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Reschedule an appointment

RGN

Sandy: Hi, Global Consulting. This is Sandy speaking.
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Jack: Hi Sandy, this is Jack, the secretary from Horizon Communications. I'm calling
about the appointment for tomorrow.
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Sandy: let me see here, oh yes, it's at 2:30 in the afternoon, right?
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Jack: well, I'm sorry, but something urgent has come up, my manager won’t be able
to make it tomorrow at 2:30. Can | reschedule it, please?
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Sandy: | don’t think that will be a problem. How does next Wednesday, the 14,
sound?
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Jack: Let me just check his schedule. Mmm.... Wednesday should be fine. He does

have a meeting that day, but it's not until 4. What time is more convenient for your
supervisor?
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Sandy: How about 10 o'clock in the morning?
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Jack: Perfect. They can have lunch together afterwards. Please tell your supervisor

that I'll make a reservation for the restaurant.
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Sandy: Great, thanks. I'll make sure he knows that. See you next Wednesday then.

Give me a call if you have trouble finding our office.
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Jack: Will do, thanks. See you next Wednesday!
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Setting staff dinner
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Shelly: Hey, any ideas about where should we hold our staff dinner this time?
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Joe: Well, | think we should all brainstorm together.
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Shelly: Has anyone made any suggestions so far?
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Joe: Not really. One or two coworkers have said they cannot attend, though.
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Shelly: | think we should offer a gift to the staff that are unable to attend to make up
for them missing out on dinner.
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Joe: That’s a good idea, we can ask people to propose ideas for the make-up gifts,

and set a budget limit as well.
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Shelly: | agree; we also need to make reservations a week in advance to make sure

we’ll have a table.
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Joe: Let's send out an e-mail to everyone in the afternoon and give them a deadline

to reply. How about by the end of tomorrow?
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Shelly: | believe that should be fine. | will get on it right away.
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Joe: Thank you for all your hard work!
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Shelly: My pleasure.
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