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Making arrangements



	From:
	e-mail address

	To:
	e-mail address

	CC:
	e-mail address

	Sent:
	date

	Attachments:
	attachments

	Subject:
	Visit on date

	Dear name
As arranged, Mr name will be coming over to place for a meeting with you on date.
He is booked on flight no. number leaving place, airport at time and arriving in place at time. Mr name is planning to return from place to place at time by flight no number.

Mr name has asked me to tell you not to bother to pick him up at the airport as he will be taking a taxi to your office.
He is looking forward to seeing you.

Yours sincerely

company
name


	


	16
	Business to Business

ISBN 978-3-12-808333-9
	
	© Ernst Klett Verlag GmbH, Stuttgart 2008 | www.klett.de
Von dieser Druckvorlage ist die Vervielfältigung für den eigenen Unterrichtsgebrauch gestattet. Die Kopiergebühren sind abgegolten. Alle Rechte vorbehalten.
	[image: image1.png]


	[image: image2.png]
	© Ernst Klett Verlag GmbH, Stuttgart 2013 | www.klett.de
Von dieser Druckvorlage ist die Vervielfältigung für den eigenen Unterrichtsgebrauch gestattet. Die Kopiergebühren sind abgegolten. Alle Rechte vorbehalten.
	
	Business Expert

ISBN 978-3-12-800012-1
	1



