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Meeting Rescheduled - 
To:

[Individual/Group Name]

From:

[Your name]

Date:

[………….]

Subject:
[Meeting Rescheduled on (date)]

Because of some unavoidable circumstances, I have to reschedule our meeting to [date & time] at [venue]. I hope you/everyone is comfortable with this new schedule. If you/any of you have a problem with this new program, please inform me at your earliest convenience.

Thanks
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