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1 Maklng an Appointment _

f’JAHTf‘ﬁfﬁTiﬁJX‘*ﬁllﬂLﬂl

wp 1. ZSHT, BT b A A B 2 A
RERER
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1. Shall we fix a day for a talk?
FATLIA B (8] R R 4 1

2. | need to make an appointment to discuss a question.
PE LA B8] S X A (8] 8,

3. I wonder if he could see me early tomorrow morning.
A A — F T H IR — R LR 7

4. Could we get together and discuss it a little more?
FATREARERAE— 1, PR ANITIe — F X450

5. Mr. Wang would like to arrange an appointment with you.




F A AR R A e (] WL
6. I'd like to make an appointment to see Mr. Zhou.
AR LA A Bt ) BR A S A WL
X E
1. Will 10:00 a.m. be convenient?
R B 10 s J7 7
2. I'm sorry he won'’t be available by then.
TR ALK, A AR o B =5
3. Will you be available tomorrow morning?

HAXR EIRAEG?

4. Tomorrow afternoon will be fine.
R TFHFATLL,

5. What time can Mr. King come over?
G et AT AR LI R

6. Will tomorrow morning be acceptable?
AR L EEG?

7. Anytime except next Wednesday would be all right for me.
Bk T F R = Z S HoAtb i (R HRAT
8. Mr. Chen wants me to let you know that he is available next Wednesday.
MeA iR ERE M TR=A%,
9. Can you manage it on Tuesday?
B R
10. As far as I'm concerned, any time is all right with me.
IR =, A o] B 1] 3 Bk BEER A (R
11. Any time you say.
U A RHEERTT
12. Could you make an appointment for Wednesday afternoon, please?
BRATEEY =T F5?
13. I'll check Mr. Lin’s diary and see if | can arrange an appointment for you.
KEFE-THEEANHRBERERBRAETA,
14. One moment, please. I'll check the appointment book.
WHE— T, REFE-TAH=WE,
* LN
1. I'll call you again tomorrow to confirm it.
FA R & FITHIE S BHE
2. He's expecting you at 4:00 in the afternoon in his office.

fH7E T F 4 EMB A EHE,
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Would you confirm the appointment as soon as possible?
TR I X IR 2%, B2

| KBTS |

: Hello, this is Future Trade Company. May | help you?
: Yes, this is Paul Smith of Sunshine Company. | would like to meet your general

manager Mr. Chen some time next week.

: Let me see. How about next Monday afternoon?

: Next Monday afternoon will be fine for him. What time?

: Is three o’clock available?

: OK. Where shall we meet?

: Let’s make it at our company. How you think about it?

: | think it’s very good.

: That’s good. Mr. Chen will wait for you in his office at three o’clock next

Monday afternoon.

: Thank you. I'll be there on the nose.

 RE,XBRRKAG A A, AfhaFmy
: R FHEARIRRY - S w W, AT BT B R— TR0 8

LR,

: iEREFR, TRA— T4 mfae

: FPRA—T4ATLL, ARAJLA ST
. 3 AT ARG 9

: BFE . RETE AT 2 H D DT W 2

: BUETERATA B IR, FRIEEVE?

HAEX B AR,
R4 BRIGE T A — T 3 R ESFEMINA BRI

: WA, TR A 2 ik

—iElEE 00060 ¢

on the nose (1E4F, #EH}) 4
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{ 2 Changmg the Appomtment

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

PRI A s st 155 80 0 FG 95 g B b 249 Y A, S —
i [E] 50 77 BB EE R, O BLEAS VR O A © k%
iR 24,

FESEAT T 6] S B R 2 ) mT LA ) X R 75 i
WLy fE 1520 % 77 8 R At R XU AT LA B
RE BT ) 2 22 1]

 B_REET |

X R4

1. Would it bother you if we changed the time?
QSR FRAT S B 1], £ 45 R 1 LA R

2. It looks as if | won't be able to keep the appointment we made.
BRBEAGRBMBEL T,

3. Is it convenient to change our appointment from Monday to Wednesday?
ARBEERH N4 2 th A — % FE =2

4. | hope | haven't messed up your arrangements too much.
{H IR A o 2 AT AL i 22 4,

5. Let’s postpone our date, if you don’t mind.
WEREAN B RAER 4 &g 9

6. I'm sorry to inconvenience you, but we have to postpone our appointment, I'm

afraid.
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Studying Business English

7.

DA RMABARERA S X ST RAE, LI
Could it be postponed, if possible, till Tuesday?

R A RERIE  BEANREE AR B — 7

* EHiRHE

4
1.

vy

>

>0 > W >

I'm afraid we’'ll have to reschedule the meeting.

Rt A1 45 T3 42 o Y AL T Y B T

. I'm fully occupied tomorrow. I'm afraid | can’t manage it.

AXRROLHWHT DM ATEFLHT .

. I'm sorry, but | have too heavy a schedule today.

XA, (H A K o (8] 58 SCHEW T o

. 1 don’t think he can make it this month.
R X A A EBATT,
. I'm afraid I'll be completely snowed under at that time.

et , BB AR —REHER,

. Friday would be much better, | think.

REEWMHAERE,

. These things happen, don'’t they?

XRFE B RAERN, AEG?

. That’s all right. We can make it some other time.

B R, BATAT LS At 6],

REE

: Hello, this is Bill Black. May | speak to Mr. Du?
: Hi, Bill. This is Du Kun speaking.
: Mr. Du, it looks as if | won’t be able to keep the appointment we made.

Why?

: To make a long story short, | have to receive a very important customer from
America. And he had some kind of change in his itinerary; he rang me up
just now to say that he the only day he can come is Friday.

: And then?

: And the trouble is that he has arrived in our city this afternoon. | can't very

well put him off. Hope you understand.

: | know it.
: Could our appointment be postponed to next Tuesday?
: Oh, let me just check. No, Tuesday’s not too good a day. Wednesday would

be all right, | think.



- OK. Shall we say the same time as we’d arranged?

: No problem.
: Thanks, Mr. Du. | hope | haven't messed up your arrangements too much.

Oh, no.
: That's good. See you next Wednesday.
See you.

> >E>

DRI RE /R -, T RAibA e A i iR e

D REF R, RBIEALER

RS B RBARIMMEAT

s A A

HMEZ, RUMEHFE—MNEERNEEETP , MOTEA FSUE, Rl A%
AT HE IR A R REAE S TR,

: RIEWE?

D BRBE R, AR T FELBIRAIRT T, FAMELIHE A5 Wi, BRI,

TRTHET

 RITWASREAREES B T2 7

(MR IERE T, A BASXRXAKEF, REFA=HBEE,

s PR, IRATTE AR AN YA R A B 1] UL T OB ARE 7

B im) &,

DR, A . (BIERRA S ZHITAIRAZHE,

BAH,

CWREFT , FR=ZW,

B,

> o> o>

W>W>WP>WP> WD

€N —mmm 666666

| A
! to make a long story short (Ki% 5% ; i & 2)

| To make a long story short AFH FEBE“IE—MEKHOEELRE" XM
’ MNP XFHNKIERR"B—IER,GERZIBLABERET " H52,K
WA Z B, B0 :To make a long story short, she is the most important player
of all the people. B 52 , i BHNTZEEMBASA,
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Studying Business English
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kL, BB ITHF 292 i T2 SR BURY BT
AEABUHRRIERHFEN ., BRERERHASZ)E
WNATST ZNB ARG T7 | LA Gkt 7 TR B o ) R M A 2 T

5 FN 7 BUIH 29 2 RS2 1 e A B8 R R 4 U Xt
J7 X T AR R A T H A&, R B2 X 7
£y A% R FIE K, S BUA B X J7 B AL

 BELT |

X @ st i

1. I'm calling to know if it would be possible to cancel our appointment.
AT HIE AR IR AT I L2 R 7T LAY |

2. Is it too late to cancel our appointment?
MAEBERIMNWASRBERET?

3. | want to cancel the appointment with Mr. Hill.
HAEBE 5/ REEN AR

4. I'd like to cancel the appointment for Friday.
REBUEERA AN S

5. I'm calling to cancel the appointment.
TATHIERBUE RN &

6. I'm afraid | am going to have to cancel the appointment.
RBMERHAS

X FEikfER

1. I'll notice Mr. Chen.
BRI EAEN,

2. I'll let him know.
Fib b AER

3. I'll make the cancellation for you.
K NEBIHAZH,

4. If we can be of any help, please contact us.

WARTEER B HRBITKER,
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et him when I'm back

SKELIN 3R

: Hello, Future Trade Company.

: Hello. May | speak to Mr. King, please?

: This is Karl King speaking. Who is calling, please?

: This is Susan, Mr. Deng’s secretary. | am sorry to say that Mr. Deng can’t

keep the appointment this afternoon.

: Can you tell me why?

: Because his son is seriously ill, and he has to go to the hospital to take care
of his son.
: I'm sorry to hear that. | think we must cancel the appointment.

: I'm afraid so. Mr. Deng will ring you to fix another appointment when his son

recovers.

: It couldn’t be better.
: Thank you for your understanding. Goodbye.
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