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General Expressons

Appointments

I d like to come over and see you in your office this morning if possible.
10
Would you make an appointment for me with Mr. White at 10 oclock
tomorrow morning

I d like to tak to you about our new sales plan. Can you meke it this afternoon
4

Would sometime later be al right with you | got a lot of work here and
wont be free until four. I m afraid | cant see you any sooner.

Any idea where | should meet him | forget where he said hed see me.
Sorry  the manager is fully booked till 2: 30 pm unless there s a cancellation.

Our director s got rather a full day today | m afraid he wont be able to see
you until tomorrow.

11l schedule an appointment for my baoss this afternoon with our EU dedlers.

I nvitations

I d very much like you and your family to come to our dinner party this
1



weekend.

Were having a panel discussion about current world economy this coming
Friday afternoon. Will you join us

Wed be very delighted if your wife could come with you. We look forward to
seeing you at the party.

You must stay for dinner with us its gonna be a wonderful time for all
of us.

Find time to come over and have a chat. We havent had one for a long
time.

Could we have the honor of your presence at tomorrow's presentation

| hate to turn doan their invitation to give a lecture but | just dont see any
possibility of doing it at this time of the semester.

Attendance at the seminars is by invitation only.

I ntroductions

Meet my colleague Susan shes been with us for two weeks.

Miss Lee 1d like you to meet my secretary Mary.

Mr. White | want you to meet Mr. Lynd director of our R&D department
he knows everything about our new product.



Very glad to meet you Alice. Weve been anticipating your visit since last
week.

I d like to introduce to you our director Ms. Jenny White.
ABC
| am honored to present Mr. Carson president of ABC company who will
preside over today s meeting.

Please let me introduce President of the Carlson Foundation Mr. John
Carlson.

May | present Miss Jenny Fulbright Assistant Manager of our company.

Requests

I wonder if you could help me proofread this report it's urgent.
Would you mind if | had some time off next week
Is there any chance of using your office for a meeting this afternoon

Do you think | could possibly have my appointment with your manager a
little earlier

| d appreciate it if you could postpone our meeting until next Tuesday.

I m sorry to trouble you but could you let me know your flight time now
We need it to fix our schedule.

I m going to ask each of you to make a short presentation.



Il regard it as a favor if you could join us for this afternoon s discussion.

Thanks

Thank you for taking the time to chat with me.

| really dont know how | can thank you enough.

Thank you for al the trouble you ve taken.

Thank you for a most enjoyable evening.

No theres no need. But thank you all the same.

It was ever so nice of you to think of us when we needed help so much.

Thanks a lot for what you did for al of us.

We are deeply indebted to Dr. Lee and the rest of the hospital staff.

I d be obliged if youd treat this matter as strictly confidential.

Permissions

Its dl right with me to call them if you ve finished your assignment.

| see no reason why you shouldnt hand in your application right now.

Your idea seems perfectly acceptable. As a matter of fact its one of the
best | ve ever seen on this subject.
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I m afraid its not possible for you to see him at this moment hes with
somebody from our head office.

I d like to make a phone call here if | may.
Would you mind if | use this office for just two hours

Is there any objection if we skip the next chapter and move on td* regiona
sales’

Please feel free to contact us any time you need more information on the
matter.

Reasons

Theres no reason whatsoever to doubt her account of what had happened
when we were nat there.

| was busy about something else and didnt natice what was going on outside
the office.

| think its all because he happened to be away and didnt seem to know
anything about the accident.

The point wes that he fell short of mentioning the costs of the project in his

speech.

Considering the price the design and many cother things of this piece of
furniture well probably have to drop it from our shopping list.



Well the thing is this man is naot the right man at al for the job.
I wes told to wear flat shoes on account of my back problem.

Wed like to know the reason why she didnt accept the job.

Suggestions

How about having a working lunch with some of my calleagues tomorrow
We may have a chance to talk al our production problems out.

What would you say to accepting their invitation

If | were you | would call a staff meeting and see if they would come up
with a good solution.

Dont you think it might be a good idea to go to the library and find whatever
necessary information there about the subject
Ever thought of giving your parents a call

| was wondering if you would have enough time to write this report for
tomorrow s meeting.

Wouldnt it be better for us to leave this case to somebody more professional

Why not go straight to your director and tell him you dont like the transfer
He may change his mind.



Opinions

Could we have your opinion on the company s marketing strategy

What s your take on these test results Everybody seems to have his own
idea as to what we should do next.

We desperately need to know their position on the matter it's urgent.

How would you react to their oppasition to these contingency plans

What s your stand on this issue

What do you think of your new assignment | understand you didnt ask for
it but 1dbedad if you like it.

Any objection Well lets say its a wonderful proposal and we al like it.

What would you say to sharing our research findings with them They asked
and we have three days to consider their request.

Apologies

| hope I m nat disturbing you but this is really something urgent and we
dont seem to have time to postpone it again.



I m afraid | cant manage tomorrow evening |1l seeif | can make it in three
days.

Were sorry we have to let you see the report and give your feedback at such
short natice.

Sorry | m late. There was a road accident and | couldnt get through the
traffic.

Sorry to disturb you but could you tell me where the Personnel Department
is

Please accept our apologies for not being able to attend your party.
Sorry to have caused you so much inconvenience. It was realy quite

unintentional .

Were sorry we may not be able to make a full refund but well see what we
can do about the delay in shipping.

Weather

What s the weather going to be like tomorrow

| hope it keeps fine for the weekend because were having a picnic on
Saturday.

What s the weather like in spring here Does it always drizzle

Radio says it s going to be sunny and mild a perfect day to do some outing.
8



This city is noted for its extreme weather conditions.

Itsturned out a fine day after all hasnt it

| hope the rain will hdd off till we get home.

The heat is intense and it s swelteringly hot all day long and very oppressive
at night.

Were expecting snow flurries tonight.

This is the cadest night of the year. Its freezing

If you dont like the weather here wait a moment. Itll change.

Time and Dates

Excuse me have you gat the time
9:30
I have an appointment with my dentist at 9: 30 Tuesday morning.

How much time will it take for us to get to the airport

1 18
Tuesday is fine with me. Right itll be on Tuesday January 18 then.
9 58 2
My wetch says its9:58 but | m afraid it gains 2 minutes.

5 10
I msureits 10 after 5. | ve just set my watch by the radio time signal.

Next Friday May 1 is my birthday.
1994 5 1



My date of birth is May 1 1994.

The meeting is expected to last about an hour and a half.
14
Well have to stay in the desert for a fortnight.

Booking Tickets

Are there any planes to Beijing on Saturday
If youll excuse me for a second |11l check.

By the way | dont want a night flight. | d prefer the morning.
757 8:10
Theres a Swissair Boeing 757 out of Shanghai at 8: 10.

11l need an economy class open return  please.

When am | supposed to check in
7:25
If youre going to the airport you must be there by 7: 25 at the latest.

Traveling

How much is the ticket for Shanghal please
15 27 5
It s fifteen yuan one way twenty-seven yuan and a half round trip.

When does the train leave
11: 00 5:00
There are two trains every day. One leaves at 11: 00 and the other leaves at
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5:00 in the afternoon.

Are they both through trains
11:00
The 11: 00 is an express but the second is a local.

Is there a dining car on bath trains
11:00
There is one only on the 11: 00 train.
What s the cost of a Pullman seat please
10 5:00
11:00
It is ten yuan to the regular fare. However there is no Pullman on 5: 00
train only day coaches. But | doubt if there are any Pullman seats
available on 11: 00 train unless you have a reservation.
Would you mind finding out if | have a chance of getting a Pullman seat
Well | have got one vacant Pullman seat just now because someone
cancelled it half an hour ago. But its customary to make a reservation at
least half a day in advance.
Say | m alucky bird | d better make up my mind to take it.

What track number is the train

Track No. 2.

Visiting Friends
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So sorry to have kept you waiting. | was on the phone.

That s dl right. 1 m very gad you have found time to receive me on such a
beautiful day.

Yes itslovely. But what s the weather like at your home

Just as beautiful as here.

I mafriend of Mr. Ma. He has often spoken of you and asked me to give
you his best regards if | come.

Mr. Ma has tod me so much about you too and you are so promising.

By the way howis Mr. Ma

He is quite well though very busy. He is as grateful as ever to you for your
kindness and misses your company terribly.

| misshimalot too. | wish | could see him again soon. Please say hello to
him when you go back.

3

| have to go now. | m here only for three days and | have so many things to
do.

Asking the Way

Excuse me can you tell me the way to the train station

Walk straight on. Cross the street at the second traffic light. You cant miss
12



Sorry to trouble you. Can you tell me how to get to the past office
Go straight ahead until you come to a supermarket on your right. The place
you re looking for is right next to it.
Which bus should | take if | want to go to the cinema
8 50
Take the No. 8 bus. After you get off walk back 50 yards or so.
It s too far to walk. Youd better take a bus.
How far is this address from here please
15

Its not far anay. Only a fifteen-minute walk from here.

11l walk you to the department store. Its on my route.

Hotel

Welcome to our hotel. What kind of room would you like sir

If there s anything you need just ring reception.

Is there a discount for company booking

Would you please fill in this registration form

How much is the room
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