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0 0O 0O O Call to remindd Ask ... to attend] No cell phones

[1 Meeting minutest] Take notesl] 1.Calltoremind O U O O O A:
Jean, before the meeting, could you call to remind the attendees? B:
Okay. lll calleachoneofthnem. A:J,0 00000 0OO0OO
Jodo?eB0,00000000000O 2.AsKk...toattend [
00000 A:Could you ask Mr. Wang to attend this meeting? B:
Okay. lll call himrightaway. A:00 D O 0000000000 7B:
OO0,000000000 3.Nocellphones 0 O A: There will be
no cell phones for this meeting. Please turn off your phones now. B:
Yes,SirAl 0000000, 000000000 B:O00O
4.Meeting minutes [0 OJ OO OO A: Who is going to write the meeting
minutes? B: Sharonwill A:-0 OO0 OO0 O?B:0 0 00O 5.Take
notes L1 [J LI A: Kevin, please take notes. B: I will. A:[1 0O ,00 O O
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