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" vegotabusydayaheadll 00 00 OO OO OF mgoing on abusiness trip] [0 OO O O O We have t0 work
ove~ime[ OO O O O [0 Please arrange a meeting for me] [ [0 [0 O O O O YOu need to be more careful] (I [
000 0O Unit Four AtWorkD 0O 00 0 0 O O O O O we need sonle Office suppliesD D O OO0 0000 OO0t
" stimeto give an annual reportt] O O 0 O O O O Congratulations!dJ O O !'[J 1 have t0 ask for a half day off(]
O0000000¢t 11 be much tougher nexttd O O O O O O O Unit Five Modern OfficeD 0D O O O O |
can take a message for youll OO [0 0O O 0O O O O O We have the voicemail systemO O 0 0 0 0O OO OO

[J Could you send the fax formel]
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00 My computer went out of order] O O [0 O O O Intemet is really greatJ O [0 O O O Unit Six O [0 Unit Seven
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