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Unit 1
Demanding an Appointment RRED

Top Sentences S5 5|4

1.

I’d like to make an appointment for a business
interview.

I’d like to make some trading arrangements with
your company.

- I was wondering if I could come and meet you at

3:00 p.m. next Monday.

4. I have an urgent meeting to attend to right now.

We’ll expect you then at 10:00 on Thursday.

6. I would like to speak with someone who is responsible

for imports.

- Would I have an opportunity to meet you and discuss

various possibilities in the American market?

. Could I meet you sometimé this week to talk about

stocking the gym things for 2008 Beijing Olympic
Games?

Mr. Smith wishes to discuss some important terms
about contract No. 06-1763.

Words and Phrases 4 17 51748

appreciate ¥if, XK
opportunity #l£, R4

Fashion Conversations 24,2

(Mr. Taylor’s secretary is arranging an appointment.) (F¥)E4NMB EERH NS, )
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Part 1

Trade Preparations

A
B:

A:
B:
A:

%

g rE

General Manager’s office. May I help you?

Yes. I'd like to make an appointment for a business
interview.

All right. May I know your name and your company?
My name’s Li Qing and my company is Ameritech.
I see. Our General Manager can see you this
Thursday. Do you prefer moming or afternoon?
Morning is best for me.

Would 10:00 be all right?

That would be fine.

Good. We’ll expect you then at 10:00 on Thursday.
Thank you very much.

A:

> ¥ P W

B> E >

Az

Well, Mr. Morse, I’d like to make some trading
arrangements with your company. So I was
wondering if I could come and meet you at 3:00

p.m. next Monday.

: I’m afraid I have another appointment at that time.
: Then, how about 4:00 p.m.?

I don’t think so. Why don’t I call you back?

: OK. Let me tell you my telephone number.

Oh, that’s not necessary. I can consult the telephone
directory.

: When can I expect your call?

Maybe in a week or so.

: I’ll look forward to your call.

I have an urgent meeting to attend to right now.
Thank you for calling. Good-bye.
Thank you for your time. Good-bye.

Conversation 3 ‘

A:
B:

A:

Hello. Is this ABC Company?

Good morning. Yes, this is ABC Company. May I
help you?

My name is Liu Fang from M&H Company. I would

Uiz | Demanding an Appointment |
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B:

A:

B:

A:

like to speak with someone who is responsible for
imports.

I suppose the person you want is Bill Smith of our
International Marketing Department. Please wait a
minute, I’ll put you through.

Thank you. I will speak to him.

He is on the line.

Mr. Smith, My name is Liu Fang from M&H
Company, a Company in China. Have you héard
about our “tapestry”’?

C: Yes, I have read about it in a trade journal.

A:

C:
A:

G

I'will send you some brochures if you are interested.

That will be good. Thank you.

After you study them, would I have an opportunity
to meet you and discuss various possibilities in the
American market?

Fine. Let’s do that and see how it goes.

A:

0% >

»

China Dragon Corporation, good morning. What
can I do for you?

: Good morning. Could you put me through to John?
: Hold on a moment, please.

Thank you!

: Hello. John speaking.
: Hello, I am Jane from Sansun Corporation. Could

I meet you sometime this week to talk about
stocking the gym things for 2008 Beijing Olympic
Games?

: Oh, I see. I really appreciate that you’re interested

in our products. But I’'m pretty booked up these
days.

: Could you let me have an hour or so?
: Is next Monday OK?
¢ Yes, sure. What’s the accurate time?
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Trade Preparations

9:00 a.m. next Monday.

B: Ireally appreciate your answer. See you next Monday.

:

See you.

A: Hello, this is Mr. Li’s office. May I help you?

B:

>

»>

Hello, this is Mary of Modern Office Limited. I'm
calling on behalf of Mr. Smith, our General
Manager.

: I see. What can I do for you?

Well, Mr. Smith would like to make an appoint-
ment to see Mr. Li sometime this week. Could you

arrange a time for Mr. Smith?

: May I ask what he wishes to see Mr. Li about?

Mr. Smith wishes to discuss some important terms
about contract No. 06-1763.

: I see. Then do you have any particular time in mind?

Would 10 a.m. tomorrow be all right?

: I’'m afraid Mr. Li will be completely tied up the whole

morning. What about 2:30 tomorrow afternoon?

: One moment, please. I'll check Mr. Smith’s

appointment book. Yes, 2:30 tomorrow afternoon

will be convenient for Mr. Smith.

: Where does Mr. Smith wish to see Mr. Li, please?

What about Mr. Smith’s office?

: All right. 2:30 tomorrow afternoon at Mr. Smith’s

office.

: Then Mr. Smith will be expecting Mr. Li at that

time. Thank you. Good-bye.

: Good-bye.
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Unit 2
Fixing Time 15648

Top Sentences B2E! 5|
1. Would Tuesday be convenient for you? EH= EAATpAng?
2. I’ll come over to your office Wednesday morning at BHi= F4 9 S ERBRHMATE,
9:30. :
3. He’s expecting you at three o’clock in the afternoon &7 T4 3 SMEMMDAETZE,
in his office.

4. The new manager of Sales Department wants to see $§&5EFRNZBEBNE, kg —
you saying that he has some questions to discuss &[5 AR EIFITRIT .

with you.

5. Maybe I can see him tomorrow morning. WIFIRAAR L FAE AhIE.

6. We would like to meet with you on June 2nd. Is B IFHERHIE 6 B 2 H. E5{@EG?
that all right with you?

7. Could you be kind enough to reserve two single BEEEERIITAIE 6B 1 HR 2 Hyge
rooms for us for the night of June 1st and 2nd? AEE?

Words and Phrases 417 51748

calendar Hff, % proposal 2%, i
reserve FizE, T slip i#%, Z8; B

Fashion Conversations i2#3 <3

A: In regard to your proposal, Mr. Zhang, there are A: 35c4, XTFRMBINEJLARE
several points I'd like to discuss with you as soon =~ RES5HEEHIN—T. REH - HE
as possible. Would Tuesday be convenient for you? ngy?

B: Let me see. Tuesday is all booked up. What about B: #&E&E. B Alt. B#= 14
Wednesday morning? ’ A PARS?




Part 1 Trade Preparations

A: Wednesday morning will be fine.

B: All right. I’ll come over to your office Wednesday
' morning at 9:30.

A: Good. I’ll be expecting you.

onversation 2

A: Is Mr. Zhang in, please?

B: Speaking.

: This is Chen Jing from Meisi Company, Mr. Zhang.
Oh, Miss Chen, how are you?

: Fine, thank you. Mr. Du wants me to let you know
he’s free next Monday. He’s expecting you at
three o’clock in the afternoon in his office.

3 p.m. Monday. Good. I’ll be there.

We shall expéct you then.

Thank you for calling.

onversation 3

A: Excuse me, Mr. Wang. The new manager of Sales

B:
A:
B:

Department wants to see you saying that he has
some questions to discuss with you.

: Id like to see this guy. He is always full of energy,
but I have all my afternoon booked. Maybe I can

see him tomorrow morning.

>

: You are going to see Mr. Green off who is leaving
tomorrow morning. :

: Oh, yes. It slipped my mind.

: Maybe he can come tomorrow afternoon.

¢ All right then. Tell him that I’ll be expecting him.

: Twill.

A: I would like to make an appointment with you,
possibly the latter part of May. What do you think?
B: Let me check my calendar. Unfortunately, I have
plans to travel around that time. How about the

> @ > =

Unit 2 Fiving Time
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B:

first week of June?

: We would like to meet with you on June 2nd. Is

that all right with you?

: June 2nd is fine with us. Will you ;:ome alone? Do

you need accommodations of any kind?

: I will be accompanied by one of my colleagues.

Could you kindly send me a map showing how to
get there from the airport? And could you be kind
enough to reserve two single rooms for us for the
night of June 1st and 2nd?

No problem.

A:
B:
: Who shall I say is calling, please?

> ® >

% >

Good morning, Speed Motorcars. Can I help you?
Could I speak to Mr. Penn, please?

: Qi Yu from Beijing.
: I’ll check Mr. Penn’s diary and see if I can arrange

an appointment for you. Just a moment...Yes, Mr.
Penn seems to have time on Monday morning,
Wednesday afternoon and Thursday afternoon.

: Could I make an appointment for Wednesday

afternoon, please?

: Would 2:30 be convenient?
¢ Yes, that’ll be fine.
: I’ll make a note of that. Would 3‘Iou like me to

confirm the appointment?

: Yes, please. You can contact me any day at

Beijing 88561789 extension 6.

P BAINFHERHAE 6 H 2.

> %> 2 >

— P EEEARR?

BTE
ng?

6 A 2 ARA B &R EE—f
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w

=M, BBIRET.

A BIBEIR—T, BERMIAXRNS

g2

DAY PRATATEAERY 14T L IE B

IERBREEK R, BIFSHE 8856
1789, 6 53#l.



Part 1 _Trade Preparations Unit 3 Putting Off an Appointment

Unit 3
Putting Off an Appointment {#RH2

R R R R R R R R IS

Top Sentences 817! {5 ]
1. Can you fit me in on his schedule? ftbi) BB R T HEND?
2. Can I see him at three in the afternoon that day? AR TF 3 R fhAg?
3. 'm sorry that our manager is fully booked this week. R##, B{IZEXENZHOEET.
4. He said that he would like to see you but he just fiifh{RBNE, E2HEREME.

does not have time.
- He’ll have a lot more free time at the end of next week. A E B A RS S RIE.
6. Would you like to make an appointment for some #E48.5fth 525N g AL ?
other time?
7. I’'m sorry about the confusion but we’ll see you on LAREFAT , LM, EEPIN.,
Thursday.
8.1 have to receive a very important customer from RAMEHF—MEERNESE M.

W

America. i
9. Then when do you think I can come and see him FB4 #RIA N BB K T4 Bt ja & 1L
tomorrow afternoon? kIfh?

Words and Phrases 4 17 5 i7)4R

confusion SEEL, JB%& engage {F#ITRR; BF; FiE
fix RE, #E; BEE itinerary 1732; BRZk
postpone ZEHR, ZZih schedule Byja5%; HEX

Fashion Conversations B3 <iE

A: Excuse me, I’d like to make an appointment with A: 73— T, RAGFSEBE L4 A
Mr. Smith. Can you fit me in on his schedule? AR N ERTELRTHENG?
B: Let me see. Oh, the whole moming is booked up, B: itHE—T, BN EFERHR T .




