미팅 요청  eq \o\ac(○,1)
Dear Sir Mark,

   I’m Helen, secretary of the manager, John. I’m writing to inform you that John, wants to have a meeting with you on December 13th.

   In the next season, our company is not only going to deepen business relationship with your company, but also going to expand the scope of our business. So our manager plans to make an appointment with you on December 13th to discuss the plan. We will be very honored if you can come up with some instructive advice for us. We want to know whether you will be available for the meeting on that day. If it is not fine with you, would you mind letting me know the time convenient for you?

   We are looking forward to receiving your early reply.

Yours Sincerely,

Helen
미팅 요청  eq \o\ac(○,2)
Dear Sir Frank,

   I am going to have a business trip to Ohio state. Is it convenient for you if I make an appointment with you on the second Friday of next month?

   We have got a new partner recently who is also from Ohio and I have been appointed to open a negotiation with them about our cooperation in the days to come next month. Now, do you remember the proposal that involves both of us? It was put up a month ago. So in order to implement the proposal as soon as possible, I plan to have a meeting with you. If it is not convenient for you, we can reschedule our appointment until the date is convenient for both of us.

   I’m looking forward to hearing from you soon.
Yours Sincerely,

Beck
