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Department Manager Kaneko is talking with Alex about next week’s work schedule. 4z 1F 7E R 51 55 4 & TR B T/EAFL.  7hul
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Department Manager Kaneko was not entirely sure why Alex can not attend the meeting. 4 #H & A5 4 S 4 B 91 5 3 A e B &L 7}
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First, delicately decline. Indicate your situation to the other person, then explain that you can not fulfill the request. W T i . ik
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When you decline a request, you might not finish your sentence to explain why. £, I 555 A BT AAL N .
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Alex was able to tell his boss that he can not attend the meeting on Tuesday. il %1 7 {24 4x 7 fnfa] Zefgi ik B W RGeS I il i i
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You have received an email from Department Manager Kaneko. Your parents from back home are going to come on the fourth and you are
going to meet them at Narita Airport. Write an email politely declining the request. 4= T#iAC SR T HL T HB#F  fH4 5 SR A SR H AR
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Even when writing an email to a superior with whom you always speak casually, be a little polite.
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When declining a request in email or other written correspondence, make sure to finish your explanation in full. & B -7 {4 77 78 2%
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