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Chapter One Main Functions&Duties

1. Appointments
4 =

(1) 42 F2E M ( Guidelines to Appointments)
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(2) 4) %= % fil (Sample Appointments)

SEAICEEN | &

P4 — SR [R]E 0T e B e HE 2 2 5], N
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1) 4% it 252 ( Making an Appointment)

i F/A] %1 ( Useful Expressions)

(DMr Brown would like to have an appointment with Mr Roma—
na.
(A ISEAEAR 5 2 T Je S T2 UL T o)

(@May I ask what the appointment is for?
(TR 22 H 2 tt4?)

(3When would it be a convenient time for him?
(fHamH gl &1 ?)

(@What about setting up a meeting at 8:30 next Friday?
( PR BN SEEARE?)

(BLets fix it.
(WLIXAFE T <)

5L 45— ( Dialogue 1) Eo
J: Good morning! General Foodstuff. —

(R REF ORI A ) H
St This is Mr Brown§ secretary at TAKS. e

Mr Brown would like to have an appointment with Mr Ro— F}}

mana. //A\
(e TAK 28 Fl A7 G R 5 A B A AL 0 §
oAk ) I

J: I see. When would it be a convenient time for him?
( 4F 0, A 2B A A G ?)

S: Well, what about Tuesday afternoon?
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Chapter One Main Functions&Duties

T R TR AREY)
J: I'm afraid Mr Romana has appointments for the whole of
Tuesday. Would Monday be convenient?
(R 2 Dok B R . BI—17
n?)
S: I wonder if Mr Romana is off on Monday morning.
(ANHGEX D Je S b R — PR R A R?)
J: Yes,would any particular time suit him?
(Ao WA Gk ?)
S: Anytime on Monday morning.
( B — BRI (RlAR AT o)
J: Shall we say nine otlock then?
(JLREARE?)
S: Fine,thank you. 1] tell Mr Brown about this and give you a

call to confirm.

(4f ke OB i R AT IS5 A, 48 IR IT A i 35 IE
%)
J: We look forward to meeting Mr Brown then. Good bye!

(MBI E 2 WATHISeE . L)

52451 —( Dialogue 2)

J: This is Miss Jones,Mr White§ secretary. Can I help you?
( TR MRS ARRAS BT/ NI T TR A A2 987)

St Good morning. Miss Jones. This is Jane Smith at TAKs.
Weve heard a number of good things about your public re—

lations firm. Mr Brown, our President, would like to set



