIBHEA S, #H



‘ MBMAXEERE

AT, BRHEASC, IERMEAS . IERHEAXER.

1. IR HEHEA

FEAEME N SO AN T RALCEBER & th 19 A TR HEE A S, Inde4 .
PAE . BRI, R, B, A% XA IR T RYLCHIT R S HKYE .

TREVEA SO A IR ELA, 1B S EERETE, A —ERsREITE.

2. FFEHEA L

FRIEHEA SRR FI L T BALE RBEARPATHIA S, WRLE . &0, B, Ik,
YANEE . XA SCER AT ERR, {3 A OB

HEHEASCRIE R AYEE, 155 DR E, FHEEES.

3. HIBRHEA L

HUB A SCRALEN A X TSR . RIBEASC, tads ., d@Hf . Al A
WEE, XEAL—MEABARWZIONER, — LB, |, MSE{km, %
CETEREIE .

HBHEASCESHRIEE., ™%, 5.

4. RAFHEA X

WIEHEA TR TRYLER ERVLCICHR T/, RESR . BN, UREE L
FHLEHAT, RS . ER.

WIEEA CEURBRRRIES | ICIRMIEIRB LK

5. BAHEA X

R A S EATCA —E MUY, BREAHARE N TBLC S AL Z H FH
HRGFRTAE . in) a8, & @Mk RNAS, K. B, #AEETrREHEASC

BB A SOHE T MERRA L ZHER, —VILMETHEE TR, HERE,
fEHEER .

6. LA

IEREA X XFHREVEAL, ERATFIER. FASUIERHAS, maaE,
KHid.

ESRHEA CESRBZH OWER S E, 1T CEE P RBESTOERM, TEZOES,

7. UERRPEZA 3

IEMACHF A X T EREEGE . EOANSG. &0, B5. B, T
EEEINEN, AME. IENE, ARt aiEsER.

(@) RFVNZEERES

AXHREGEEALRE . Flk . 2 PARSEEE SR 77w, REHILERE,
ARG ARSI ATE N . IRENATECH . WERERISCHF . BRSCfF . LB SCi . 4%
L



g8 &“@f

1. XAMAFF S

NERE K EFYLFERASC, 7T LA E NI TF &

2. RENAFF

WERE ZEFHEAAL, BARE. RbEEI A,

3. NERAE A S

WEARY XERVERAL, BEAREMHESATF, RBRANE, &R8h, KRS
NERE

4. B S

WEW K—EZME, MHEREESMERRZLMERFIL.

5. HLE S

NEW LEEEZBE, MEREESTEREERLLMERFLE.

6. 45 1
WEW LA ERNEZRE, %N XS E i F B KL L MEZRF .

() REZSEENS

BN SCA TEAE B TR BR 1 , X R 7T BEXT A SCHAT BRI R 40 ARYE B 2R E AR,
INXNATRIG A2 2. .

1. RS

R R R 2 HIEWHEEMN AL, UHLURRAEEL® . AhH,

2. 2

SHRBELRHNFEENAL, TEPHEGE ., A,

8

SR AE TTE TR BRI A SC, 4 IE # o BE AL FAL BREp AT

(7%) BB KX 5
WRAEEAER) 53, ALAT5H
1. RA
YRR SCRPAGRSK A BRSO . 4RI SCR R BT ELEH A ST B .
2. BTN
B2 SCRP LA e B A R 28 A i F A& 33 . ABBRAG A S

(£ ) RTEFEFER S
RIEARIELN 73, AXAT 53R

1. &3
RICRAIRA AL M SNANL K A SC, WTLARESMERBAAL, AT LR A BT N



/

‘ FEAXSHEAS

2. 3
W SCRFE YR th A1 B il & B9 SC o

E, AX LA

DG, BATTXEMREAILE. SHERREATNENAR SHEIME
X, BHRAEENERRY . —REBHAL, MZREFAAMRNTE, %8
—E AR, I EAR W MR A AL AR SRR —T0, R — i R Iy
NI, TolkRAE N SO BB TT o

(— ) AXEHHEFR

1. SEREME

AXHEENE, 853 EER:

(1) AEXWEL, Mk, BEE,. AER, =&F2. REMIAX
AT LIRSS R, HARAAREITHERb,.

(2) AXEAET, WERIZIMEW . BE. FZAYW, iEAN IR A prigik
B R, AR, TE, sk ARG AT .

(3) AL, MiZMEkERY, BRER, MEARTHH .

2. B4

BEHEREE, AXHENTBRE. SNAFZENAENZE, BSBRZE., 4
FHAFZIE, MiZEaNEZEBXRN, NEHSAHTIEE R, WAL AT
Ja 7 JE R T

MK FERG, —RAXMZAT K. FEK, GE=1BK, X =&WZHEIH
FFRNTERRR, BE T . REEEBIEETS, FEREIITUEZERR, X8E
BROZATARIFFIR R, Wl LURHABZEXR, idiH, Aa%. EREAXELRY
B, LAGrsac. P S800F, Woalbl BRI, v 5de AR, #HEMRE
BAE BRGNS, B AN AR A B AN AR

3. &k

201 EEAE TE S i, 2 3CHiE i) a) Bl S A n s — i, —
PMFHEZANTF, MiEAMEEA W ERNRE, IBXEFREAR LN, 2L
R, MBI, BOZM,

IR LIIHAERE — R AR RN R — APl F AT, BERMES
AHIER, MU RUHAR, N,



