1 TOPIC QUESTION
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Reminder to submit work
documents.
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Directions: Read the following article aloud.
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Dear Employee,

The deadline to submit your work documents is June 25th, Tuesday.
Here are some reminders before turning in your documents, please take
note of the following:

* You will have to bring your passport and two 5x10 headshots.
* Bring proof of employment.

* Bring two bills to show proof of residence.

* Please also fill out all the forms with a black pen.

If you have any questions or concerns, please feel free to contact the
human resource center.

Please save this information for future reference.
Thank you and have a nice day.

Regards,
Management
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3 VOCABULARY

Directions: First repeat after your tutor and then read aloud by yourself.
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Directions: Read the questions aloud and answer them.
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1. When is the last day to submit the work documents?

2. If you have questions who do you contact?

3. If you didn’t submit your documents in time, who'’s fault is it?
Is it the company’s or the employee’s?

4. What form of reminder is the best? (telephone, email, letter)
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