& 23 27 (Subject: Notification of meeting)
To whom it may concern,
Please be informed that we are going to hold a product planning meeting as follows:

Date August 5th
Location Singapore office

Please see the attached file for details.

Please get back to me about whether or not you can attend the meeting by July 15th.
Best regards,

Toru Terada
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* | will be available Friday instead of Thursday as you indicated.
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* | have an appointment prior to the meeting, so | might join from the middle.
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* | am afraid | will not be attending the meeting.
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* On the day, let me begin by introducing our new colleague.
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