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When is it the right time? 

Start off with Positive Remarks
1) Clearly define the favor you are asking for.

2) Evaluate the importance of this favor.

3) State to your employer some of the positive attributes you have contributed to the company.. 
Talk to your employer
1) Let your boss know that you need to speak with him/her and schedule a time to meet.

2) Explain the situation to your boss. 
3) Be sure to tell your employer all the details
4) Ask your boss for the favor.
5) Explain why it is important to you
6) Have a list of returned favors to offer your boss in return for the favor.
Additional  Thoughts.
1. Don’t be scared to ask your boss for a favor. They are people too and will usually understand.
2. Keep your need for a favor between you and your boss. If everyone in your place of employment knows, they may want the same and put your boss in a bad position. 
3. Make sure you thank your boss if he/she agrees to offer you this favor and be prepared to return the favor in the near future.

4. Do not take advantage of asking for favors. 
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