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Robin: Hi, Bruno. How are you getting on with your presentation for the meeting tomorrow?
Bruno: Hi, Robin. I’ ve just finished it. It was difficult and took nearly two days to write but | know
how important the correct figures are for these suppliers.

Robin: If you’ve finished, would you mind helping me with the handout for my presentation? | still
have so much to do. And | need to confirm the catering for the day and their transfers from the
train station.

Bruno: Yes, that's fine. | know that this is an important contract.

Robin: It is. This is the only company that can make the parts for our bikes and we’ve worked
with them for nearly ten years now. | want this meeting to go well. Could you check my handouts
for typos and then print 12 copies?

Bruno: Of course. No problem. I’ Il have a look at the handouts now. Is there anything else | can do?
Robin: Could you call the taxi company about the transfers and check that the meeting room is
ready?

Bruno: It’s going to be a long day.

Robin: Yes, but it will be a great day if everything goes well tomorrow.

Bruno: Fingers crossed.
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The photocopier was working really well all day yesterday but now it’s out of order again. It’'s

always going haywire.
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There are just too many people working on this project and people don’t communicate with each

other very well. The managers keep moving the goalposts.
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My main problem is that | sit at a small computer desk and stare at the screen around the clock.

| was dealing with red tape all day yesterday.
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The problem here is that everybody takes a plastic cup to have a drink of water and then throws

the cup away. It’s bad for the environment, but it’s also throwing money down the drain.
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We didn’t have anywhere to leave our bicycles either outside or inside the office building. This
meant that we were driving or taking the bus to work, and were often late. Then the company

built a special bike rack, so now we all arrive on time and stay fit as well. It’s a win—win situation.
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5
Employee [M]: I’'m sorry that the room is so hot, Karl.

Karl: Yes, it is too hot in here. Please don’t turn the heating up so high next time.
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Employee [F]: Sorry | missed your call earlier, Karl.

Karl: No problem. Have you got time to talk now?
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Employee [M]: Mr. Davidson, | do apologize, but | don’t think | can finish the report in time.
Karl: | understand. You have been busy working on the other project, | know. Please get it to me

as soon as you can, though.

WER TEYNV EA BLERBYEBA. COLR—K BIZEWNEILHYEER A,
A—IL i ahotz, D TAC IR TIELMN oA R, Th, ZNAELTESETRE(E>T M,

3
Employee [F]: I'd like to apologize for not being able to come to the meeting this morning.

Karl: Don’t worry. | understand there was an emergency in the quality control department.
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Employee: [M]: I'm really sorry. | forgot to put milk in your coffee.

Karl: That’s all right. | prefer it without milk now anyway.



REE THFTA O—E—ITSILIEANDIDEENTELE,
A—IL hEbAL ESEFEAIEIINLIGLEAT,

5
Employee [M]: Sorry, Karl. | think | broke the photocopier again.
Karl: That really isn’t good enough. |’ ve told you so many times not to use thick paper in the

machine. Now no one can use the copier all day.
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Tanya: How’s your new job, Imran? Is this the end of your first week?

Imran: Yes, | started on Monday. |’ ve met some of my new co-workers.

Tanya: Are they friendly?

Imran: Yes, everyone’s really nice but | haven’t met all my team yet. Two of my co—workers
were on vacation. | had a long planning meeting with my supervisor on Tuesday. How was your
week?

Tanya: | ve just finished my research for a new project comparing advertising on TV and radio.
Imran: Oh, that sounds interesting. What did your co—workers think about it?

Tanya: | haven’t given my presentation on the findings yet.

Imran: I’'m sure it will be great. By the way, | know you didn’t go to Tuesday’s meeting for local
business but did you go to the marketing conference on Wednesday? | didn’t see you there.
Tanya: Yes, | did go. It was fascinating, wasn’t it? | loved that final talk by the social media
expert.

Imran: Me, too.
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Customer services: OK, Mr. Ivanov, |’ ve found your customer order now. How can | help you?
Customer: Well, only half my order has arrived.

Customer services: Ah yes, | can see that some more items are out for delivery today.
Customer: Will the garden bench arrive today?

Customer services: No, I'm afraid it’s due to be sent in two weeks.

Customer: Er--- well, what IS coming today?

Customer services: All the plants that you ordered are being delivered today.

Customer: What about the garden umbrella?

Customer services: |'m afraid not. I’ll arrange that to be with you next week.

Customer: That just isn’t good enough. | needed the bench and umbrella for a party I’'m having
this weekend.

Customer services: Ah. | see. |'m very sorry.

Customer: Can | cancel that part of the order and get my money back?

Customer services: I’m afraid we don’t do refunds, but you can cancel your order and we’ll send
you a letter with a voucher by mail next week.

Customer: Next week?! | want to talk to your manager.

Customer services: She’s out of the office at the moment. Can | ask her to call you back?
Customer: When will she call?

Customer services: She’ll be in touch by phone later this morning, and I'll send you an email
confirming your cancellation now.

Customer: OK. | look forward to it.

Customer services: Thank you for your call today, Mr. lvanov.
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