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Notice
SWEX

T TR

s,

A Hi! Jerry. Are you bu;.y nows?

B:No, what's the matter?

A . According to the managing director's suggestion, we will hold a BK meeting
at 10 o’clock tomorrow afternoon in the conference room.

B:OK, thank you.

A Would you ask Miss Li and Miss Zhang to attend this meeting?

B.Sure, of course.

A Tell them to be in the meeting room by 10 o'clock.

B :Shall we hold it in the large conference room or the small one?

A :The large room.

B.OK, Il tell them.

A:Don't be late.

B:l see, sir.

A :Thank you for your help.

B;You're welcome.

A.Tom, have you informed all department managers about the monthly meet-
ing?

B.Yes, I've just informed them.

A:0h, bad news.




B.What's wrong with you?
A.There’s a big mistake about the notice.
B:What?
A .The confusion about the date of the meeting arouses from a typing error.
B.Don't worry. [l let them know later.
A.We must take action before it is too late, it's five o'clock, people will come

back home from work.

B.Toke it easy, | can use the phone nofification or e-mail.

A .Thanks god.

B.I promise that they will never miss the meeting, and before the meeting, |

call and remind the attendees.

&.58%%.

B aiXiEx

Receive Notice

OZEHBALUME REHD
pi: B o1 1

+ If you want to call a meeting or any-
thing, put up a notice.

« If you want to hold a meeting, issue a

notice.

Q- B LAY e B0 A
... informed that...
« I've just been informed that the confer-
ence has been postponed.
- She is never be informed that the con-

ference will be held.

@B MAINBIRERT -
We had just notified. . .

+ We had just notified all the department
managers about the arrangements.

- We had just notified all the parents
about the arrangements.

OHXE L 10 RFL,

- We're having a meeting at 10 o’clock
tomorrow morning. '

- There will be a meeting at 10 o’clock

tomorrow morning.

@B RWIMBBF o
... informed... that the meet-
ing will be held as scheduled.

- They informed her that the meeting
will be held as scheduled.



seesssusssssbrrnn

* He informed me that the meeting will
be held as scheduled.

* She informed them that the meeting
will be held as scheduled.

Q- FAEBRALIEE, ...
don’t want you to be late for
the meeting. -

+ T don’t want you to be late for the
meeting.

* The president doesn’t want you to be
late for the meeting.

* The sales manager doesn’t want you to
be late for the meeting,

O AITHIZEMMR---- I'm just
calling to let you know that. ..

* 'm just calling to let you know that the
meeting is now scheduled for tomor-
row, at the same time.

* I'm just calling to let you know that the
meeting had been cancelled.

* I'm just calling to let you know that the

meeting was cancelled by reason of his
illness.

@ RIS AR -
.+. received a telex informing
... that...

* I've just received a telex informing me
that the delegation from Tokyo can’t

..............................

come to USA in time.
* She’s just received a telex informing
her that her parents can’t come here.
- P've just received a telex informing me
that the travel plans was changed.
Q- bt 11 notice/inform
* 1 gave them notice that we would have
a meeting tomorrow afternoon.
* I come to inform you that a meeting is
scheduled at 2 o’clock this afternoon.
@miAF 2 B EFn et i
* See you on Monday at 9 o’clock.
- Next weekend at 2,00, right?
* Right, so we’ll meet on Friday at ten,
then , at your office.
O Z % iF accept the invitation
+ Sure, no problem.
* Yes, of course.
® B4 1% reject the invitation
* Pm afraid I have another appointment
then.
* Thank for the invitation, but m afraid
I won’t be in on Friday.
@M% HAEN, Well
let you know/call you. ..
- Well let you know as soon as possi-
ble.

» We'll call you in case of any change.




[39 ' EEYS § ]
Not Receiving Any Notice

ORERIAAMKER, BY------

I can’t read the notice, be-
cause. ..

+ I can’t read the notice because he’s
standing in front of it.

+ I can’t read the notice because I've just
out of office,

- I can’t read the notice because I'm on
vacation until next Wednesday.

O - BEBIEDM, SWEL

seeeee 7 ... get the message the

meeting have been. ..

- Did you get the message the meeting
have been postponed?

- Did she get the message the meeting
have been cancelled?

+ Did he get the message the meeting
have been held?

@ s TiEM $m<
Don’t forget to call... to the
meeting,

» Don't forget to call the chairman of the
board to the meeting.

[% i s
M-eeting invitation

OZ HLiY to sit a meeting

» To meet a meeting.
* To hold a meeting.

» Don’t forget to call all of the managers
to the meeting.
« Don’t forget to call all the salesmen to

the meeting.
OnREZFNHHRRTEREN,
FHEH — B REG - IF the

date mentioned isn’t possible
for you, please suggest an al-
ternative in that. ..

+ If the date mentioned isn’t possible for
you, please suggest an alternative in
that morning.

- If the date mentioned isn’t possible for
you, please suggest an alternative in
that month.

« If the date mentioned isn’t possible for
you, please suggest an alternative in
that week.

2 BB iH 5 R carry...
over/postpone

+ We can carry the meeting over to Mon-
day if we need to.

+ The meeting’s postponed indefinitely.

ORIMNEBEN - F4 & We
need to sit a meeting for. ..

+ We need to sit a meeting for the next



