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Dear Mr. Kim,

This is Nana Lee calling from Tico Trading. It was nice talking to you the other day. We
need to get together before the presentation. Let’s set up a meeting at your convenience.
Let me know as soon as you can, so we can set up the schedule.

Thank you.
Kind regards,

Nana Lee
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Let’s set up ~ at your convenience.
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AP HIM  secretary to CEO

Dear Mr. Jang,

We are very interested in participating in your event. We would like to have an agenda of
the conference. What is the conference topic? Could you send us the program schedule?

Thank you in advance.
Best regards,
Ahn, Yeong-hee
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