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OO0 0000Placingan Order U O 0O O O O O A: Our toner
cartridges are already out of ink...Could you [ for a new set?
ADO0O0O0O000O0DO0OO00O0OO000O00 B:Wewill need
new cartridges for all of the office printers? That will be a large order,
probably about 2 or 3 cases. The office supply store we usually
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Oo00o00o0ooooooooooooooooodgo
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A:You can [] with the housekeeping department, but |
am pretty sure all of the machines will need new cartridges. Last time
when we made our order to the supplier, the quantity was also
especially high. They’ re used to receiving such bulk orders from us.
As long as we give them a heads up a couple days in advance, they
canusually filltheorder Al D U OO0 OOO0O0OOOOOOO
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000000 B:Okay, I' 1l make a few calls and run our order by
housekeeping first to make sure. Is there anything else we need to
orderwhileI' mati?B:0 0000000000 O0OOONOO
OJo00o00o0ooooooooooooooooooOoo
[ O A:1think the only thing is toner. Try to see if they can deliver it




before the end of business day tomorrow. We should really try to do
better about waiting until the last minute to fill orders that are usually
made on a monthly basis. Anyhow, [] to expedite
theorderthistime A 00O 0OO0OO0OO0OOOOOONOMO
Jododododododooooooodooodo
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00 B:Okay,willdo.B: O OO OOOOOO OOOO l.set
2.case [J [ 3.especially O I 4.couple T 0O O O O O 5.deliver [
O 6expedite 10O OOO,00 O0OO/0OO 1.toner
cartridgel] [ I 2.office supplyld OO 00 OO OO OO OO 3.bulk order] [
[J 0O 4.instockl] I [0 5.housekeeping department] [ [ [J [
6.business dayl] [1 I [0 7.runU sth.00 by O O 0O O O /00 O
8whilesh.” satitU OO0 00000 O0O0OO0O0OOO 1.make
an order O O 2.go through (O O ) O 3.double check 0O OO 0 [J
4. see what you cando [ seewhatsb.cando O O OO OO O
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