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Directions: Read the following article aloud.
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Confirmation of Appointment

Dear Mr. Wang,

| would like to confirm our appointment to discuss the possibility of
merging our distribution networks, am excited at the prospect of
expanding our trade.

As agreed, we will meet at our office in Bond Street at 9:30 a.m. on
Monday, March 20™ . | have scheduled the whole day for the meeting.

If for any reason you are unable to attend, please phone me so that we
can make alternative arrangements.

Please let me know if you would like our office to arrange hotel
accommodation. | look forward with great pleasure to our meeting.

Yours sincerely,

Russell Woodberry
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Directions: First repeat after your tutor and then read aloud by yourself.
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Directions: Read the questions aloud and answer them.
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1. When and where are Mr. Wang and Russell Woodberry
scheduled to meet?

2. What is the purpose of the meeting?

3. If you were scheduling an appointment, what are the
important factors include?

4. How do you usually confirm your appointments?

Copyright (C) 2012 Sankei Human Learning Co., Ltd.



