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Sample Appointments
I-1 ®WHRHEHNESE

(R = Receiver; C = Caller)

: Good morning. Pacific Trading Company.
: Good morning. May 1 have extension 512, please?

: Just a moment, please. . . .Hello, you’ re through now.Go a-

head.

: Hello. May I speak to Mr. Vaudin, please?

:+ I’m sorry. Mr. Vaudin is out on a business trip. This is Mr.

Vaudin’s secretary. May | ask who is calling, please?

: Velma Dole of Modern Office Equipment. I’ m calling on be-

half of Mr. Belloc, our General Manager.

: I see. What can I do for you?
+ Well, Mz. Belloc would like to meet Mr. Vaudin some time

this week.

: May I ask what he wishes to see Mr. Vaudin about?

: Mr.Belloc wishes to discuss some important terms about the

sales contract No. 98-2588.
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: I see. Then do you have any particular time in mind?
: Would 10 o’ clock tomorrow morning be OK?

: I’ m afraid he’ Il be completely snowed under tomorrow

morning. What about 3 o’ clock tomorrow afternoon?

: One moment, please. I’ll check the appointment book. Yes,

3 o’ clock tomorrow morning will be convenient for Mr. Bel-

loc.

: Where does Mr. Belloc wish to see Mr. Vaudin, please?

: What about Mr. Belloc’s office?
: All right. 3 o’ clock tomorrow morning at Mr. Belloc’ s of-

fice.

: Then Mr. Belloc will be expecting Mr. Vaudin at that time.

Thank you. Goodbye.

:+ Goodbye.
[—2 F#kihE . HERL0E
(R = Receiver; C = Caller)
: 7128,
: Mr. Fox’ s secretary here. Could I speak to Mr. Curtis,
please.
: Speaking.
: Hello, Mr. Curtis. I’ m afraid Mr. Fox won’t be able to keep
his appointment with you.
: That was to be Thursday, wasn’t it?



