SIMPLE PAST PRACTICE
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set up......... videoconferences

make the arrangements for.........conferences

answer the telephone......... times

greet and attended fo.........visitors

handle.........customer complaints 25
“handle.........requests for information from the public

issue......... invoices

create.........spreadsheets

prepare the materials for......... presentations

distribute.........company memos

make the arrangements for.........meetings

make the travel arrangements for......... people

call....... debiors

update......... mailing list

type the agendas for.........meetings



