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Abstract

This internship report was a study on the guide book for preparing employees to work

overseas in case of The Instep Co., Ltd. This report was the knowledge of preparing and organizing

documents for employees going abroad, including the procedure for getting visa, Labor department

filings, annual insurance, flight ticket and documents needed to travel to work abroad. The

preparation of this manual to guide the preparation of documents more easily and also reduces the

time and errors in the documents preparation procedure.
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