Part 1. Give the full, expanded forms and their Chinese equivalents for the
following English acronyms. (20%)

1.
2.
3.
4,
5.

Part II. Please translate the following extract into Chinese. (30%)

OECD
EU

ISO
WHO
ASEAN

Mandate
Defines and limits your authority.

Discretion is a heavy but avoidable responsibility. If you exceed your
mandate your deal can be repudiated.

Employees limit the discretion of their representatives by mandating them
not to accept any proposal without their approval, and not to accept anything
less than the mandated demand. This is often a ploy to enhance commitment
rather than an immovable stance.

How can you handle a mandate demand? Not by conceding it, unless you
want to receive more mandate demands. If you believe it is a commitment ploy,
do not challenge the commitment; they might demonstrate how strongly they
feel committed. If the mandate is the true wish of the employees, treat their
feelings firmly, though gently, and with a regard to your interests. '

Not all mandate demands survive the first refusal.
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Part IT1. Please translation the following messages to English (25%)
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Part IV. Your supervisor gave you a brief instruction in Chinese as follows. Please
re-organize them into a concise, understandable and polite letter in English. (25%)
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