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1. Weneedto the meeting to next Friday because of a scheduling issue.
2. The for the conference has not been confirmed yet.
3. | can't attend the meeting; | have a at that time.
4. Please check the doctor's before booking an appointment.
5. She is always and never late to meetings.
M

reschedule

venue

1.

2.

3. prior engagement
4. availability

5.

punctual



o525 s 03l5 ek Y e

1S Jog b T e ys iy 4 1 Lol

ol Sy 2
A. tentative 1. a situation where two events happen at the same time
B. time conflict 2. someone who attends a meeting
C. attendee 3. not yet fixed or confirmed
D. cancelation 4. official ending of a planned meeting

v b

A—3
B—1
C—2
D—4
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1. How would you politely ask someone to reschedule a meeting?
2. What do you say when you have a time conflict with another event?

3. In your opinion, what are some good ways to prepare an agenda before a meeting?



Rescheduling a Business Meeting

Emma: Good morning, Mr. Lewis. | was calling to reschedule our meeting scheduled for Thursday.
Mr. Lewis: Good morning, Emma. Sure, may | ask the reason?

Emma: Yes, | have a prior engagement that | completely forgot about. | apologize for the short notice.

Mr. Lewis: No problem at all. Let me check my availability... | have an open appointment slot on Friday at
10 a.m. Would that work?

Emma: That sounds perfect. Please consider it confirmed.

Mr. Lewis: Great. I’ll send you a confirmation email shortly. Also, do you want me to prepare the agenda in
advance?

Emma: Yes, that would be helpful. Maybe you can include three agenda items: sales updates, budget review,
and upcoming marketing plans.

Mr. Lewis: Noted. I'll send a draft later today and a reminder notification tomorrow morning.
Emma: Thank you so much, Mr. Lewis. | appreciate your flexibility.

Mr. Lewis: You’re welcome. See you on Friday!
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