Schedule: Form B


Remembering that minor crises are always surfacing, this is how your schedule looks for tomorrow.


8:00-9:45	Informal meeting with Marie Dillon (extension 472). You are helping Marie write a Project Proposal. Although it is Marie’s proposal, you promised your help. The proposal is due next week but Marie needs time to line up clerical support. Marie always gets into the office before 8 a.m.


10:00-11:35	Staff meeting scheduled for conference room B. You have a resource presentation prepared (overheads and handouts are in your desk). You need 15 minutes to brush up on your presentation. You will be allowed to leave after you have finished the presentation. You are scheduled to present from 10:30 to 10:45.


12:00-1:00	Lunch meeting in the cafeteria with Jason David (extension 603) of Production Management. Jason wants to get your feedback on a new product line.


1:30-2:30	Client meeting with Matthew Glyder (475-6047) of Marina Services. Matt’s company, a marginal customer, is interested in the new roller container line, a small profit-making item that can lead to sales of other products. Your meeting is scheduled for conference room A.


3:15-4:00	Informal meeting with Bert Randolph (337-9001) of Sports ‘R Fun, a client who can always be counted on for a medium-size order. Bert’s meetings are always a great deal of fun but usually run past their scheduled closure. Your meeting is scheduled for conference room A.


5:30	Pick up kids (spouse will go directly home to prepare dinner).


6:30	Finish up dinner.


7:15	Attend school play: Wizard of Oz. Your daughter Clarisse plays the Wicked Witch of the East. Your son Michael plays a Munchkin.





