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She is not at her desk.
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I see. I will call him again. What time will he
come back?
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(I am sorry but,) could you have him call
back me (as soon as possible).
This is [name] of [company]
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He knows our company phone number, but to
make sure, I will tell you our phone number.
It is [phone number]
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She is in a meeting....
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I am sorry, itis urgent. Is it possible to ask to
come to the phone?
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All right. Then, could you tell him that I called
him?
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Then, could you tell him my message?
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We are supposed to meet [time], but I have a
meeting. Could we change to [alternative
time] ?
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If he is not available at [alternative time],
could he let me know that his available time?

[alternative time] I:%B:éﬁ%:l,\ét S5TLEG.
CHEOVVEEBHSE AL,

Please make sure to tell so. (Thank you very
much.)
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Good bye.
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