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Lesson 4 Attendance Management
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Unit 1

Mr. Cuong, the intern, did not come to the worksite at the starting time.

Mr. Tanaka, his instructor, is waiting for him at the office.
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Mr. Cuong, you are late.
I'm very sorry.
| overslept.

Itis no good.

You must be punctual at the company.

Get started to work now.

Yes, | understand.

I'll be careful from now on.
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If you are going to be late, contact your company as early as possible.
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Unit 2

Mr. Cuong, the intern, has a headache. He talks to Mr. Tanaka, his instructor.
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Excuse me, Mr. Tanaka.
May | leave early?

| have a headache.

Are you alright?

... | see.

No problem.

Thank you very much.

I'm going home now.
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Unit 3

Mr. Cuong, the intern, wants to take a day off next Friday. He will talk to Mr.

Tanaka, his instructor.
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Mr. Tanaka, do you have a minute?
| want to take next Friday off.

Is it alright?

Sure.

It's a paid holiday.

Please fill out this application form and give it to me.

Yes, thank you.
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If you want to take a day off, inform your office as early as possible.
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