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Attendance Management

BRE LA SICEREE-> T HE2 0 TE 3,

Able to state the reason for being late and apologize.
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Able to request permission to leave early or take a paid vacation day.
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Lin-san, an intern trainee, is not at the company at the starting time of work. Suzuki-san, an
instructor, is waiting for Lin-san.

Suzuki Lin-san, you're late.
Lin I'm sorry I'm late.

I overslept.
Suzuki Unacceptable!

You must be punctual for work.
Go, quickly.
Lin Yes, okay.

I will be more careful from tomorrow.
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Lin-san, an intern trainee, has had a stomachache since this morning. She speaks to Suzuki-
san, an instructor, on her lunch break.
Lin Excuse me, Suzuki-san.

May I leave early?

I've had a stomachache since this morning.

Suzuki Oh, really?
I see.
That's fine.

Lin Thank you.

See you tomorrow.
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Lin-san, an intern trainee, wants to take next Friday off, so she speaks to Suzuki-san, an
instructor.
Lin Suzuki-san, I would like to take next Friday off.
Is that okay?
Suzuki That's fine.

That's a paid vacation day.

In that case, fill out this application and submit it to the department manager,
Tanaka-san.

Lin Yes, okay.
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1 To be late
2 To be careful; to pay attention
3 Work (to work)
4 To submit an application
5 Leaving early (to leave early)
6 Late arrival (to be late)
7 To stop
8 Oversleeping (to oversleep)
9 To start
10 To forget
11 Stomach
12 Machine
13 Material(s)
14 Punctuality
15 Application
16 Gloves
17 Paid days off
18 Painful; it hurts
19 No; no good (bad; wrong)
20 Quickly
21
22
23
24
25
26
27
28
29
30
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TN Write what you would say for (4) and (5).

Have an instructor check what you've written.
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I'm sorry I'm late.

D I'm sorry I forgot my gloves.
@ I'm sorry I forgot the material(s).

® I'm sorry I stopped the machine.

®
®
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May I leave early?

(D May I go to the restroom?
@ May I begin working?

® May I take tomorrow off?
@

®
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I would like to take next Friday off.

REEB RIS

(D I want to go to the restroom.
@ I want to take medicine.

@ I want to use the machine.

@)
®

11

Copyright © Organization for Technical Intern Training, All Rights reserved.



=L H"\b

. uh TARZH uh kN -
ETLREESEZEICLTC, 2FEEFI L LI,
Write a dialogue using the model conversation as a guide.
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Have an instructor check what you've written.
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