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‘ 'nSinéss Appointment
FEE, BAKHFXEG TFaETAIUA, EHBLERTENME S

BRI E, RLBRE kA, EHBFEEP B, REFFLG—A
E2 228 O

Dear Michael ,

Glad to meet you at Canton Fair! We're pleased to know that you will

come to Shanghai next week.

If possible, please visit our company then. We could collect your interested

items together in our showroom.
Looking forward to your reply!
Regards,

Peter
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(+, Useful Expression ( {5#FM ) @

1. Glad to meet/see you at HK Fair.
RE TR LIRS,
2. Are you going to China in the near future?
WEE SR E A7
3. What about your schedule?
T RS AZHE?
4. T'm not sure if it would be convenient for you to visit our company next week.
BAFELT ARBHERRIAF,

5. The items which you selected in our booth will be collected together in our

showroom.

RATSACBIERNTAAL_E PR TEERE PR RE,

@J& Useful Tips ( ZAIREST ) @

Question

HR 7 — RE B AEFRIFHT AN Dear?

Answer.

HRY, BEEENEE, ZERCLAMANEL, FEEHERL.
ARAH E-mail, BZEFH AL KL,

Dear (I HEEHXT IER, EAEKRATHE P RERN A HLBEETNER
FPHBEIE, i Dear Monica, Dear Mr. Peterson, A~4ibk AR AL,
BEREFCAEBRBRE, A2EHNLHE, EPHEARREART, MR, B
FE4 TR N B APEAERY Hi 5% Hello Z 26f918], HaBE P — S/NVNIREE,

vh, 4
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—BEARERF, LREHAFE A Fo S, FEMFRDGITER
BiEERE, —FEREHRETHAE, B AR, IHTHRLEAGTR
Z 6 &,

Dear Michael ,

Thank you for your prompt reply! It is OK for us on 2™ Feb.

Could you please advise your flight No. ? We will arrange the pick-up at
Shanghai Hongqiao airport and drive you to Hilton hotel after meeting.

Kindly let me know if any change about your trip.

Thanks and best regards,

Peter




=

vi 6

+RIWESN

(‘& Useful Expression ( WEEM) @

1. Thank youw/Thanks for your prompt reply.
BRI Kt B

2. Could you kindly advise your itinerary?
REARRETH A MM TR LR

3. Please keep me posted on this!

HiLRIE (XHEH) BHFHEL.
4. I'm sorry but my boss is only available next Tuesday.

Rk, REBRRETA-AHZE,
5. It is acceptable to pick you up on 8: 30 a. m. ? In the lobby?

B ENGERBETLLAA7 TEHEKRE?

6 . Useful Tips ( FRIAT) 7 | @

Question.

R HR B B A A

Answer:

— BRI, SNAREMEEEZNE 3C M. Clearness (3F%), Concise-
ness (fij{) Fll Courtesy (FL#H). PUEHR ZHE, MHANREKRKK, BAfE4E
il EEERNFEE, AILOfam@Eagtisk, mAILEMARES
gE, —BRPARERAINER, X REFNIRGEERIN,

BINAR, BBRTHRIFAMER, REEEHE3 B, 5-8/iF, &
Hidi, ML, “HE" fbRdRREN, BIbEBASCTIRES Tk
KRB,



