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Lesson One Making an Appointment 2HF4S

£ New Words 417

urgent [ 'a:dzont] adj. BEH
convenient [ kan'vi:njont] adj. FHF{EH]
calendar [ 'keelindo] n. HFEFE

look forward to H}ER

* Dialogues %$iE

Arranging a Meeting (I) ZH&mH (1)
(A=Client Z " B =Secretary #¥)
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A: We've got something urgent to discuss with your boss.

A

Could you arrange it?

¢ Would tomorrow suit you? He'll be in his office the whole

day tomorrow, so you can come any time.
Sorry, but I won’t have any opening tomorrow. Can we
make it some other time?

When will it be convenient for you?

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

B:

Let me check his calendar. Oh, yes. He'll be expecting
you then at 2:00 this afternoon in his office.
Thank you very much.

You are welcome. See you then.

Rl 34
EA: RMNALASERKNOEREE, REXHE—

e

B HXAUW? X —-RMBEDSAZE, RA48

fBRAR AT LA o

B R, RERES. BRAITESRDHIE R EIG?
BE: RftamEa=?

BR: IRWACARALAFE T4 WA, L5, PIs?
B IERE-THRARR, W, WL, SXTFMN

RSN AZEFR

BR: AEERE
B AES. BIRRENL,

Dialogue B

Arranging a Meeting (II) ZHLH (2)
(A =Secretary #}4 B =Client )

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

several matters I'd like to discuss with you.

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

ing for tomorrow sometime.

I'm usually busy in the morning. So you might come over
tomorrow afternoon.

When is convenient for you?

Between four and five, if that suits you.

Fine. I'm looking forward to seeing you.

Me, too.

B RITRERERBERERINETLH—T 2w, ®F

JLEFFEFEEBARITIE—T .

ER: RATABHERE R ?

WP g, REBRNISGFEERHEAE B K4 BHE WL
ERP: FFABREEMBIC, BT AR TFFidk,
WP HamtEyE?

ERA: BERFENE, ROTLUE4 S35 SZEBE,
WP G, FREEE LBER,

R th—,

Dialogue C

He’s Out of the Office at This Moment {8BEREHDNE

rE2eReRegy

(A =Miss Wang E/ptH B =Cathy ¥l15)
Hello, this is Miss Wang. I called earlier.
Oh, Miss Wang, I remember. How are you?
I'm fine... but is Mr. Smith there?
He’s out of the office at this moment.
When do you think he’ll be back?
Sorry. I don’t know.
Well, did you give him my message?
Yes, and I'll have him call you as soon as he returns.

Great. Thanks. Sorry to trouble you again, Miss...
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B: Cathy. May I have your phone number again, please? Just
to check, you know.

A: Yes. It's 010-86581150. So please have him return my
call, at 010-86581150, Cathy.

B: I must.

A: Thanks, Cathy.

B: You're welcome.
o X

FNE: B4, BT, MEGITEEE,

g A W REE/ME, RIZH. EEFG?

F/NE: RIBEF------ HE T AEFED?

Bl A REREIME,

TN R 4B 2 ok 7

gl @ AR, RAKEE.

F/NGE: W, AREIEIAIER G A T g7

gl A BA. Fh—FE, RetibfhAEREEE,

F/E: REF, WSS, HEKE-KITHRE, B

gl 7 R, BEESFR—-TENHEFE? AEE
PiA—T,

F/NHE: & B, & 010—86581150, AP 4 i ft 3T 010—
86581150, &7,

g A R—FELN.

TR HHEES, PLF,

Bl @ AHES.

= Useful Expressions and Sentence Structures

EAACSaR

= Useful Expressions ¥ B 4@ iC #. %
agenda WHEHE




Unit One Business Receptions % &%

appointment
schedule

personal interview

Yz, H5%E
HEZHE
2R

available AZEH, HHE
be booked/ engaged/occupied BEM

cordially A P
call on FEih

confirm an appointment WEAES

fix a meeting LHES L

have an appointment with sb. 53 A4
keep an appointment SFYy, B
make an appointment MESES

squeeze in some time S (A

= Useful Sentence Structures ¥ A & %

® D’'m afraid you have to make an appointment to see him.
AEL LAt b VR 6 R S L

® We've got to inform them of the decision as soon as possible.
A1/ AT P il AT o

®  You can rest assured that everything will be ready.
WO T A ZHT T .

e  What do you think of this arrangement?

T XA EHA /LT

e I'm calling to remind you of the date at 8:00.
LATHRIG BB IR L 8 REAZ,

® [ just call to confirm our appointment at 10:30 a. m.
A B IE AR IA— TR L 10:30 ;A&

e Mr. Wang is here for his 3:15 appointment.
TSR 3:15 A2,
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The earliest possible time would be next Monday.

R AATRERIR R 2T B —.

Any time is fine.

Bl ISR AT A o

He shall be delighted to see you in your office this afternoon if
this is convenient for you.

WMARITERE, WREESKTFERDAZSHRILE.
Would it be possible for me to meet your general manager
sometime tomorrow morning?

B K B FIURNTT G B2 3 W — 4 g7

I wonder if he could see me early tomorrow morning.
AREMHR—RET LK,

2

& TpsHEENET

v, hRFFALEA-TEH, ALKRENS
REGHEAARTAE, HEd7FHELE,
hERGHEARLAFEAIGLE B B, A FiE,
LEALEREY, REEE—KBH, HEPRE, R
HALLT, AR £4, —XTEZRTRH LN LEF
B, JRMAERBATY,

RER—LGAKRF, EMYGEHT, RO HRR

AL aBE—HeEhm Xy TFTHAHALE, REL2
BEXHFREAGTRYGE, CRTHE, XRT—AF
BTERAEFHTH, H—FRATH B HARZNHET
#H, E—kea@mEs A —-EZAKEMOFH, —B T
R, Z1EEA,
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Lesson Two Changing an Appointment ZEE£)&

£~ New Words iiaj?
program [ 'prougrem] n. H#E
appointment [ 9'pointmont] n. 44
director [ di'rekta] n. EHEK
put off #EiR ,HEZE
apology [ a'poladzi] n. H#IFK,EH#K
objection [ ab'dzekfon] n. RXTE I
settle [ 'setl] ». A&
schedule [ 'skedzul] n. H#
exactly [ig'zektli] adv. HERHE
cancel [ 'keensl] o, HUIH
contract [ 'kontrekt] n. &A]
in detail EL{AHh

© Dialogues ¥iF

Dialogue A

Putting off an Appointment ##iR %) &
(A =Secretary #4 B=Mr. Gary n#ls4£)

A: Good morning, Mr. Gary, I'm afraid there’s been a change
in today’s program. I just got word that your appointment
with our director will have to be put off.

B: Oh, no problem.

A: Mr. Robert is sending his apologies and has asked whether
it is convenient to change your date.

B: I certainly have no objection. T'll do it another time.

A: Will this afternoon suit you?
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B:
A:
B:
A:

Yes, this afternoon will be just as good.

Then shall we make it two o’clock this afternoon?
Good. Two o’clock this afternoon.

Ok, that’s settled.

T X
B BEg, mfkE, BRSRNBABELAS— T,

KAEREN, SREFRNOASAEAEE—T.

mE . g, B,
M PAFEERSER, ER—-THRZEBHALERES

JifE?

mF: WYREA —RILEL. BLAEEE,
B SXTFEED?

m#E: 2E, SRTFRATLL

R IRARNTBMEES KT FHAME,

mF: . SRTFFHRR.

M, BIXAET

Dialogue B

g =

FrEEEE

A:

Rescheduling an Appointment E# % &
(A=Client Z/ B =Secretary #3¥)

: I have an appointment with Mr. Green at 2:30.

Mr. Green was suddenly called away. He should return
soon, though.

How long will he be out?

He should be back in two hours, at the latest.

Two hours! I couldn’t possibly wait that long.

Would you care to schedule another appointment?

Yes, let’s do that.

Let me check Mr. Green’s schedule. He is rather busy
these days. How about tomorrow?

All right. What time exactly?
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I suppose you could come at 10:00 a. m.
Good, that’s settled then.

Yes.

Thank you very much. See you.

TrEE

Bye-bye.
T EX

ER: REBMAKEA 2:30 F 144,

A AR AERGMET . AL, AR
2B,

ER: WEHEZA?

P BB 2N/ Z AR IR EEK,

ER: 2400 RATBBRESRAA

B CEALSESINEABTER?

TR g,

¥ RE-THHEANERR, XEX KT, B
KA] ARG 2

ER: e, Bkt At

. RAELEATLL S 10:00 3k,

ER: K, IBERHELT

. R,

ER: dEERG! J

. HFIL

Canceling an Appointment BliE#4 &
(A =Secretary #3$ B=Client ZF)
I'm sorry to tell you that I have to cancel our appointment.
What happened?
I must meet someone at the station tomorrow afternoon.

I’ m sorry to hear that. May we meet the day after tomorrow?

>EEwE

Let me see. Oh, I have another appointment that morning.

9



