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Useful Expressions

1. I’'m calling on behalf of A&B Company.
3R ARB ARG ERITHE

2. I want to make an appointment with him.
FAH 5 LA BFR]

3. I will be free / available on Monday.
HEM—A N E.,

4. I’'m afraid I won’t be available on Monday. How about Tues-
day?
BBA—BARE, A ZEAR?

5. Let me check my schedule / calendar.
iR AAREN A BREZH

6. I will contact you as soon as I arrived.
PR R A

7. Keep in touch!
RIFECR! |

8. I'm calling to confirm our appointment at 10:30 am. the day
after tomorrow.
RATHERFA-TRREF T ERFRAR,

9. I’m afraid that I have to cancel my appointment.
TR EARBIHRNA 2,

10. Shall we make it some other time?

A7 EA WSS ?



AP R FEH

Meodel Dialogue 1

Yang Ming #1 & 4 # Mr. Richard i f i @

[ W = Miss Woods (Mr. Richard’s secretary) {& 3 48
(REEAENRP); Y=Mr. Yangp £ |

W: Hello! This is Import' Department? of Shining Star Company.
May I help you?

! X EEEHAARIH O, REFEMAIC?

Y: Hello! This is Yang Ming, Sales Manager’ from A&B Com-
pany. I'd like to speak to Mr. Richard.

P R ASB R RIHERNVEEHH . RABRAERE
%EO

W: I’m sorry, but Mr. Richard is having a meeting now. May |
take a message* for you?

Wit AR AT, ANARKETEE @
LY

Y: I want to make an appointment® with him. Could you handle®
this for me?

REFBTILABFE], SRER R — T2

W: Sure. When is it convenient’ for you to come here?

MR B ARMEITEL AR




P W $i8 #| % 24HR

ol

Y: It will be great to meet him as soon as possible.

B RERR

W: Let me check his schedule®. Well, Mr. Richard will be free
at 10:30 a.m. the day after tomorrow. Is it OK?

A B BRLH, & BEEeEREXEF 104
HEFZE, afpPing?

Y: Good, 1’1l be there then. Thank you very much.
a9, B R 2RI . IR R

W: My pleasure. Goodbye.
AERBR.

Y: Goodbye.
LR

~Words and Expressions

L
<

1. import n. O 58 (BWREED O o A, #HD

2. department n. &, 5,4k, 8}, 5B, R, E5

3. manager n. 2 HH AR

4. message n. {5 8., iR&

5. appointment n. )2 ¥ B F- 17 £ make an appointment
with sh. 53 A 24




&#Jmﬁ-éﬁ ---------------------------------------------------

6. handle ». ## e Ab38
7. convenient adj. 5§

8. schedule n. H#i1X

Model Dialogue 2

Yang Ming 7 & + & Mr. Richard s A ) &,
(Y =Mr. Yang # 5t % ; R = Mr. Richard 2 & 884 )

Y: Good afternoon, Yang Ming speaking.
TR, R,

R: Good afternoon, Mr. Yang. This is Richard speaking.
TR s REBERE,

Y: I’m calling to confirm our appointment at 10:30 am. the day ¢
after tomorrow. I called you this morning, but you were having
a meeting. And Miss Woods arranged' the appointment for us.

FATHE R A _FI:ﬂi_tﬁF 10 gERAR, SKE
FRAGEITH RIS, B, R/NMEIAENLZH T
Tﬁg){](:

R: Thank you. 1’1l be expecting® you at 10:30.
HHATER ., AT 10 G,
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Words and Expressions

L
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<

1. arrange v. &, #E4%, 1HX
2. expect v. HAEH [t

Model Dialogue 3

R:

Y:

R:

Y:

Mr.Richard s ¢ ¥ T e# 6 Mr.Yang E2 H Z
(R=Mr. Richard &5 %%, Y=Mr. Yang % )

Hello, this is Richard speaking. May I speak to Mr. Yang?

i, RRTAE, FHRGEE

Hello, Mr. Richard. This is Yang Ming.

Wi BAESE  REBH.

I’m' afraid that 1 have to cancel' my appointment. 1 was just

informed? by the airlines® that my flight* has been resched-
uled®. I’m really sorry.

B RAEABUARNTIA 2 B 2 5] K KE R,
AP REE T, 48K,

That’s all right.

BXRE

4\



R RFEH

R: Shall we make it some other time? I'll be back on next Mon-
day.

AV BRI ? BT —EDE,

Y: I’ve got another appointment on Monday. How about Tues-
day? I’ll be free at 4:00 p.m. next Tuesday.

RTFE—AHANAS, B B T4 4 A8A
tf ]

R: It’s good for me. Thank you for your understanding.
SR, A AR A TR AR

Y: Not at all. See you then.
AER BIRHMRI

R: See you.
¥: 5/
o
o =_
1. cancel v. BLJH
2. inform v. 3§ Al
3. airline n. fiZ3 /) ]
4. flight n. fHF
5. reschedule B Hit%|, EiT- - BB} [EI&
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