& 23 29 (Subject: Meeting postponed)
Dear Sales Managers,

I regret to inform you that we have decided to postpone the meeting which was to be
held on August 5th. The new date is to be August 25th.

Please let us know your availability again by July 30th. We apologize for any
inconvenience this may have caused.

Thank you for your understanding.

Sincerely yours,
Ichiro Shimada
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* Now that a large number of people are unavailable, the meeting has been canceled.
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* | am afraid | will be absent from the rescheduled meeting due to a business trip.
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* | will let you know as soon as the new date and time has been decided.
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* Please let me know if we need to prepare anything in advance.
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