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1. You (Tokumi Nara) are a sales manager and
the instructor is one of your team leaders.
2. Email

"To: Tokumi Nara
From: Margaret Jones, CEO

Tokumi,

Attached is some sales data | need you to
add to the quarterly report. Please have the
report ready for the next staff meeting. "

. Calendar entry

Friday 9 A.M. staff meeting
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Member : Hi. Did you want to talk with me
about something?

Leader: Yes.|was wondering if you could
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