워크숍 참석하기
Dear Mr. Richardson,

   I’m writing in reply to your E-mail of August 21st. 
   As you say, there is a great need for us to make improvement in the orientation course for new recruits. By tradition, our orientation course will last for three days, just giving a brief introduction to our company. To some extent, it’s just a waste of time. 
   A training workshop has been scheduled for August 25th in order to discuss how to improve the current orientation course. Participants are expected to arrive at the conference room on the 15th floor at ten o’clock a.m. I’m wondering if it’s convenient for you.

   Your reply at your earliest convenience will be greatly appreciated.

Faithfully yours,

Jackson Faulkner
