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Fill out the table below using the dialogue above as a guide
	Document/Contents
	Due Date
	Presented to

	report


	Friday Morning
	some potential investors

	presentation 


	the 29th
	the board of directors

	
	
	

	sales brochure

	Thursday afternoon
	a client

	
	
	

	forecast

	the end of next week
	an insurance agent

	
	
	

	estimate 
 
	Wednesday morning
	some potential partners 

	
	
	

	catalogue 

	The end of the month
	a distributor

	
	
	

	contract


	Tuesday next week
	the union rep
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Fill out the table below using the dialogue above as a guide

	Document/Contents
	Due Date
	Presented to

	report 


	Friday Morning
	some potential investors

	
	
	

	estimate 


	Tuesday afternoon

	the CEO

	
	
	

	forecast 


	Wednesday at lunch

	some creditors

	
	
	

	proposal 


	the 18th

	a government official

	 
	
	

	flyer 


	Friday afternoon

	a client

	
	
	

	report

	Thursday next week

	the board of directors

	
	
	

	presentation 


	the 5th of next month
	the press
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