&~ 22 (Subject: Suggested schedule for my business trip)
Dear Ms. Wilson,
If you are available, | would like to visit you from Nov. 11th to 14th.

The purpose of this trip is to discuss the budget plan for next year. Also, | would like
you to take me to the market.

Please let me know whether this schedule is agreeable to you.

Best regards,
Taichi Yamamoto
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* If these dates are not possible, please let me know when would be convenient for
you.
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* | am unable to secure the dates you requested. However, my boss would be happy to
have a meeting with you on my behalf.
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* Due to an unexpected problem, | have to ask you to reschedule our meeting.
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* If the schedule does not meet your convenience, please suggest another date and
time.
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