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[ O A: Jean, before the meeting, could you call to remind the
attendees? B: Okay. Ill call each one of them. A O O O O 0O O O
Jodododououosgiooooooooooo
O 2.Ask..toattend I OO OO O O O A: Could you ask Mr. Wang to
attend this meeting? B: Okay. Il call him right away. ALl [0 [ O [
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cell phones I (1 A: There will be no cell phones for this meeting.
Please turn off your phones now. B: Yes, Sir. AL O O O 0O O OO
Do0000o00ooood BOoOdOO 4.Meeting minutes U O
0 O A:Who is going to write the meeting minutes? B: Sharon will.
AUOUO0O0O0O0O0OO0BOOOONOO 5.Takenotes [ I 00 A:
Kevin, please take notes. B: Iwill AD O O OO0 OO0 OO0 BO
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