BNESK-—UBEARER, XEZANRSERENSEANEEBEUTIRG

FRBEREE

BR

o EBENTAABNEERARED , MXFAAEDLARE SEART R
o UEMHAMEEEAREK , MASFLAXAKEZ F

o WEM4Y AS/400 RERLAXAZDTEIT B FF &

o NWHRREMSFRITITMAMEEHIEEIR

o EEERARFE-BAFTMAEN MS HERERNEEHIE

o RUMHBFELENIFRERHBRNMNE

o FRMEBFEESEARTUEARINIBE SEN RN RS

EX
o BRENMZEFMNHINEZHEEFZH , AFULAXIELR , ZFHEEELR
o F5B AS/400 R4 , MRPREE & 8.1 5 5 M

e EB7& Windows, MS Exchange, LAN/WAN, Oracles HEAZK RIFEXNHLEER

£

o BWFHEXEEIRIM MS Win Advanced server, MS 1IS, Clustered Servers, MS
Exchange Server, DNS, WINS, Firewall, Router % Switch A HIEHRE#AMN R K

e EE®EMA ERP RHMEKLK , 1 : SAP, Oracle, JDEdward, BPCS, MAPIC,




WORKFLOW %
o ERERAMULNARHNER  SEEFELIREHITHE
o MEMPRIBERANLKEKED
o FEEZEHE

BUEHHRBEFHENSRFFEAMNART (FHIENFHEBINEFHN ) SET it
it -

AN RFREEE
A B &
[\ Tt ]
(£ E 58]

[E8 FHB ARt



Position Vacant Advertisement Script

The Company

[Company Introduction]

We are seeking a self-motivated team player for the following position:

IT Manager

Responsibilities

Manage the IT activities in the company and support the development of IT systems
in all subsidiaries

Lead and motivate the IT teams and other operations in‘ilie Asia Pacific region

Monitor and maintain the AS/400 system ana. project development among
subsidiaries in the Asia Pacific region

Evaluate and make recommendations to enhatice office systems and operations
Work with the IT Director for all MIS functicns and any assignments of new projects
Implement policies and procedures for data processing, support systems integration

Develop and manage IT budgets-anu the services of outside partners and vendors

Requirements

Diploma/Degree in Computer Science or equivalent, with at least six years of
relevant working experience and three years in project management

Good knowledge in AS/400 system, MRP System and PC LAN

Experience with Windows, MS Exchange, LAN/WAN, Oracles and exposure to
website administration preferred

Hands-on experience in supporting and setting up MS Win Advanced server, MS IS,
Clustered Servers, MS Exchange Server, DNS, WINS, Firewall, Router and Switch is
preferred

Experience in implementing ERP Package such as SAP, Oracle, JDEdward, BPCS,
MAPIC, WORKFLOW etc

Experience in business applications, preferably in a manufacturing environment
Good command of written and spoken English and Mandarin

Frequent travelling is required




Please send a detailed resume indicating current and expected salaries by either writing
or e-mail to:

The Human Resource Manager
[Company Name]
[Company Address]

[Fax Number]

[E-mail Address]
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Training Programme Evaluation Form

The feedback you provide will help us evaluate the value and effectiveness of the course that you have
attended. This will help us in ensuring that only the better organised and better quality programmes are
provided to our employees. Please circle, or fill in your comments, as appropriate:

Course Title :

Name of Trainer : Date of Training :

1. PROGRAMME CONTENT
a. Achieved its objectives

Not at all Moderately Completely
b. Level
Too Simple Just Right Too Difficult

C. Subject Coverage

Too Little Just Right Too Much
d. Relevanceto Job

Not Relevant Reizvant in Parts Relevant
e. Comments

i What did you find-n:ast nelpful in the programme?

ii. What did you find least helpful in the programme?




2. PROGRAMME DESIGN & METHODOLOGY

a.

Length

Too Short Just Right Too Long
Pace

Too Slow Just Right Too Fast

Training Methods (ie, lectures, role play, exercises, group discussions etc.)

Not Effective Effective Very Effective



4,

Training Aids (ie, overhead projector, whiteboard etc.)

Not Effective
Literature (handouts, etc)

Too Skimpy

PROGRAMME ADMINISTRATION

a..

Planning & Organisation

Poor Average

Good

Teaching Accommodation (Seating, Acoustics, etc.)

Poor Average

EFFECTIVENESS OF TRAINER

a.

Subject Knowledge

Poor Average

Organisation & Preparation

Poor Average

Delivery Style

Poor Average

Responsiveness to rrainees

Poor Average

Creating a Learning Climate

Poor Average

Any Other Comments

Good

Gocr!

Good

Good

Good

Good

Very Effective

Too Detailed

Very Good

Very Good

Very Good

Very Good

Very Good

Very Good

Very Good

OVERALL ASSESSMENT




What is your overall assessment of the programme?
Poor Average Good Very Good
Would you recommend sending any of our employees to this programme in the future?

Yes No
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Stress Audit Form

Audit Criteria Compliance

Has an assessment been carried out to determine the
degree of risk in relation to:

e the workload
hours of work

working practices

any other aspect of work which might be
considered stressful to the individual employee?

Has appropriate health surveillance been provided:
e to employees generally

e to the particular employee who might be more
susceptible or vulnerable to stressful working
conditions (having previously suffered stress-related
injuries)?

Have employees been given appropriate health advice
on:

e the causes of stress |

e the means of avoiding or alleviating the effects of
stress?

Have the capabilities, from a health and safety ncint of
view, been taken into account?

o of employees generally
e of the particular employees?

Have elected employees or safewy representatives, as
appropriate, been consulted vn workplace practices,
workload and other matters wnich might affect:

e employees generally
¢ the particular employee
e more susceptible or vulnerable employees?

Have reasonably practicable measures been taken to
guard against the causes of stress and/or to alleviate
the effects of it, including a review of sickness and
absence records to establish:

e the reasons for and duration of periods of absence

e whether any particular type of work or working
practice or other work event is the likely cause

e whether any pattern can be established amongst
any particular class or category of employee?




Audit Criteria

Compliance

Where reasonably practicable have the following
measures been taken:

counselling
reducing the workload
altering working patterns

making other appropriate changes to the working
environment

transferring to other duties?

Has it been established that:

there is no breach of health and safety obligation

all reasonably practicable measures have been
taken

there is a risk that continued employment will
further damage the employee's health

termination of employment is appropriate?

Has the employee been consulted to determine the
likely cause of stress and whether or not it is
work-related and, where appropriate, has medical
advice been obtained on the state of the employee's
mental health and likely risk posed to it by continued
employment?
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Annual Wage Increment Letter

Date

Name
Department

Re : Annual Wage Increment Letter

We are pleased to announce that the Management has decided to review the annual wage
increase for [year] according to inflation rate, company productivity as well as your individual
performance.

As a result, your basic salary with effect from has been revised to
per month.

The overall impact on the Company is a massive inctease of % in the monthly payroll cost.
The industry has faced very keen ccmpetition in the last year and is expecting
stiffer competition in the current year. For our/Ccinpany to maintain its competitiveness, this
increase in cost must ultimately be matched with higher productivity and higher service quality.

Your past efforts and contributions have helped to maintain our present level of business
operations. Clearly, to keep up with i competition, more has to be done. You are therefore
strongly urged to be relentless in efforts to improve on our service quality and productivity,
through pro-actively learning nevr gkills and accepting job enlargement.

The Management certainly ‘look forward to your continued support and co-operation in
maintaining our competitive edge in the difficult time ahead.

Yours sincerely

Name of Officer
Designation
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Sample Policy Statements on Annual Leave

Employees who are confirmed shall be eligible to paid annual leave as follows:

Years of Service Entitlement

Such leave may be consumed once the employee has been confirmed and the leave
earned.

Employees are not allowed to apply for advance leave.

Employees are allowed to carry forward only one year's leave balance to the next. Any leave
accumulated in excess will be forfeited.

All applications for leave must be submitted in writing using the Leave Application Form. The
superior must indicate his/her approval on the fcem.

In the event of an urgent matter such ti.a1 the leave cannot be applied in advance, the
employee must inform his/her immediaie superior by phone no later than one hour after the
start of work indicating reasons anc¢-axpected period of absence. Approval of the urgent
leave will be solely at the discreticin of the immediate superior. If the urgent leave has been
approved, a Leave Applicaticn. Form must than be submitted immediately when the
employee returns to work.

When an employee is sick while on annual leave and has obtained a medical certificate (MC)
from a registered doctor, the annual leave applied will be not replaced by the sick leave.

When an employee resigns or is terminated from service, he/she may not apply for leave
during his/her period of notice. However, an exceptional approval may be obtained based on
exigencies and at the discretion of the company. Any balance of the earned annual leave
will be paid as salary to the employee on the last of work.

No personal leave is allowed if there is any balance of annual leave.
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Employment Contract of

Party A (“Company”):

Add

ress:

Party B (*Employee”):
ID No.:
Address:

Date:

In accordance with the Law of the People’s Republic of~>hina on Foreign-Capital

Enterprises, Labor Law of the People’s Republic of Chiia and other relevant laws,

regulations and rules, including those of the Compaty, and based on the principle of

equality and mutual benefit, the two above-meniicned Parties agree to the terms of this

Employment Contract (hereinafter referred to‘as “Contract”). The parties agree to abide

by the terms and conditions of this Contract, and to settle any disputes in accordance with

thos

e terms and conditions.

Duration of the Contract

1. This contract is- a non-fixed term contract, which is effective from

(date).
* The length of this Contract shall be , commencing on
and terminating on . If the parties fail to agree

to an extension or to reach a new employment agreement prior to the
expiration of this Contract, the employment relationship will terminate on the
date of expiration.

2. The first months of this Contract shall be the probationary period.

Il. Responsibilities and Working Hours
1. Party A assigns Party B to the position of , in the department
of . To the extent of his/her responsibilities, Party B shall abide by

all work requirements and position transfers as arranged by Party A;



Party B shall abide by his/her responsibilities, and fulfill his/her duties as
assigned by Party A, within the specified work time, and he/she shall ensure
the quality of his/her work; and

Party A shall provide a work-hour system that does not exceed 40 hours per
week. Given the demands of the business, Party A might require Party B to
work additional hours, but the overtime shall be in accordance with labor

laws and relevant regulations.

I1l. Labor Protection and Conditions

1.

Party A shall provide Party B with a safe and hygienic working environment,

protection facilities that comply with the provisions of the State and
, and establish and strictly implement a safety and hygiene

system;

Party A shall offer Party B the necessary accupational health and safety

protections and working tools, and prcvide regular physical checkups for

Party B, while Party B is engaged in waork that involves risks; and

Party A shall provide labor safciy and hygiene training for Party B, to help

prevent industrial accidents and reduce occupational hazards.

IV. Remuneration and Benetiis

1.

Party B's salary will be Yuan per month, excluding the

subsidy that is r=gulated by the State. Party B’s salary will be increased in

accordance with Party A's standards;

. Party B’s salary will be paid on the 5% of each month, via bank transfer;

Party A shall contribute to the statutory pension fund, unemployment
insurance fund, medical insurance and other social insurance and welfare
funds for Party B, in accordance with the standards set out in the laws of the
People’s Republic of China and relevant local regulations;

Medical leaves and reimbursements for medical expenses due to illnesses or
non-work-related injuries shall accord with relevant labor laws and

regulations;

. During the length of this Contract, Party B is entitled to subsidies and/or

benefits as stipulated by the State and Party A; and



6. During the length of the contract, Party B shall be entitled to paid statutory
leaves, as specified by the State, such as for his/her wedding, family planning

and for compassionate reasons.

V. Labor Discipline
1. During the length of this contract, Party B must abide by the laws and
stipulations of the State and , and must comply with Party A’'s
rules and regulations;
2. Party A is entitled to provide rewards or impose punishments, in
accordance with the regulations of the State and/or Party A; and
3. Party B agrees to comply with the unified regulations of Party A, and the

department in which he/she works.

VI. Performance Evaluation
Party B agrees to participate in the Compariy's performance evaluation, and
agrees to accept the results of such evalugtiins as the standard of workplace

competence.

VII. Termination and Revocation cfthe Contract

1. Termination: This Contract will terminate at the expiration of the term of the
contract, or when any other stipulated termination condition arises.

2. Party A may rzvake the Contract, without penalty or obligation to make any
of the payments or provide other benefits to Party B, under any of the
following circumstances:

a) Party B fails to satisfy recruitment requirements during his/her
probationary period;

b) Party B * severely violates Party A’s labor discipline or regulations;

c) Party A suffers substantial losses as a result of Party B’s dereliction of
duty or malpractice; and/or
d) Party B is accused of a criminal action.

*  “Severely violates,” as referred to in 7.2(b) includes, but is not limited to,

violence inflicted on fellow employees; absence from work; willfully
damaging material property and interests; and being reprimanded two times

(or more), whether in writing or an equivalent punishment, during the term of



this Contract.

Party A may revoke this Contract after providing Party B with a 30-day notice,

in writing. However, Party A shall compensate Party B one month (up to 12

months) of salary for each year worked, under the following circumstances:

a) Party B, after a period of medical treatment and recuperation for an
illness or non-work-related injury, remains unable to return to his/her
original position, and he/she is unfit for reassignment;

b) Party B is unable to fulfill the duties of his/her position and, despite
undergoing further training and/or a transfer, remains unable to fulfill
his/her duties; and

c) Due to force majeure, it becomes impossible to fulfill the original
contract and, after consultations, the parties cannot reach an
agreement on how to modify the contract.

Party B may revoke the Contract under the following circumstances:

a)  Within the probationary period;

b) Party A uses violence, threatc-or illegal restrictions of personal
freedom to force Party B to wark; and/or

c) Party A fails to pay remuneration or to provide labor conditions as
stipulated in this Contract.

With the exceptions stipuiated above, when Party B intends to terminate the

Contract, he/she raust provide Party A with a 30-day notice in writing. Party

B must compancate Party A for any losses that result from Party B’s

departure without the appropriate notice.

After mutual consultation, the parties can agree to revoke this contract.

Party A should not revoke this Contract, in accordance with Article 7.3,

under the following conditions:

a) Party B is receiving medical treatment for an illness or
non-work-related injury;

b) Party B is deemed — while he/she is in his/her treatment period,
recuperation period or after the end of his/her treatment — by the labor
identification committee to be either totally or partially disabled due to
work-related injury of occupational iliness;

c) Party B (female), in compliance with the family planning policy, is

pregnant or nursing; and/or



d) Other conditions as stipulated by relevant laws and regulations.

VIIl. Confidentiality and Non-competition

Party B shall abide by the agreements regarding confidentiality and
non-competition. The contents of those agreements shall be outlined in the
appendices of this Contract.

IX. Liability for Breach of Contract
1. During the length of this Contract, if either party breaches this Contract and
causes economic losses to the other party, the party that commits the
breach must compensate the other party for damages; and
2. During the length of the contract, if Party B, who received training provided
by Party A, decides to terminate the Contract prior. to the termination date,
Party B must compensate Party A, in accarcance with the stipulations
specified by Party A.
X. Dispute Settlement
1. Under the procedures for settling-labor disputes, disputes should be settled
through friendly consultations, or be submitted to the labor dispute
arbitration committee, where Party A is located, within sixty (60) days after
the dispute arises; anc
2. If either party is nat satisfied with the decision of the arbitration committee,
the party maviauinch proceedings in the people’s court, in the area in which

Party A is located, within 15 days after receiving the committee’s decision.

XIl. Notice

Any notice or other communication to any party hereto that is sent by facsimile,
telegram or registered mail to an address specified below shall satisfy the

requirements of notice in this Contract.
The Company :
Address:

Fax No.:

Attention:



The Employee:
Address:
Fax No.:

Attention:

XIl.  Miscellaneous
Matters not addressed in this Contract shall be handled in accordance with
supplementary agreements (appendices) between the two parties or addressed in
Party A's Employee Manual. Supplementary agreements between the parties shall
have the same legal effect as this Contract. If any rules are inconsistent with laws or
regulations of the State, the latter shall prevail.
As supplementary agreements to this Contract, the (1) Employee Personal
Information Consent, (2) Confidentiality Agreement and {3) Covenant Not-to-compete

Agreement are integral parts of this Contract.

This Contract is in duplicate, one capy for each party. This Contract shall take
effect after it is signed by both rarties. Both copies of this Contract shall have
the same legal effect.

Party A: Party B:

By: (Signature and Chop) (Signature)

Its: President and Chief Operating
Officer

Date: Date:



Position-transfer Record

Transfer Original Present Reason for | Signature and Signature of

Date Position Position Transfer Chop of Party A Party B

Record of Contract Renewal
This Contract is renewed for year(s). It covers the period from to

, inclusive.

Other terms and articles of the renewed contract e.ccord with the original contract.

Any other issue:

Party A: Party B:

By: (Signature and Chop) (Signature)

Its: President and Chief Operating
Officer

Date: Date:
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