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WA A 2480 Jseful Words and Expressions )

schedule ['[edju:l; 'sked3jul] n. B iE &

on behalf of KA

take a message G wiz

appointment [8'pointmant] n. % &

convenient [kan'vi:njont] adj. A

available [a'veilabl] adj. TR, TH A,
AEH

cancel [kaensal] vt. W

agency [‘eid3zensi] n. a4

confirm [kan'fa:m] vt. b BIN

disturb [dis'ta:b] vt. Frik

come up B, A A

urgent [‘@:d3ant] adj. REY, Fiay

arrange [9'reind3] v. H, #5, BH

inform [in‘fo:m] v. B, &if, K&,
&4

inconvenience(iinkon'vi:njens] n. &M, RAMEZ 4

*&EL%@ o S;ntence Patterns D)

¥r Who is speaking, please?
W R —r?
v¢ This is Bill Brown speaking.

RELR-HH.
¥¢ May I speak to Mr. Lee, please?
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Is Mr. Smith available, please?

) s B W SR NG 7

1 am afraid he’s not in right now. May I take your
message?

AR, LA A, A A Bk

Hold the line, please.

HHE

I want to make an appointment with Mr. Brown.
FABAA AR —T R .

I was wondering if you would like to arrange an
appointment with Mr. Smith for me.
RERTEH-TRMEEHEENEE.,

I just call to confirm our appointment at 9:00 am. on July
1st.

RATHRIEREHA-TRIN7A 1 B 2:00 4%

On behalf of our president I invite you to visit China at
the time convenient to you.

RAKRBRE AT ENR RN P E.

I was wondering what time would be the most
convenient for me to visit you.

- amt 18 Iy IR F 1V 7

1 have a very tight schedule tomorrow.

KA REZHBRE.

Let me check my schedule. Please hold on.

WA TEIE R, FRE.

What time will be fine for you then?

AR Ay ek Ty (E R 7

May I take down your phone number, please?

BRI A LHE— TR RS S B

I'll have him return your call.
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A8 F I Case Study D

Black T4 % % Mr. Brown B FA T,

Operator: Hello, Far East Oil Tools Ltd.. May I help you?
Black: Hello,may [ speak to Mr. Brown?

Operator: Mr. Brown? May I ask who is calling?

Black:  This is Black. I'm calling on behalf of ABC Company.

Operator: I am afraid he’s not in right now. May I take
your message?

Black: Okay, I've just arrived from New York. Please let him
know that I want to make an appointment with him.

Operator: No problem, I will let him know then.

‘Black: Thank you for your help.

Operator: You are welcome.

Black: Bye.

Operator: Bye now.
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Smith ¥ & 3% 8 %0 Johnson % X KB UM ELEHT,

Johnson: Hello, Michael Johnson speaking.

Smith:  Good morning, Mr. Johnson. This is Tom Smith.

Johnson: Good moming, Mr. Smith. It's been a long time!
So how have you been these days?

Smith. As busy as before, as you know. What about you?

Johnson: Just so—so.

Smith. I want to make an appointment with you. Actually
I would like to talk with you about our business.
So I was wondering what time would be the most
convenient for me to visit you.

Johnson: Okay, Let me check my schedule. Please hold on.

Smith:  Okay.

Johnson: Could you come in around 10 o’clock tomorrow
morning?

Smith: All right, see you then.

Johnson: Make sure you come. I'm looking forward to
seeing you. Bye.
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Dialogue (3

Wang W TE S ETHA K 0% Peter TR EX LA K,

Wang:

Peter:

Wang :

Peter:

Wang:

Peter:

=
=

o ¢ ¢ 6 8 &9 0 O 8 i

*

Mr. Peter, I hope I'm not disturbing you.

No, not at all.

I'm sorry to inform you that 1 have to cancel our
appointment. You know, something unexpected has
come up. I have to fly to Shanghai to cope with
it at once.

Well ,that happens! That’s all right.

1 suggest that you talk the matter over with my
colleague Miss Zhang Fang if you like.

Well,that would be most helpful because the

matter is very urgent.
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5. B R ENXHERES.

“Dialogue ‘1‘ ‘

Alice i THE B NH THAN % David TR ERHB A 2.

Alice:

David:
Alice:
David:

[006\ Gl

I'm terribly sorry to inform you that 1 have to
cancel the appointment, because I have something
urgent.

It doesn’t matter.

Can we make it another time?

Let’s say 3:00 p.m. tomorrow, all right?




Alice: It’s a date. Sorry again for the inconvenience Sﬁ
caused by us.
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3BMEMWALNEEENREE—OR ., — B %, AL
i Hb (5] g — 7 “Good moming” (B L #F) & “Good afternoon”
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What can I do for you? MR EG?

Is there anything I can do for you? A fI-4n] AR TG ?

May 1 know who is speaking? i i f5 R BF 3 ?

4 IMRITREERNAR TRERERL  ERIGH ARG
i 8% —7“He is not in. (fBA7E) B L&, ~EEH
FOfE, ARR A 8 RIFH UM AR, 18 T8k 338k
%, ILRMEIESAMFTETRIFMAR, I

Sorry, he’s away for a few days. Can I take a message?

R X LRFE, RAEH S AT

Unfortunately, she’s out on business. Any message for her?

WATFHET A OEEHmG,

Would you like to leave a message?

sREOFY,
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