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Part One Office Administration Unit 1 Corporation Organization Office Registration Documents Unit 2
International Businessm Press Release Unit 3 Joint Ventures in China Seeking Business Partners Unit 4 Takeovers
Meeting Minutes Unit 5 Product Quality Inter-office Memos Unit 6 Antitrust Law General and Legal Notices
Unit 7 Business Meetings Meeting Organization Documents Unit 8 International Business Travels (1)—Passport
& Visa Application Documents Unit 9 International Business Travel Documents (2)Part Two Human Resource
Management Unit 10 Human Resource Planning Job Description & Specification Unit 11 Recruitment Job
Advertisement Unit 12 Job Application Letters and Recommendation Unit 13 Selection Application Form and
Interview Record Unit 14 Follow-up Letter, Reference Checks and Offer Letter Unit 15 Employee Orientation
Unit 16 Employee Training Unit 17 Setting Performance Standards Performance Appraisal Form Unit 18 HR
Decisions Based on Performance Appraisals Unit 19 Compensation and Incentivest] [ [1 [
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