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CHAPTER ONF:

Making an Appointmenl by Letter ™

In writing for an appointment, the most im-
portant points that should be 'borne in mind are
courtesy, clarity and conciseness. A requesi for
an appointment is‘asking.'a favour, bécause you
will occupy the addressee’s tiifie. Though this
kind of letter is not 'the most férmal type,it must

p,no account be off-hand. And the writer should
J%l—\&ays copsider the convenieénce of ‘the person
with whom the meeting, is being suggested. To
chieve clarity, you, must make it easy for vyour
r:aégr to see at a glance the pu‘r’gﬁe of the ap-

W‘
gomtmegt and, above alrhe place and tlme for

the suggested meetmg ~Also" important is con-
ciseness. tail not supposed to be discussed
in the let&, %@%xme and place for these is dur-
ing the forihcoming appomtment Points to be
noted in letters askmg for appomtments are, i

1. Starting with the request;

2. Stating the reason for Lhe request;

3. Suggesting the place and time for the
meeting;,

4. Stressing the convenience of the corres-
pondent; and '

5. Asking for confirmation.




The responise 1o a letter asking for an ap-
pointmenl is not uniform.There is total acceptance,
acceptance with modification as to place or time,
and refusal.

When accepling an appointment, your reply
should deal with the following items, '

1. Acknowledgement of the receipt of
the letter asking for the appointment;

2. Acceptance of the request;

3. Repetition of the specific hour and place
for the meeting; and

4. Expression of pleasure in the forthcoming
meeting.

When suggesting that it is necessary to change
the place or time for the meeting, you should give
good reasons.The tone of the letter should be
sincere. The plan for this kind of reply should
include, . ‘

1. Acknowledgement of the letter asking
for the appointment;

2. Presentation of reasons for modification;

3. Suggestion of alternative place or time,
and

4. Asking for confirmation.

When refusing an abpointment, tact is required
o avoid offence. Refusal should contain the fol-

lowing.




1. Acknowiedgement of the letter asking
for the appointment;

2. Explanation of the circumstance that
prevents acceptance; and

3. Expression of regret for change.

All the letters mentioned above can be
addressed to an individual or. organization. While
writing to the former, the " language might be
friendly, familiar or colloquial depending on the
relationship between the addressee and the writer.
These letters can be written in the first person or

in the name of a secretary.

Here are some examples to illustrafe the prin-
ciples mentioned above, V+

J.etters Asking for Appointments

In the following example, the addressee and
the writer know each other, though they are not
close friends. Therefore, the tone of the letter is

courteous, but quite businesslike.




Dear Mr. Li Hua,

[ shall be visiting London on Tuesday, 26th
July, and would welcome the opportunity to pay
you a visil with a view to discussjj_& the imp_e_r:
ding darrival of a Chinese Study Group to this
country. : '

J'“Mayll‘ suggest 2:30 p.m. on Tuesday,26th July
wtime for my visit lo your Kmbas-
Sy? » i

" If this is unsuitable perhaps you could suggest
an alternative time.
Yours sincerely

(Signature)
John Black

This is an example of a letter asking for an
appointment. It is very short, yet to the point.

In the following exampie, the addresseé is a

N e mesrimaativne .

commercial counsellor. The writer’s purpose in

meeting him is to promote their business. So the
letter is rather formal and the tone -respectful.
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Dear Mr. Li Ming,
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the

_!7\2 B Council to
e the oppor unity to meet you

and your colleagues to discuss the possible bene-
fits of the services offered by our me,mbers to the
People s Repubhc of Chma i

j We. seek your guxdance in thxs matter, as we
believe that the increasing industria development

of your country and the importationsof equipment
e et ety .

from Western Hurope may. require the training “of

personnel at all levels in manegement skills and .

techniques.

Bd

-

If you feel that the discussion would be to

o‘ur mutual benefit,

I would be pleased to arrange

for one or two representatlves from the Executlve_
Council o meet you at a time that would best suit

you.

Yours sincerely,
(Signature)
W.S.Richards
Chairman

po— gy



Note; A specific time and place for the meeting is
not suggested, because Mr. Li Ming is a
high-ranking ‘diplomat. In such a case the
correspondent would be asked to suggest
the time and the venue-of the meeling. |

In the following example, the writer is an of-’
ficer of the Hospitality Ctub _of a college. She is
addressing one of the students. Asitis onlya brief
note on a minor matter, the letter sounds friendly.

Dear Mr. Han; ‘ Ly % \AM/ )

Could you stop by for a. visil somelime this
i ————————————

week? I have tentatively avrangel for you to
ITSTT% club for blind people in South London and
would like Lo talk o you about it. Il will be a
splendid chance lto see the voluntary movement al
work, and I know the blind peopis will love to
meet and chat with vou.

Yours sincereiy,
(Bignalure

Shirley (Chapman




The follovqirrg{!*éﬁtbﬁia addressed to a firm and
written by a secretary. And it sounds rather formal.

Dear Sirs,

Mr. J. Smith, Manager of our Foreign Depart-
ment is visiting the Far East next month,6 and
_plans to be in Beumg by sth July. He ‘would very
much like to meet your Equrt Manager. We_are

ing i considerable difficulties over govern-
_ icences, and he would like to discuss
ztion with your Export Manager on the
morning of July 6th or 7th. Please wrile or phone
me to indjcate which date is more convenient for
you. We should be most grateful to have your
reply as soon as possiblg_.

Yours faithfully,
(Signature)
Mary Jones
Secretary

Note, As the letter is addressed to a firm, the

" salutation is “Dear Sirs”, and the conclu-

sion is ¥Yours faithfully.,”Another point of

note is that the word 4say” here is similar

to “possibly or approximately”, and is a
convenient way of making suggestions.




Letters Confirming-A

ointments

1, TR

Lellers confirming appointments are usually

very short.

Dear Mr. Black,

Many thanks for your 1et‘ter of sth July. 1
shallkg/_cl\e—llgllwimiw see yod ‘ at my offlce at
2:30 p.m. on 26th July. R

I look fquard “to- sééuig you at that t;me

P : S
-b o . o E io. '.‘. I ..;

"’Y()urs sincer’ely“, 2l
(Signature) -
Li Hua =
Note; 1. It is polite to thank the person who
writes to you first.
2. In order to'avoid misunderstanding, it is
important ;to mention the date of Lhe
letter asking for the appoiniment.



D‘é'ar Mr Rlchard R , fq' '{ |

Thank you for your letter of 30th June.
I suggeslt 17th July at 10:30 a.m. for our meeting.
If this date is convenient, kindly confirm.

Yours sincerelyl,‘
(Signature)
- Li Ming
Co_mmercial _Coﬁnéellor

The tone of a letter accepting an appointment
should be in conformity with that of the letter
asking for the appointment. The following example
is a case in point. :

Dear Miss Chapman,

What a splendid chancel We shall be glad to
visit the club for blind people. | shall go to see
you at 10:30 a.m. this Friday to talk about the

details if that is convenient for you.

: Yours sinc'e—r'ely,‘
(Signature) '
Han Ying




Note; Miss Chapman’s letter asking for the ap-
pointment is not a formal one, so the reply
is also rather friendly.

Dear Sirs,

Thank you for your letter announcnig Mr.
Smith’s forthcoming trip to Beijing. Our Export
‘Manager, Mr. Ding, will be pleased to see him at
11:30 a.m. on 8th July, and would be grateful to
have Mr. Smith confirm the appointment on his
arrival.

Yours faithfully,

Acceptance with Modification

When the suggesied time or place is not con-
venient, the reply might be amended as follows,

Dear Mr. Black,

Thank you for your letter of 6th July.Unfor-
tunately, I will leave on a business trip on 24th
July, and will be away from London by Tuesday,
26th July. However, I’d be delighted to see you
if you could come to London after the 26th.

e 10 o



1 am looking forward to hearing from you.

Yours sincerely,
(Signature).
Li Hua

Dear Miss Chapman,

What a splendid chancel We shall be glad to
visit the club for blind people. Unfortunately, it
is not possible to do so this Friday. 1 will be free
next Friday, however. Will that suit you?

I am looking forward to your reply.

Yours sincerely,
(Signature)
Han Ying

%

Thank you for your letter concerni
Smith’s visit to China. Unfortunately odr Export
Manager, Mr. Ding, is in the U.S.A. at present
and will not be back until 10th July. He would,
however, be pleased to see Mr. Smith if he could
be in Beijing after that date. We look forward to
hearing from you.

Dear Sirs,

Yours faithfully,
(Signature)
Zhang Ming

e 11




Loen. -

Note, The date of the letter received is nol men-
- tioned but the content is repeated, so there
wil: be no misunderstanding. However let-

ters are usually filed either by date or file
number so that this information would help

trace the information more quickly. A

Declining an Appointment -

If the addressee_ doéls“ n(;i wish FLo"._meet‘. the
person who asked for an appointment, he should
write a polite letter of regretl unless he purposely

wants to create a negative effect.

Dear Mr. Richard,

Thank you for your letter dated 30th June.
Unforlunately,we are busy preparing for the visit
of a vice-premier to this country. I yery.‘much
regret that T am wunable to see you in the near

future.
Yours sincerely,

(Signatﬁ!re)
Li Ming

. ‘2.



