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Inform staff of a new policy CD_

5
BRI —F

Good morning and thank you for coming to such an early
meeting. | called you together today to inform you of a new
vacation policy. In the past, workers were allowed to take up to
seven vacation days per year by first notifying their immediate
superior.

I’'m happy to announce that, starting this year, an additional
three vacation days will be given to all workers. However, the
three extra days must be taken during the month of August.
These are not optional days off, so everyone in the office must
decide when they would like to take the time off.

In addition, from now on, we would like you to fill out
this new vacation request form and submit it directly to the
personnel director. Thank you for your cooperation and have a
nice vacation this year.
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Meeting with close people
BRIAE—F

Good morning my good friends and colleagues. As you
know, we have this meeting twice a year to let you know how
the business is going and to hear your opinions on what we can
do better in the future.

First of all, we’ll talk about why our sales have decreased
then ask for your opinions on how we can improve sales in the
next quarter. This is always a casual meeting and your opinions
are valued, so please feel free to interrupt me at any time to
ask questions or to make comments.
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Some politicians have called for huge tax cuts to stimulate the weak
economy.
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