Calling Out Sick
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Hello Miriam, this is Joseph. 
Good morning, Joseph.  How can I help you?
I can’t come to work today.  I think I have the flu. 
I’m sorry, Joseph.  Stay home and feel better.  Call me if you can’t come in tomorrow.
I will call.  Thank you, Miriam.
Goodbye.
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Requesting Time Off
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Sure.  What is it, Joseph?
I need to visit my family in Liberia for one week in September.
Okay.  Please request off the dates.
How?
Fill out this Time Off Request Form.
  Okay, I will.  Thank you, Miriam.
You’re welcome, Joseph.  Please bring it to me as soon as possible.
Sure.  Thank you.
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