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[#1] “Meeting About New Internet Service Provider 2/8/2023”
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Subject: Meeting on Thurs, March 6.
Dear Mr. Smith,

I am writing to inform you about the next meeting. The meeting has been scheduled for
Thursday, March 6, 2023, beginning at 10 a.m. in Conference Room E of our company. The
main agenda for discussion is about the ABC project. Please let me know if you can make it.

Best wishes,
Hiroshi Tanaka
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