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ค @/N@ <พ.0.= /?%#?P!Oอ�!1��?&ห@�ค1B�O3>!Oอ�/?1>0>หN@��@�#?Pอ0CN2N/%1@��@1N�O@�อ�ห%?�2Aอ 1 Enter + 

Before 6 pt คAอ QหO/?1>0>&11#? 1>ห/N@��?%N#N@�?&1>0>&11#? '�!>  ?�1C' 
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�?Q%ค/@/N1O/ ("O@/?) N3�#?Pห%?�2Aอ O3>/?%#?P N�N% ห%?�2Aอ2 @%?��@%'3? �1>#1/��@1อB /0@�1@ />#0@0@2!1์ 
/>�?0O3>%/?!�11/  N/%#?P2B  #?P อ/ 0200.5// 12741 3�/?%#?P 15  />"B%@0%  2566  

พ>/พ์อO@�"@� ("O@/?) �@�%?Q%N/O%/11ค 2 Nค@> NพAPอN'็%N/O%�Nอ�/N@�1>ห/N@� อO@�"@� �?& ห%?�2Aอ#?PอO@�"@� 
O3>� 'B่/ Enter 1 &11#?  + 6 พอ0#์ NพAPอพ>/พ์2>P�#?P2N�/@ O/0 ("O@/?) &11#? !NอR' 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

4.  �@1N�?0%2>P�#?P2N�/@ O/0 ("O@/?) QหO1>&BQหO�? N�%/N@N'็%Nอ�2@1ห1Aอ2>P�อAP%Q #?P!Oอ�2N�/@พ1Oอ/ห%?�2Aอ
�&?&%?Q% "O@N'็%Nอ�2@1�O�>!Oอ�1>&B/N@N'็%Nอ�2@1Q  ห1Aอ2>P��อ�'1>N.#Q  � @%/%N#N@Q  พ>/พ์2>P�#?P2N�/@ O/0 
("O@/?) �@�%?Q%N/O%/11ค 2 Nค@> NพAPอN/O%�Nอ�/N@�1>ห/N@� <2>P�#?P2N�/@ O/0= �?& <1@0�@1Nอ�2@1#?P2N�/@ O/0 
("O@/?) O3>� 'B่/ Enter 1 &11#?  + 6 พอ0#์ NพAPอพ>/พ์N%AQอN1APอ�  &11#? !NอR' 
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คูN/ือก@1�?ดท @หน?�.ือ1@ชก@1.@0นอกดOว0Pป1Oก1/ Microsoft Word 

 

�@#N�?"%�Oอคว@!N%AOอN#ANอ�  
�@1N�?0%2N/%�Oอค/@/N%AQอN1APอ��อ�ห%?�2Aอ1@��@1.@0%อ� O&N�N'็% 3 2N/% คAอ 

1. .@คNห!B พ>/พ์�Oอค/@/.@คNห!B  0Nอห%O@ 2.5 �/.  P 0N1>P/#?P�อ&�O@0R'�%�&N%AQอห@.@คNห!B 
O3O/� 'B่/ Enter 1 &11#? + 6 พอ0#์ 

2. .@คค/@/'1>2�ค์ พ>/พ์�Oอค/@/.@คค/@/'1>2�ค์ 0Nอห%O@ 2.5 �/. P 0N1>P/#?P�อ&�O@0R'�%�&
N%AQอห@.@คค/@/'1>2�ค์ O3O/� 'B่/ Enter 1 &11#?  + 6 พอ0#์ 

3. .@ค21B'  พ>/พ์�Oอค/@/.@ค21B' 0Nอห%O@ 2.5 �/. P 0N1>P/#?P�อ&�O@0R'�%�&N%AQอห@.@ค21B' 
O3O/� 'B่/ Enter 1 &11#?  + 6 พอ0#์ 
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คูN/ือก@1�?ดท @หน?�.ือ1@ชก@1.@0นอกดOว0Pป1Oก1/ Microsoft Word 

 

�@#�? #>">&###? �อ�ค @ล�#O@" 

  �@1�? 1>0>&11#? �อ�ค @3�#O@0 QหO/?1>0>&11#? หN@��@�&11#? 2B #O@0�อ�.@ค21B'
N#N@�?&1>0>'�!> O3>Nพ>P/คN@�Nอ%ห%O@อ?� 12 พอ0#์ (1 Enter + Before 12 pt) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

1. คล>� "Nอห%O@ 

2. #>">หN@� �Nอ% 12 pt 

3. คล>� !�ล� 

4. คล>�!?O�คN@ Tab QหON'็%  

5. คล>�#?NR!O&###?  #>"> 8 �!. 
QหO'#@�ฏ  #?NR!O&###?  

6. QหONคอ#์N�อ#์#?Nห%O@�Oอคว@!  
ค @ล�#O@" OลOว� 'B!่ Tab 1 ค#?O� 
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คูN/ือก@1�?ดท @หน?�.ือ1@ชก@1.@0นอกดOว0Pป1Oก1/ Microsoft Word 

 

ค @3�#O@0�>"C��? QหOR'อ0CNQ%! @Oห%N�#?P!1��?&ห@�ค1B�  ?�1C' 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

�@#ล�%@!#O@"ห%?�0Aอ 

�@13�%@/#O@0ห%?�2Aอ QหO(CO/?อ @%@�3�%@/Q%ห%?�2Aอ1@��@1.@0%อ� 2 @ห1?&/ห@/>#0@3?0
1@�.?�2��3@ /?(CO3�%@/Q%ห%?�2Aอ  ?�%?Q 

1. อ$>�@1& ?/ห@/>#0@3?01@�.?�2��3@ 

2. (CO#?PR O1?&/อ&ห/@0ห1Aอ/อ&อ @%@� !@/ค @2?P�R O1?&�@1/อ&ห/@0  
- 1?�1@1@��@1O#% 

- '�>&?!>1@��@1O#% 

- อAP% N !@/#?P��ห/@0� @ห%  

#?Q�%?Q QหOพ>/พ์�APอN!O/�อ�N�O@�อ�3@0/Aอ�APอR/OQ!O3@0/Aอ�APอ P 0QหON/O%&11#? �@1พ>/พ์ 3 &11#?  (4 Enter) �@�ค @3�#O@0 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

�ANอN�O@�อ�ห%?�0Aอ �>อ"CN
�@N��ล@��?&ค @ล�#O@" 
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คูN/ือก@1�?ดท @หน?�.ือ1@ชก@1.@0นอกดOว0Pป1Oก1/ Microsoft Word 

 

�@#N�?"%0Nว%#@��@#N�O@�อ�N#ANอ� 
�@1N�?0%2N/%1@��@1N�O@�อ�N1APอ� QหO3��APอ2N/%1@��@1N�O@�อ�N1APอ� ห1Aอห%N/0�@%#?Pออ�ห%?�2Aอ  

"O@2N/%1@��@1#?Pออ�ห%?�2Aออ0CNQ%1> ?&�1>#1/� ห1Aอ#&/�  QหO3��APอ2N/%1@��@1N�O@�อ�N1APอ�#?Q�1> ?&�1/
O3>�อ�  "O@2N/%1@��@1#?Pออ�ห%?�2Aออ0CNQ%1> ?&�1/3�/@ QหO3��APอ2N/%1@��@1N�O@�อ�N1APอ�Nพ?0�1> ?&�อ�
ห1Aอห%N/0�@%#?P1?&(> �อ&  Q%2N/%�@1N�?0%ห/@0N3�P#10?พ#์�อ�2N/%1@��@1N�O@�อ�N1APอ� ห1Aอห%N/0�@%#?P
ออ�ห%?�2AอO3>ห/@0N3�.@0Q%!CO2@�@ ("O@/?)  R/O O/0 O3>QหOพ>/พ์�APอ2N/%1@��@1N�O@�อ�N1APอ� QหON/O%&11#? 
�@1พ>/พ์ 3 &11#?  �@�! @Oห%N�N�O@�อ�ห%?�2Aอ (4 Enter) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter 4 ค#?O� 
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คูN/ือก@1�?ดท @หน?�.ือ1@ชก@1.@0นอกดOว0Pป1Oก1/ Microsoft Word 

 

�OอN.�อO�>ใ��@1N�?0�ห�?ง.?อ1@ช�@1.@0�อ� 
 
�@1พ>/พ์ห�?ง.?อ1@ช�@1 /?หล?�ใหOค>  /?ค@�คN@ �N@อN@� คAอ 

1. OหOคว2/"C�!Oอ� !1ว00�  �211%!์ ว11ค!อ% Pว02�1�์ "C�คว2/%>0/ 

2. P O02100/&C1�์#B�O�คว2/ �1 N�% �0#1 11  P/Nว�ว% 

3. �21�1 ล 2 1&คว2/ ? O!Nล0ว11ค!อ%/?Nอ�.2พ 

4. N%AQอคว2/#1Q�ห/  �ล/�ล1P% 01/พ1%$์�1% !1�'10N O%N%O%�B #?P!Oอ��21 

5. 0B.2พ/?คว2/Nห/200/ 

 

�Oอ.?งN�!  
 O%�21N�?0%ห%1�0Aอ12��21"O2P/NP OอO2�"@�N1APอ�#?PNค0!> !Nอ�1%/2�Nอ%�0O�Oค 2�@Q%!O%วN2 < Oว0= 
<N%APอ��2�= �0P/N/?ค 2วN2 <%1Q%= O%#O20ว11ค 

 0Nว%�21N�?0%ห%1�0Aอ12��21#?P/?�21อO2�"@�N1APอ�N >/#?PNค0!> !Nอ�1%/2�0O�Oค 2�@Q%!O%วN2  
 <!2/... Oล0ล�#O20ว11ค Oว0ค 2วN2 <%1Q%=  N0/อ 

 

�Oอคว11>ว?ง 
 O%�21N�?0%ห%1�0Aอ12��21#?P�@Q%!O% Oว0ค 2วN2 <!2/...%1Q%=  />O�O!Nอคว2/O%ว11ค 2  Oว0  <�@�= N'็%
อ1%�2  Nพ120�21N�?0%�@Q%!O% Oว0 <!2/...%1Q%=  N'็%�21N#O2คว2/N >/N#N2%1Q% P/NO�NN'็%�21อO2�Nห!B(ล&1�ค1&
OหO# 2!2/ 

 

�Oอ"> พล@   
 �21N�?0%ห%1�0Aอ12��21  /1�N�> �Oอ(> พล2   1�!NอP'%?Q 

1. N�?0%อ1�/10Nอ�อ�0Nว%12��21(>  ห1AอN�?0%�APอ0Nว%12��21#?Pออ�ห%1�0AอP/N�1 N�% 

2. NลAอ�O�O�%> �อ�ห%1�0AอP/N"C�!Oอ� N�N% !> !Nอ.20O%�10#1ว�/ N ?0ว�1%�0!Oอ�O�O�10 2/&1%#@�
�O�0O�Oค1B� 

3. ว2�1C'O&&ห%1�0Aอ0ล1&#?P N�N% N1APอ� �1& N1?0% �00ล1&#?P�1% 

4. N�?0%ค 2วN2อO2�"@��1&0>P�#?P0N�/2 Oว0 #1Q�#?P/N/?คว2/� 2N'็%#?P�0O�O N�N% P/N/?0>P�#?P0N�/2 Oว0�OO0N 
ห1AอP/N!Oอ�/?�21อO2�"@��OอO2� 

5. N�?0%�Oอคว2/P/N�1 N�%ว�P'ว%/2�%(CO11&P/NN�O2O� Oล0P/N02/21"#?P�0'�>&1!>!2/P O 
6. N�?0%ค 2�@Q%!O% Oล0ค 2ล�#O20 P/N"C�!Oอ�!2/�2%0�อ�(CO11& 

7. P/NN�?0%�APอN!O/PวOO%ว�NลO&O!Oล20/Aอ�APอ�อ�(COออ�ห%1�0Aอ # 2OหO(CON�?0%P/N#12&วN2N'็%ห%1�0Aอ   
�อ�Oค1 ล20/Aอ�APอOค1 

8. อ1�/10Nอ'10� 2�10#1ว� �1/ �1�หว1  1ว/#1Q�ห%1�0AอNว?0%#?PO�O <ว= �0P/N/?�B  02Nห!B#?P10N&?0&/ 
� 2ห% P/NOหOO0N�B  Nพ120"O2N�?0% Oว0/Aอ�B อ2��0�ล20N'็%!1วNล�P O 
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คูN/ือก@1�?ดท @หน?�.ือ1@ชก@1.@0นอกดOว0Pป1Oก1/ Microsoft Word 

 

 

 

 @ค(%ว� 

 

 

 



20 

 

คูN/ือก@1�?ดท @หน?�.ือ1@ชก@1.@0นอกดOว0Pป1Oก1/ Microsoft Word 

 

!?วอ"N@�ห%?�0Aอ#@��@# @"%อ� 
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คูN/ือก@1�?ดท @หน?�.ือ1@ชก@1.@0นอกดOว0Pป1Oก1/ Microsoft Word 

 

ห%?�2Aอ2 @%?�%@0�1?�/%!1? #?P %1 0106// 2019 3�/?%#?P 30 พ20�>�@0%  2553 
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คูN/ือก@1�?ดท @หน?�.ือ1@ชก@1.@0นอกดOว0Pป1Oก1/ Microsoft Word 
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คูN/ือก@1�?ดท @หน?�.ือ1@ชก@1.@0นอกดOว0Pป1Oก1/ Microsoft Word 

 

 

!?วอ0N@ง1A!O   N�?OอN1?Nอง 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 3�Ā@   _ 

N'ÿ#   _``   �อ� >N01   gg   � %@��>��@�BN��1@ `a   �?�$@$�   `cbf 
 

 

%>N�?$�2ํ@�?��@$�%?�#��%? 
/ÿ@�Ā/$�@�2@%�%%� 

 .0.  `c`d 

 

 

P�$�?PN���@%2#ค/%�%?��%B�%>N�?$�2ํ@�?��@$�%?�#��%?/ÿ@�Ā/$�@�2@%�%%�   .0.  `c^d  

N2?$Q3#ÿQ3ĀN3#@>2#$>P��@Q�  ค�>%?�#��%?�@�/@�%>N�?$�R/Ā  �?��ÿอR��?Q 
�Āอ _ %>N�?$��?QN%?$�/ÿ@  �%>N�?$�2ํ@�?��@$�%?�#��%?  /ÿ@�Ā/$�@�2@%�%%�   .0.  `c`d� 

�Āอ ` %>N�?$��?QQ3ĀQ�Ā�?�ค?��?Q�O�ÿ/?��?P  _  #>�B�@$�  `c`d  N���Ā�R� 

�Āอ a Q3Ā$�N'>� 

  a._ %>N�?$�2ํ@�?��@$�%?�#��%?/ÿ@�Ā/$�@�2@%�%%�   .0.  `c^d 

  a.` %>N�?$�2ํ@�?��@$�%?�#��%?/ÿ@�Ā/$�@%'��APอQ�3�?�2Aอ%@��@%   .0.  `c^e 

  a.a %>N�?$�2ํ@�?��@$�%?�#��%?/ÿ@�Ā/$�@%'��APอQ�3�?�2Aอ%@��@%  (��?��?P  `)  

 .0.  `c_d 

�%%�@%>N�?$�  �Āอ�?�ค?�  #�>�อ�ค�>%?�#��%?  O'>คํ@2?P�อAP�Q�  Q�2ÿ/��?P�ํ@3��R/ĀO'Ā/ 

Q�%>N�?$��?Q  3%Aอ�@P��?�  3%AอO$Ā��?�%>N�?$��?Q  Q3ĀQ�Ā%>N�?$��?QO��  N/Ā�O�ÿ�%�?�?P�'ÿ@/Q��Āอ  c 

�Āอ b %>N�?$��?QQ3ĀQ�Ā�?�ค?�O�ÿ2ÿ/�%@��@% 
2ÿ/�%@��@%Q�#?ค/@#�ํ@N���?P�>�Āอ���>�?�>�@�2@%�%%��อ�N3�AอR��@��?PR�Ā�ํ@3��R/Ā 

Q�%>N�?$��?QQ3Ā�อ�ํ@ค/@#��'��?��CĀ%?�1@�@%�@#%>N�?$��?Q 
�Āอ c Q��%�?�?P��3#@$  3%Aอ%>N�?$�/ÿ@�Ā/$�@%%?�1@ค/@#�'อ�"?$O3ÿ��@�>  �ํ@3��/>�?

��>�?�>N�?P$/�?��@�2@%�%%�R/ĀN��อ$ÿ@�อAP�  Q3Ā�Aอ��>�?�>�@#��3#@$  3%Aอ%>N�?$�/ÿ@�Ā/$�@%�?Q� 

�Āอ d Q�%>N�?$��?Q 
��@�2@%�%%��  3#@$ค/@#/ÿ@  �@��?PN�?P$/�?��@%�%>3@%�@�Nอ�2@%  N%>P#�?Q�O�ÿ�@%�?��ํ@  

�@%%?�  �@%2ÿ�  �@%N�O�%?�1@  �@%$A#  ���@��@%�ํ@'@$ 

�3�?�2Aอ�  3#@$ค/@#/ÿ@  3�?�2Aอ%@��@% 

�2ÿ/�%@��@%�  3#@$ค/@#/ÿ@  �%>�%/�  ��/�  �%#  2ํ@�?��@�  3%Aอ3�ÿ/$�@�อAP�Q��อ�%?�  

�?Q�Q�%@��@%�%>3@%2ÿ/��'@�  %@��@%�%>3@%2ÿ/�"C#>"@ค  %@��@%�%>3@%2ÿ/��Āอ��>P�  3%AอQ��ÿ@��%>N�0  

O'>Q3Ā3#@$ค/@#%/#�@�ค�>�%%#�@%�Ā/$ 



 3�Ā@   ` 

N'ÿ#   _``   �อ� >N01   gg   � %@��>��@�BN��1@ `a   �?�$@$�   `cbf 
 

 

�ค�>�%%#�@%�  3#@$ค/@#/ÿ@  ค�>�Bคค'�?PR�Ā%?�#อ�3#@$�@��@�%@��@%Q3Ā��>�?�>�@�
Q�N%APอ�Q� N  O'>Q3Ā3#@$ค/@#%/#�@�ค�>อ�B�%%#�@%  ค�>�ํ@�@�  3%Aอค�>�Bคค'อAP��?P��>�?�>�@�
Q�'?�1�>N�?$/�?� 

�Āอ e คํ@อ�>�@$�@P��ํ@3��R/Ā�Ā@$%>N�?$�  Q3Ā�Aอ/ÿ@N��2ÿ/��%>�อ��?PQ�ĀQ��@�2@%�%%�  

O'>Q3ĀQ�ĀN��O�/�@�Q��@%��>�?�> 
�Āอ f Q3Ā�'?�2ํ@�?��@$�%?�#��%?%?�1@�@%�@#%>N�?$��?Q  O'>Q3Ā#?อํ@�@��?ค/@#O'>

/>�>��?$��3@N�?P$/�?��@%��>�?�>�@#%>N�?$��?Q  %/#�?Q��@%O�ĀR�N >P#N�>#"@ค��/�O'>�?��ํ@คํ@อ�>�@$  

�?�Q3Ā#?3�Ā@�?P�ํ@N�>��@%�ù�อ�%#N�?P$/�?��@�2@%�%%� 

�@%�?ค/@#  �@%/>�>��?$��3@  O'>�@%O�ĀR�N >P#N�>#"@ค��/�  O'>คํ@อ�>�@$�@#/%%ค3�@P�  
�'?�2ํ@�?��@$�%?�#��%?�>�อค/@#N3O��@�ค�>�%%#�@% >�@%�@�%?��%B�O'> ?��@%>N�?$� 

2ํ@�?��@$�%?�#��%?N APอ�%>�อ��@% >�@%�@�OR�Ā 
 

3#/�  _ 

��>��อ�3�?�2Aอ 

 

�Āอ g 3�?�2Aอ%@��@%  คAอ  Nอ�2@%�?PN��3'?��@�Q�%@��@%  R�ĀO�ÿ 
  g._ 3�?�2Aอ�?P#?R�#@%>3/ÿ@�2ÿ/�%@��@% 
  g.` 3�?�2Aอ�?P2ÿ/�%@��@%#?R��@�3�ÿ/$�@�อAP�Q��@P�#>Q�ÿ2ÿ/�%@��@%  3%Aอ�?P#?R��@�

�Bคค'"@$�อ� 

  g.a 3�?�2Aอ�?P3�ÿ/$�@�อAP�Q��@P�#>Q�ÿ2ÿ/�%@��@%  3%Aอ�?P�Bคค'"@$�อ�#?#@�@�
2ÿ/�%@��@% 

  g.b Nอ�2@%�?P�@�%@��@%�?��ํ@�@Q�N APอN��3'?��@�Q�%@��@% 

  g.c Nอ�2@%�?P�@�%@��@%�?��ํ@�@Q��@#��3#@$  %>N�?$�  3%Aอ�Āอ�?�ค?� 

�Āอ _^ 3�?�2Aอ  #?  d  ��>�  คAอ 

  _^._ 3�?�2Aอ"@$�อ� 

  _^.` 3�?�2Aอ"@$Q� 

  _^.a 3�?�2Aอ�%>�?��%@ 



 3�Ā@   a 

N'ÿ#   _``   �อ� >N01   gg   � %@��>��@�BN��1@ `a   �?�$@$�   `cbf 
 

 

  _^.b 3�?�2Aอ2?P��@% 
  _^.c 3�?�2Aอ�%>�@2?# ?�� 
  _^.d 3�?�2Aอ�?PN�Ā@3�Ā@�?P�ํ@�@Q�  3%Aอ%?�R/ĀN��3'?��@�Q�%@��@% 

 

2ÿ/��?P  _ 

3�?�2Aอ"@$�อ� 

 

�Āอ __ 3�?�2Aอ"@$�อ�  คAอ  3�?�2Aอ�>��ÿอ%@��@%�?PN��O�� >�?P�$Q�Ā�%>�@1�%@ค%B�
N��3�?�2Aอ�>��ÿอ%>3/ÿ@�2ÿ/�%@��@%  3%Aอ2ÿ/�%@��@%#?�@�3�ÿ/$�@�อAP�Q��@P�#>Q�ÿ2ÿ/�%@��@%  3%Aอ
�?P#?�@��Bคค'"@$�อ�  Q3Ā�?��ํ@�@#O���?P  _  �Ā@$%>N�?$�  P�$�%อ�%@$'>Nอ?$��?��?Q 
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d. Q��#�?�?P2N/�#@��@#Q�1�B�@�/#A1�?�Q/O!?�?P1"CN1?N!%�%@��@!�O1  _  2 @/#?�/�N/"�@�
Q�2?��?��?P�?Q�1"CNQ� C!> @ค  /#A1/�N/"�@�Q�2?��?��?P� @N�็��O1�!?/�N/"�@�2@#�##��%@�O"��N@�/@�
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