MpounTan MiHiMym 5 pasis Ta cnpo6byu

3PO3YMITH Pi3HULLIO MIXK «PAKT 3 MUHYAOTO (XaK TO
MHHYAE BYAO § XB TOMY) Ta «LLe 3pOOAEHO i MU
MOXEMO NOCTABUTHU FAAOHKY TA BIAYYTHU PE3YALTAT).

OFFICE CHECKLIST

v | have already sent an email with the updates to my boss.

v" Sarah has just written a report about last month’s sales. She has
worked on the report, and James and Olivia have called a client
to confirm an order.

v' The phone has rung many fimes.

v Michael has answered it and has helped a customer with their
problem.

v | have taken notes, and we all have discussed the project for the
upcoming event.

v Emily has already checked her calendar and has scheduled a
meeting for next week.

v Jack has explained the problem with the new software to the
manager, and he has offered a solution to fix if.

v | have organized a file while.

v' Sophia has prepared the presentation for the team.

v We have shared our screens and have joined the discussion to
finalize the details.

v | have reviewed the report and have updated the document
with the latest information.

v Sarah has already printed the document and has sent an
invitation for the company’s annual event.

v" Michael has confirmed the details of a delivery, and we have
planned the event with the team.

v | have checked the details of my tasks and have updated the
schedule for tomorrow.

v It has been a productive day, and everyone has felt satisfied with
their work!
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