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Jane: Hey Mike, we have a client meeting next week. M2l Otol=, LR =0l 2201 E OIE0] /=l
(A)How should we prepare? Ol EHIotH EENIR?

Mike: First, (A)let's set the agenda. What key points do we need 0t0I= : X OHMICHS EoHOFSHR. O =2 LHES CHEIOF
to cover? =2ne?

Jane :We need to present our progress, discuss their feedback, HIol: ZigH st Bt S, SCH0|ME TES =0|st S [
and propose the next steps. EtHIZ NICIGHOF SHR.

Mike : Sounds good. (B)You can handle the progress update, 01013 : EHIQ. HI2I0| ZIgH Al=t=2 AHI0IESHL,
and I'll take care of the next steps. H'— CH2 HHE 4%,

Jane:Gotit. (C)I'll also prepare some key data points for HIgH: 2R, =0IE 2I5H =L HIOIEE ZHIZHIR.
the discussion. 001= : £01R. OIE &0l 2ls&2 st oHE7<

Mike : Perfect. (C)Let's schedule a rehearsal before the meeting. MISL: Of, 2 Z=HIZE 2HErSE Q9F SPI0IER: ZEHIENR?

Jane : Oh, Should we also prepare a short summary slide for 0013 < UI, 24 31017} O H=tst EESUH e £
each topic? AZ0R.

Mike : Yes, that'll help keep the meeting focused and clear. Mgl CE X0 RAGHAM SQNIK

Jane: Great. I'll draft the slides and share them with you
by Thursday.

<0IE ZHl 712

(A) OIS Z=HI AIZsEI
How should we prepare for the meeting? (OIE/E HEH ZHISIH £22NR?)
Let's set the agenda first. (HX OHHICIE HEFAICH)
Let's review the meeting goals together. (210l SEE &7 Z2ESHSAICE)
Do we have all the materials we need? (2Rt Xi2E= 25& ZHIEILIR?)

(B) gt 2l & =0I5171
You can handle [task], and I'll take care of [task]. ([(21R]= HIJt D, [2IR]= LHIOHRSEHR.)
We need to present [topic]l and discuss [topicl. ((FRIE ZESI, [FRIIE =ClcH0t ZLICE)
Who's leading each section of the presentation? (&ZH Zf IE= =Jt 2LIR?)
Let's split the tasks to save time. (AI2t2 Efst2iH HEE LEsAILH)

(C) 21l Xt= ZHisiII
I'll prepare key data points for discussion. (=9IE 2/8t =2 HIOIEIE ZHIZHIR.)
I'll send you the draft by [day/timel.(I22/AIZHIIK] £0t2 HHAHIR.)
Let's double-check the numbers before presenting. (ZHE &M £XIE ot H [ 2QI61%.)
Let's schedule a rehearsal before the meeting. (0IE &0l 25182 &%)
Should we create summary slides for each topic? (2 FHIZ 22f S2I0|EE Bt

9
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