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\‘E‘i Useful EXPI'CSSions

T

I'm calling on behalf of A&B Company.
RINK A&B A RAEITHIE,

. I want to make an appointment with him.

WA MLt i

. I will be free/available on Monday.

KEY—HmHHE,

- 'm afraid I won't be available on Monday. How about Tuesday?

AABR— WA ], i e 4k

. Let me check my schedule/ calendar.

LRI AR ARLHE,

- I will contact you as soon as I arrived.

EK—BAM R R R 45,
Keep in touch!

REFB R |
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8. P'm calling to confirm our appointment at 10:30 am. the day after tomorrow.
TG AFIA— FER EF T RCER AR,
9. I'm aftraid that I have to cancel my appointment.
THARABABUHRITNA 2,
10. Shall we make it some other time?
AT AT 7
11. I'd like to make an appointment with Mr. Hammer.
FALEA Hammer 564E201~ WL IA ]
12. Would it be possible to see Mr.Hammer tomorrow?
B K BEAHERR Hammer 5G4 WLANTH 7
13. What time is convenient for him?
ot A mH A 2= Y87
14. Could you spare me about half an hour?
REAREZA TR~/ N A S (] 7
15. 1 was wondering if we could arrange a meeting to discuss the new
product.
BAR, BA TR AZHE— TR THERT ™ s o
16. Who shall I say is calling, please?
AT HIR?
17. I'm sorry, Mr. Smith is in conference now.
SRR, BB e IEFE &
18. W(;uld you like to speak to someone else in the office?
BRI Z A A BT 7
19. I'd like to make an appointment to see Mr. Smith next week while I'm
in Beijing.

FoAR T A 2o e A s 2 e I LT
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20. I'll check Mr. Smith’s diary and see if I can arrange an appointment for
youl,
HAE—THER, BRESAELH—RILE,
21. Would you like me to confirm the appointment?
IR BIA— T A B g
22. Would you like to leave a message?
EBEEEAORF
23. We'll be expecting you then.
FN PR IRIR N E o
24. The purpose of my calling is to explore the possibilities of developing

trade with in leather shoes with you manager.

FATHUH 1 H IR AR RVRN 2 BRI TR BBl 55 00 AT R
A

-

( _}Situational Conversation BeaiE

(1)Making an Appointment £ 1% HE
N ]

Medel Dialogue j

[ U N

Yang Ming fTHL7E44 Mr. Richard FZyAt ] ,
[ W=Miss Woods (Mr. Richard’s secretary ){H 25/]MH (3 25 755 4 %
5); Y=Mr. Yang %54 ]
W:Hello! This is Import' Department® of Shining Star Company. May I help
you?
! X ERBERRAF SO, REFEH AT
Y:Hello! This is Yang Ming, Sales Manager® from A&B Company. I'd like

5
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to speak to Mr. Richard.
I RE A&B ARSI EIRNSIEG Y], REREERTL,
W:I'm sorry,but Mr. Richard is having a meeting now. May I take a
message’ for you?
R, A A B & . A H ATRIREER A7
Y :1 want to make an appointment® with him. Could you handle® this for me?
RABFIML A TR, AR AR — T 57
W :Sure. When is it convenient’ for you to come here?
Wk, AP ARME R
Y :It will be great to meet him as soon as possible.
W:Let me check his schedule®. Well,Mr. Richard will be free at 10:30 a.

m. the day after tomorrow. Is it OK?
bR A A A H R HE, W EAEAER R A 10 R¥EF . T
7
Y :Good, I'll be there then. Thank you very much.
H, B RS EIM, EH .
W:My pleasure. Goodbye.
AEA BN,
Y : Goodbye.
SRS

% Words and Expressionsg

1. import n. FEORCHEHER),#HO; o. WA, HEDO
2. department n. &8, 7, &k, B, 31T, &, #=H
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3. manager n. 38, FHEA K

4. message n. 1HE., &

5. appointment n. 2943, % 1 Fi84] make an appointment with sb. 5% A
ey

6. handle v. fR, AL HE

7. convenient adj. }{E ]

8. schedule n. HAE114I

(2 )Confirming the Appointment FHiAA &
~>Model Dialogue j

Yang Ming fTHL35%5 Mr. Richard #iA 22,

(Y=Mr. Yang %54 ;R=Mr. Richard B #4504 )
Y :Good afternoon, Yang Ming speaking.

L, KRB

R:Good afternoon,Mr. Yang. This is Richard speaking.
A AR R A TE,

Y:I'm calling to confirm our appointment at 10:30 am. the day after
tomorrow. I called you this morning,but you were having a meeting.
And Miss Woods arranged' the appointment for us.
&HEE%‘EET»%})\ATF%J:? 10 FREAS AR EFRAEITHE S
W, BT = (WZB/MEARMNZHET Hid.

R-Thank you. I'll be expecting” you at 10:30.

AT, FRATT 10 AAE L,
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% Words and Expressm

é,,,,_,,,_

1. arrange v. &ZHE, 45, 1R
2. expect v. Wi

(3)Canceling an Appointment BUE 244
- ~
Model Dialogue j

A:Good morning. May I speak to Mr. Brown?
B4 A3 B e e e

B:This is Brown speaking. Who’s calling, please?
Holt, TH R ERWRAL?

A:This is Wang Hua sent from Hero Pen Factory.
HORHERMINET TRk, REF4HE,

B:0Oh,Miss Wang, what’s happened?
WL, F/NH, A A A

A:lt’s about the appointment with our manager. I'm extremely sorry he

can’t see you at two o 'clock this afternoon. You see,something

unexpected has come up'. He has to attend a very urgent’ meeting. I

hope you can understand®.

RXTHRNAEIER L4, BAH, DK T 53 SR EE
WRAMYHHERAET . ARBAESIM—1Easil

B:So you want to cancel the appointment. That’s too bad.

TRAEBUR A . KMERET
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A:Tomorrow T'll contact* you.
B RB SRR,

B: Well, see you.
SR, L

A:See you tomorrow!
i N

g Words and Expressionsg

1. come up 3R

2. urgent odj. B2H

3. understand v. PEf#

4. contact v./n. Bk F , 4% Fl T make contact with,be contact with FJ%H 15

Gk b, RRBUSE A

(4 )Changing an Appointment TE A<

g Model\];alogu; Z

Mr. Richard WEESA S, FTHIES Mr. Yang ZBHEAE,
(R=Mr. Richard &S ; Y=Mr. Yang #554)
R:Hello,this is Richard speaking, May I speak to Mr. Yang?
By RBRHERE, FHHRE L,
Y :Hello,Mr. Richard. This is Yang Ming.
B AN REH

R:I'm afraid that I have to cancel' my appointment. I was just informed® by

9
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the airlines® that my flight* has been rescheduled®. 'm really sorry.
RABRAEABUEEATI L2 A2 24 RIRIHGE 53 , AN ot
BT, ok,
Y : That’s all right.
BRFRo
R:Shall we make it some other time? I'll be back on next Monday.
M HEANN T2 TRk,
Y:I've got another appointment on Monday. How about Tuesday? Tl be
free at 4:00 p.m. next Tuesday.
HTH—AHEMA%, Aig HZFT 4 SRARE,
R:It’s good for me. Thank you for your understanding.
FFE, BHA AR PR
Y: Not at all. See you then.
AES. BIRMER,
R:See you.
.,

g Words and Expressionsg

1. cancel v. BUH

2. inform v. FH

3. airline n. AiZ /A H

4. flight n. AHF

5. reschedule v. EHTitR], HiIT - BFIRT ] %

10
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(5 )Postponing an Appointment #EiR41<&

gModel\l;;alogu; 5

(Z:Mr. Zhang FE 54 ;S Mr. Smith #7564 )

Z:Hello. Managing Director’s Office. Anything I can do for you?
54 BEBINE., HHHAFEG?

S:Well,I'm Smith form the US-China Trade National Council Delegation.
You know,Mr. Song and I are going to have a talk this afternoon. Now
I must tell him I won’t be able to come over for the appointment with

him. I'm so sorry for it.
KEXTRAHSEBESARAMNLEL . REENERSKFFES
SR ATRBARERAT , EEF . RABHHE,

Z:What'’s the matter? Nothing wrong, hope.
B4T? Bt aFE,

S:You see,something unexpected has come up. I'm planning to postpone’
my talk with him till Thursday. I wonder if it will be convenient for
him.

R A /NS, BATHIR SR LR B 200, R
I BRI E

Z:Hold on?,please. I'll have to check’ his schedule.
WS, BokER— T HBEHE,

S: All right.
L3108

Z:Yes,he'll be free then. Thursday would be OK with him.
L BHIfA S, RIEE,
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