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Fr -1 HEEHBULE D Arriving and greetings

@ Good morning, did you have a good weekend? HEELSSETVFT. BRELHATLRERH?

@ Sorrylam late, the train was delayed. ENTIHIEA. BENENXLZ,

@ 1 will be working from home tomorrow. BABEETEETI T,

(D Has everyone arrived for the morning BAN=—FrVTCeEZ3VELEZH?
briefing?

(@ Let me introduce our new colleague, Mr Sato. # LV REFROEES AEBTLET,

@ 1am still getting used to the system. FLRIRATLICBNTVWEECSETY,

@@ Could you show me where the printer is? TV —DIBPREBRTESZIEIN?

@ My desk is just around the corner. DB REICZECHAEWHN >RECSTY,

@@ what time does the office usually open? A7 1 ARV TVMARFICRAZEIN?

@ 1 hope you settle in quickly here. BLIIIBNBEVVNTI 1,

FrFH—=2 {(TEBOMEKEE Asking for things

@D Could you take a look at this file? CHI7AIERTESZIFIN?

@@ Would you be able to help me today? SHEGEO>TLWRREIETH?

@ | need this finished by Thursday afternoon. CNEABDOFEITICEETFIBBRABHDIT,

@ Could you send that over when you can? BOLVWEZFICENZEZEO>DTESZXIIN?

@ Sorry to bother you, do you have a minute? FIELWECBRTHIEA. PULIEHREHDET

m?

@ Please let me know if anything is unclear. FREALRRBNEHZ T IES L,

@) Could you cover for me this afternoon? SHOF®. {0>TESXFTIN?

@ 1 will handle the rest of it myself. EDEFFBERTLDEY,

@ would it help if | did that part? ZDEDEFADRL O SEIHD I IH ?

[ 20/

Thanks for taking this on so quickly. CNEICICBIZFRIFITINTHORE S,



FvFH-3 ﬁ%tﬁ%& Reporting and asking advice

€D | have finished the first draft already.

€ There is a problem with the delivery date.

€5 1am running a little behind schedule.
€D Could | ask your advice about something?
€D The client asked for a few changes.

€D 1am not sure how to handle this.

€I Everything is going well so far.

€D shall | update you at the end of today?
€ 1 will keep you posted on the progress.

€ That is good to hear, well done.

FrTFH—4 (K EBEE Time off and going home

€& 1 would like to take Friday off.

I am not feeling well, | may go home.
Could | leave an hour early today?

| will be on holiday next week.

Who is covering my work while | am away?

Please contact me only if it is urgent.

Have a good evening, and get some rest.

Do not work too late tonight.
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€D 1 am heading off now, see you tomorrow.
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Thank you for all your work this week.
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