A Sheet             Are You Free on Wednesday?
[image: image1.jpg]Jack, we need to discuss
the new advertising campaign

@u free on Wednesday mo@

Then how about
Tuesday around lunch?
Let's meet at 11:00 then.

When would you like to meet?

‘ednesday morning is no
good for me. I have a
meeting with a client.

Tuesday around lunch works for me:
I'm free from 11:00 til 2:00.





You need to discuss several important issues with your partner. Using the dialogue above as a guide, arrange a meeting for each of these issues:
the new schedules

the new employee contract
the 3rd quarter results

Note: You already have several appointments scheduled so you are busy at those times.
	Monday
	Tuesday
	Wednesday
	 Thursday
	Friday
	Time

	doctor’s appointment
	
	meeting
with

a client
	
	
	9:00

10:00

11:00

12:00

2:00

3:00

4:00

5:00
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	meeting 
with 

the CEO


	
	

	
	meeting
with 

a supplier
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Then how about
Tuesday around lunch?
Let's meet at 11:00 then.

When would you like to meet?

‘ednesday morning is no
good for me. I have a
meeting with a client.

Tuesday around lunch works for me:
I'm free from 11:00 til 2:00.





You need to discuss several important issues with your partner. Using the dialogue above as a guide, arrange a meeting for each of these issues: 
the new product design

the 4th quarter budget
the recent flood of complaints

Note: You already have several appointments scheduled so you are busy at those times.
	Monday
	Tuesday
	Wednesday
	 Thursday
	Friday
	Time

	
	
	
	meeting with potential investors

	
	9:00

10:00

11:00

12:00

2:00

3:00

4:00

5:00

	meeting

with 

a client
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	dentist appointment

	
	
	

	
	
	
	
	meeting with the board of directors
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