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<azzsge0)= u=>

Jane :Hey, Mark. We need to schedule a meeting for the new project.
(A)IWhen would be a good time for you?

Mark: I'm available on Thursday afternoon or Friday morning.
What about you?

Jane: (B)Let me check with Julie and get back to you.

Jane :Dear Julie, | hope you're doing well. We need to schedule
a meeting for the new project. Mark is (C)available on Thursday

afternoon or Friday morning. Please let me know your availability.

o1, Bestregards,
(After writing the email)
*HiJane, Friday morning works best for me.

(D)Let’s schedule it for T0 AM.
Jane : Sounds good! (E)!'ll send out a calendar invite.

<2 T=7J|= IHE>

(A), (B) &3 =121 & XZ61I|
When would be a good time for you? (SR} 2iEOAITIR7)
What time would work best for you? (0{¥ AIZt0] It B ANIR?)
Are you available later this week for a quick meeting? (0I&1
Let me check my schedule and get back to you. (Ml & =toIst CIA| SIEIE2IHIR

(C) Jisat 23 HIeksI
I'm available on [day/time]. ([RL/AIZH JHSELLICE)
Would [day/time] work for you? ([2/AIZH0] MEOANIR?)

How about we meet on [day/time]? ([RL/AIZH0 SHLIAIE 21 OIHMR?)

| can make it at [day/timel, does that suit you? ([2L/AIZH0 JHsSEH=C, BEOANIR?)

(D), (E) &3 =t=oD|
Let's schedule it for [day/timel. ([RL/AIZIOZ L& &Z)
I'll send out a calendar invite. (Z2IH £[H HELIEEHIR.)

Pencil in/Pencil you in (RFAIZ 2&S ZOIF10 LIS SH&sH H= E3)

7 SHIH EPH OIS Bhad 4

Jane 013, ME2 ZZHIE 3|0/ Z0H0k 2fLICE
Rt HRENR?

Mark: M= =Q2 @=Lt @&0| JKSEILICL
Hel2e?

Jane : E2IQt2OIsH H11 CIA| H2IEEHIR.

Jane:E2lH, IEGHNIR. M ZERE
BILICL OI2= 52 @=L =Y
JISSICIn ELICE Jiseteds &
ZEAREILICE

2|OIZ EOtoF
QFQI
MR
(OlHi = =)

OHASINIR, HIS!. K= =22 20|

Jre ESLICE 27 T0AMI EE.
Jane : E0IR! Z#2IH =1 EEHIR.

H

ASAIIIR?)

ex. Can | pencil you in for a meeting on Tuesday? (2220l OIS LAIE &0t ENIR?)
Block off/ Block out(E& AIZIHE L&A HIQIEHLE HIASHEE= HSY) NG
ex. I've blocked off the afternoon for our discussion. (OEI O|E 2QloH 2= AIZIZ HIRISASLICE) [}

Touch base(2tEs| Y1=2t2 FNEIOM O|H0|LE &EHE 2lRISH H= E3)

ex. Let's touch base later this week to finalize the details. (01 = ZEHH| CIA| P!

EIHA MIE AFEES SHEGHEZE )
Run something by someone(XH H=I0IL} OLOICIHE ATHEMIH MIAIGH el 2= ES)
ex. I'd like to run a few dates by you; do you have a moment? (2 JIXI £RE M=

ALHIIRE 28 AL
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