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0 O 0O O Office protocol can make it different for one employee to
ask anther for help. While no one likes the shirker who never seems
to be able to quite get his own projects finished and turns helplessly
to peers for assistance, most will willingly volunteer to lend a hand to
someone who has helped himorherl OO OO O00OO OO O
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OJ000000000000000000 Ifyouknowa
coworker is working through lunch to collate a large client packet,
your volunteering to stay and help will be gratefully received and
most often returned when it’” s you who is stuck. | say voluntarily
because your offer is not to add up paid overtime hours. It is to help
apeerinneedl] DO OO 0OD0OO0OOO0OOOOOOOONO
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(I If your offer is accepted, you do not, however, store it away in
your mental favor bank or ever remind everyone what a good person
you were for helping------ you simply hope the favor will be returned
when it syouwhoisoverloadedd OO0 O OO0OOOOOO
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[ O 0O O Every office has its own protocol for who is called by his
or her first name and who is called by his or her title. New employees
should follow suit, after listening carefully to how people are
addressed] 0D OO0 0OOU0OOOOOOOODOOOOO
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yours is a "title" office, but you call your boss Charlie when meeting
alone, you should still call him Mr. Dodd when others are around(]
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yours is an informal office, you still should wait for the other person
to say, "Please call me Jim," before doing so, if he has been
introducedtoyouas"Mr.Culyer." 0000000000 OO
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Everyone, no matter whether the office is formal of informal, has a
name. No assistant should ever be referred to as "my girl." She is, if a
possessive must be used, "Charlene Walter, my assistant," or "Angela
Badalato, myassistant." 1 0 00 D0 00000000000 O
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OJ00000000000000000Charlene Walterd [
000000000 AngelaBadalatold Say Good-Bye [1 [ [ [
OO000 OO0 Section A Steven: Well. | have an appointment
nowl] Lily: I’ min quite a hurry toold Steven: Good to see you.
Goodbyell Lily: Goodbye. Take care of yourself(1 Section B Lily: |
guess I' d better go nowl] Steven: I’ ve got to be going now too[]
Lily: In that case, I' 1l be seeing youll Steven: So long. See you later



[1 Section C Steven: It s getting late, and I have to go now[d Lily:
We’ re sorry you have to leavel] Steven: Please excuse me, won’ t
you? Lily: Certainly. Come back soonl] Section D Lily: I’ mglad to
have met yould Steven: Thank you. It was nice to have seen youl
Lily: | hope we can get together again] Steven: Yes. I’ |l be looking
forward to itl] Section E Steven: | think | have to leave nowL] Lily:
Must you go soon? Steven: I’ m afraid | really have to I Lily: Well,
It was fun to get together againl] UJ [0 [0 I have a meeting soon(] |
have an engagement soonl] | have an engagement very shortly] |
have an date very shortlyl]l Ithink I’ d better go nowl] Ithink |
should go now[I I think I ought to go now(I [ think | must go now
[ It" sgetting darkd It" sgetting dark outsidel] I’ vetogo
quite soond | must go quite soond | must leave quite soond I' ve
got to go leave in a few minutesl] It was fun to get together again[]

It was exciting to get together again] 100Test 0 0O O 0O 0O 0O O O
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