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- Preparation before the Negotiations
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Making an Appointment

_________________________________

CERSA >,
W R EE

A: Hello, International Trade Corporation.

B: Hello, may | speak to Mr. David Smith, please?
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M This is ... speaking.

Il Who is that speaking?
R R BRI
I May | speak to ..?

\ RAEH—TF e - /

oo SEhREE TSR

A: Hello, Tengda Company switchboard. May |
help you?
B: Good morning. Can you put me through to

manager Wang?
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Unit ]} Making an Appointment

o RIS

A: Hello, International Trade Corporation.

B: Hello, may | speak to Mr. David Smith, please?

A: Hold on, please. I’ll put you through.

C: Hello, David speaking. Who's calling?

B: Good morning, Mr. Smith. This is Wang Lei.

C: Wang Lei?

B: Yes. We met at Mr. Li’s office two months ago. Do you remember?

C: Yes, | remember now. What can | do for you?

B: Mr. Smith, 1’d like o make some ftrading arrangements with your
corporation. So | am wondering if | could come and meet with you at
10:00 a.m. tomorrow.

C: I’ m aofraid | have an appointment of 10:00 a.m. fomorrow.

B: Then, how about 3:00 in the afternoon?

C: I’m sorry, but | have another appointment at that time.

B: When can | expect to meet you then?

2 |fIRmEUHEE



C: Maybe the day after tomorrow. I’ll give you a call.

B: | look forward to your call.

@ FHRERLIIGEIF

A 85  XEREFRBRBEAT,
B: %% , BB — T KB - £BHI L,
A ERSE  BRBIRERE,
C: % , BRERXE, EOEEM?
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C: &89
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C: BH, RBERT , RENMBEHAQ
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BIEBRX EF 10 REEBHRADSEAE,
C:BMERBPXRLEF 10 RELENT .
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® LTI RKE

I This is ... speaking.

Il Who is that speaking?

fERBBOL?
Il May | speak to ...?

Il Hold on, please.

RS,
B Can you put me through to ...?

WA RG-89

Il i’d like to make an appointment with you to talk about our business

matters.

RBOMEIHBINER,
Il When will you be free?

B AREBER?
Il How about..?

e EARED

Il 10 o’ clock is not very convenient.

10 REPRBRAE,
I Let me check.

ﬂ:ﬁg—_l:o

| ERRETETIM
A: Hello, Tengda Company switchboard. May | help you?

B: Good morning. Can you put me through to Manager Wang?

4 | RNEHRAMRE



A: Who is spedking, please?

- B: Mr. Black from New York.

A: Wait o moment, please. |’ Il put you through.

 C:Thisis Wang Lei speaking.

B: Hello, Mr. Wang.

C: Hello, Mr. Black.

B: | am just wondering if | can make an appointment with you to discuss
our business matters.

C: Sure, when will you be free?

B: What about tomorrow?

C: Let me check. Hum... fine. How about 10:00 a.m.?

' B: Fine. Thank you.

C: OK. See you then.

.“B: See you.

® EERZIEIBIE

ARG XBZ2EANT S, BREIFELB?
B.BLB, RBE—TERE,
A BREEBBL?

- B.RBANNHERLE,

AERE, RIXHBMISRTE,
C.RRIR.

B.AEIS, T4t

C. B3, THRTR ek

B. RABAE MR A AMOH RNV
C.4RTLL, WH ARHBEZR?
B.BAR/EARD
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(it 2 Asking for a Visit

| RS

A: | would like to talk about our business with you.

B: Sure. Let’s get together sometime.

A: May | visit your office tomorrow afternoon?
B: Of course, when will you come?

A: How about 2 o’ clock?

B: It’s fine. | will wait for you.
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A BBHERKBINNER.
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