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g o Making an Appointment by Telephone
Unlt 1 g 124 y P

o7 -Honesty is the best policy.
I -Four eyes see more than two.

Step Up to the Plate

1. I want to have a talk with you about the cooperation. What time would be convenient for you?
2. I wonder if I could make an appointment with you at 3:00 tomorrow afternoon.

3. There is something 1’d like to talk over with you. I wonder if you’re free this afternoon.

4. I can come any day except Monday.

5. Would you please give me the exact time?

EITIEXTIIM Could you let me have about half an hour after three in the afternoon?

A :Hello, this is Qin Qiang.

B:Good morning, Mr. Qin, this is John Karl from DK Corporation.

A :Good morning. What can I do for you?

B:As you may know, we are introducing a new range of high performance typewriter. I wonder if you
would be interested in them.

A:Yes, we would be rather interested in typewriters.

B:Good, can I make an appointment with you in your good time this Tuesday?

A :Ah, Tuesday is a bit difficult; I'm very busy all day. How about Wednesday?

B:Wednesday would be fine. Could you let me have about half an hour after three in the afternoon?

A:Yes, I think that is possible. Will four o’clock be OK?

B :Great, I'll look forward to seeing you on Wednesday afternoon. Goodbye.

ESTOCITRETECHID 1 can hande that for you. :
j Eileen E|fii% \

A :Future Company. May I help you?

B.I'd like to speak to Mr. Fu. in one’s good time 7
A :May I ask who is calling? RABL®E26
B:This is James White. I'm the sales manager of Century Company. ZIBHRBR “EEA

ESBRNNE". B I
speak fo him about it on my
own good time. REEHE
N RERSFOIHS, =*

A :I'm sorry, but Mr. Fu is out of the office now.
B:What a shame!

A :Is there anything I can do for you?

B:.I want to make an appointment with Mr. Fu. EBTSHEMEENKS in
A:I can handle that for you. When would you like to come? good fime ®F R, B
B:Any time this week would be suitable for me. 2", in one’s own fime &%
A :Will 9:00 tomorrow morning be OK? “FEZREIE”; in one’s time
B:Yes, I'll be free then. RN ERAERN, BEA
A :Good, he will be in the office waiting for you then. —EPHE A", J

B:Thank you. Goodbye.
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. - Arranging an Appointment
Unit 2 Ao

Q/< -First think and then speak.
U)JL\. -It is no use crying over spilt milk.

Step Up to the Plate

1. Our manager would like to set up an appointment with you.
2. May I schedule an appointment?

3. We would like to meet you on May 17th.

4. He'll be expecting you.

KITETEYTHIR. Could you arrange it?

A:We’ve got something urgent to discuss with your general manager. Could you arrange it?

B:Would tomorrow suit you? Hell be in his office the whole day tomorrow, so you can come any time.
A :Sorry, but I won’t have any opening tomorrow. Can we make it some other time?

B:When will it be convenient for you?

A :Could I possibly make it in the afternoon? Say, four o’clock?

B:Let me check his calendar. Oh, yes. He'll be expecting you then at four this afternoon in his office.
A :Thank you very much.

B:You are welcome. See you then.

SLLLA LR ELIIATEN,  Perhaps we could arrange a meeting for tomorrow sometime.

A:I'm calling to see if we can arrange a meeting. There is

Eileen Z /i3 \

on one’s plate ROELIR
on one’s plate NFXERBEEE

something on my plate I'd like to discuss with you.

ol

B :When shall we get together?
A:Well, I was hoping that perhaps we could arrange a

meeting for tomorrow sometime. ANEFE, ATTTF L OEBSR
B:I'm usually busy in the morning. So you might come FTUEXER | MELEHNERE=R
over tomorrow afternoon. NESHEANAEBEFTENRE, AZTE
A :When is convenient for you? ABEART , BERETER—E 2/, R
B:Between four and five if that suits you. IR, B :I can’t help you at the

moment. |’ve far foo much on my plate
already. RINETEFENE, BRESH
BELXDT,

A :Fine, I'm looking forward to seeing you.

B :Me too.

- 004 -
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. Changing an Appointment
Unit @)—— 277

Qf -Great wits have short memories.
UbL\ -Heaven never helps the man who will not act.

Step Up to the Plate

1. 'm sorry our appointment would have to be changed.
2. We'll have to make it some other time. Is that all right?
3. I'm afraid we’ll have to make our appointment a little bit later.

4. Could we meet tomorrow instead of Friday?

m I won’t be able to make it tomorrow afternoon.

A :Hello, Miss Green. It’s Chen Liang.

B:Hello, Mr. Chen.

A :I’m calling about tomorrow’s appointment.

B:What’s the matter?

A :Something urgent has happened and I have to go to Tokyo tonight. So I won’t be able to make it
tomorrow afternoon.

B:That’s all right. Would you like to decide on another time?

A:Yes, I'll be back this Sunday. How about next Monday at the same time?

B:When in double, do nothing. Let reschedule the time when you come back.

A :That’s OK. I will ring you when I am back.

SLLL R LR LECHAEES, 1’ ve got a very tight schedule on Thursday.

A :Mr. Du, Mr. Karl phoned, while you were out, about your

meeting with him on Thursday.

Eileen Zif%
B:Well, what’s the matter? o J “]1/?\

A:Itisn’t at 10:00 a.m. anymore. He wants to change the time. When in double, do nothing.
He said he was extremely sorry but something urgent AL IBENS,

Whenindouble, do nothing. 2+
BRIBEBNE, ZRAZERANRAE
when in doubt, abstain. {8 2 abstain
ERESGEPESERIE, UG

came up.
B:I’ve got a very tight schedule on Thursday. It will be
very difficult to rearrange things. What time did he suggest?

A:2:00 p.m. SEFLEA CE3 A do nothing BT .

B:I’1l just be free at two. S35k When in double, do nothing.

A1 told him that. I said you would be free at that time, and ADEEHMNIPRZA, 2. When in

you’d be able to meet him. doubt, leave it out. H B EQERDBY, H

B:0K. No problem. FRE . When in doubt, duck R&E , &
Fiaki, )
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., - Canceling an Appointment
Unit 4 i

o -He who makes no mistakes makes nothing.

"ﬁl\ -Hope for the best, but prepare for the worst.

Step Up to the Plate

1. Unfortunately, I'm going to have to cancel my appointment.

2. I'm not going to be able to make it.

3. 1 hate to do this, but I have to break our date.

4. 1 have something urgent tomorrow, so the appointment will have to be canceled.

5. I'm sorry, but something has come up.

m Let’s just cancel the appointment for tomorrow.

A :Hello, may I speak to Mr. Fu, please?

B:This is Fu Qiang speaking.

A:Hello, Mr. Fu, this is Mike Miller. I’'m sorry I can’t see you tomorrow afternoon. Unforeseen
circumstances compel me to leave for Denmark tomorrow morning, and 1’1l be gone for a few days.
:Do you want to postpone the meeting to sometime later?

:It’s hard to tell. I’'m not quite sure when I’ll be back. That’s where the shoe pinches.

:Then, let’s just cancel the appointment for tomorrow.

:OK, I’m sorry to bring you any trouble.

It doesn’t matter.

:I'll call you as soon as I’m back from Denmark.

:All right. And I wish you a pleasant flight.

:Thank you. Coodbye

SUCUAL T EL RS Would you mind canceling it now?

A :Hello, this is Century Company.

>w>w>w>w

B:Hello, may I speak to Miss Liu. please?
A :This is she, speaking.

B:Excuse me for calling at such an hour, but I wonder if tomorrow’s
_ ) J Eileen ‘Z'Iml,\
appointment with your general manager could be put off.
A:That’s too bad. Our general manager’s schedule has always been where the shoe pinches
very tight and we have arranged everything. Don’t you think it is ESH T, BEE
too late to change now? HEEIORERIIE
B:I am terribly sorry for it, but I do have something top urgent to where the shoe pinches 3 #
handle first. S5S—TSEFNBEBEBTHA

:Well, can you change it to any definite time now? R A HBESM, MEH
:I’m afraid not. FTEBHR AREFELHEHS
NEEF, Bl don’t know
where the shoe pinches. -+
HMEORANESTE, )

A
B
A :Would you mind canceling it now?
B

:0OK, and my apologies for all the inconvenience.

A:That’s all right.

- 008 -
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