
HR Essentials
Reference Binder For Sale
Purchase Price:	 $100 Members 
			   $150 Non-members
	 	 	 (plus $9.95 shipping and handling)

As a Human Resources professional, you play an increasingly vital  
role in you organization’s success. Every day, you are in a unique   
position to control your organization’s legal liability through its  
employment policies and management practices. That’s why it’s  
important that you keep one step ahead through timely updates and  
education.

Purchase the class materials from our popular HR Essentials program.  
If you like what you see, take the HR Essentials 3-day program and  
subtract the cost of the binder from the program fee!

Subject areas include:
• Illinois and Federal Employment Laws
• Recruitment, Orientation and Performance Appraisal
• Discipline and Documentation
• Compensation and Benefits
• Payroll and Record Keeping
• Safety and Security

Reference Materials
• Independent Contractor Checklist
• Record Retention Table
• Exempt vs. Non-Exempt Table
• Sample Interview Form
• Sample Performance Appraisal Form
• OSHA Tables and more!

Name								        Organization

address

city								state				            zip

phone					fa     x					emai     l

Payment Options

  Check: Made payable to The Management Association of Illinois

  Invoice: Send and invoice to the address above. (Invoice option for member organizations only.)

 Visa		  MasterCard		  AmEx

Card Number	 Expiration Date

NAME ON card

HR Essentials 
(formerly HR in a Nutshell)

A comprehensive  

overview of Human  

Resource practices 

and procedures, and 

the labor and employ-

ment law issues vital 

to your organization's 
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