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00 O B:All right, take your time.A:Mr. Rothman, its fine with Mr. Emory.B:Thatll be great. Tell him 11l see him at
noon on Wednesday.Dialogue ThreeA:ld like to sot a fixed time for this meeting before we finish today.Can
youalltake alook at your schedules(]

B:Thursday mornings are usually the slowest around here. Why dont we sot it for Thursday at ]0:00 a.m.[]
A:Thats out for me. I already have a standard meeting on Thursdays at 9:30 a. m. How about Wednesday at 2:00
p.m.[]

B:Thats all right for my department. I dont know how the rest of you feel. A:Does everybody need to be there[d
Hilary and Jason are on vacation this week.[1 [1 B: It would be best if everybody could be there. How about next
week sometimel]

A:Let me take a look at the schedule. No problem. Ive got a really light week.[]

[0 B:Well,letsplantogettogethernextMonday[] [ afternoon, around three[]

A:All right, Il put you in my book. Lets meet before next week*s meeting, Mr Johnson.I want to kick around some
ideas with you.B:All right. Anytimes fine by me. Mark: Julie, is the conference room available today at[] [J 4:00
p.m. U

Julie: Did you check the appointment book[

Mark[J Well the book says Janice is using it from 4:00p.m. to 4:30 p.m. but I just talked to her and she said she isnt
going to use it. Julie: I wish everyone would just use the book consistently.[] [J Then you wouldnt all have to come
to me. Mark: Sorry about that, Julie. So can | use it, then[J

Julie: Sure.Do you need an overhead projector or anything[]
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