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Making an Appointment

1.1 Warming-up

Business people always make an appointment before they go to see or visit their
clients or potential customers so that they can make their work more efficient. The
following are some useful expressions and patterns to make an appointment.

#FELW

1. I'd like to make an appointment to see you.
AL rf a5 2R

2. Would it be possible for me to talk to you in person about that?
HEEA BRI A APRIRB I 7

3. I'd like to see you at your earliest possible convenience.

WRTERWE, RERBRELRE,

4. Could we meet and discuss the matter in a little more detail?

HATREARERE T, Fifie— X AER4T?

i) 18] X3 7 B B 18]

1. What time would be convenient for you?
AT AR T B8 ?

2. When is it convenient for you?
BAT AR DT ETR?

3. When would it be most convenient for you?
At ARHRITETR?

4. When can we meet to talk?
AT 28] LL IR —R?

BRiR TS A EARTHR
1. Any time you say.

(R)%) M MH BN
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2. Any time between three and five.

3 A3 5 Q2B faTES E)ERAT LA o

3. I'm afraid I'm busy all day tomorrow.

AR — R BRERTEN
4. I'm sorry, but I have an appointment.

i, RENMAL,

#JE FE 5 e 8]
1. Id like to see you tomorrow if you have time.

AREARE], R XL,

2. How about tomorrow at ten?

X 10 JE 4R

3. Are you free next Tuesday at two o’clock?

TEM T FAREESG?

4. Is that time convenient for you?

AR () 27 B g 7

1.2 Situational Dialogues

;:i i<i Dialogue A

> |

TE | Julia White is the Sales Manager of Moista Trading Company, which has the
i " business relationship with Mr. Handy’s Co. , and Julia wants to introduce Miss Seaman,

5l a sales representative of Toya Import and Export Trading Company who wants to build
*_;' \ a business relationship with Mr. Handy to him.
% | Julia White: Hello. Can I speak to Mr. Handy?
Receiver: May I have your name, Please?
Julia White: This is Julia White speaking.




Receiver :

Julia White
Receiver:
Julia White .
Receiver:

Julia White .

Receiver:
Julia White ;

Receiver:
Julia White .
Receiver:
Julia White ;

Receiver:

Julia White ;

Receiver:

Making an Appointment
Hold on, please. .. I'm sorry, but he’s on another line now'. Would you care
to hold??

Well, I need to leave in a minute. Could you take a message, Please®?
Certainly.

It’s a little complicated. . . I'm the Sales Manager of Moista Trading Company.
OK.

I was supposed to meet Mr. Handy for lunch at 12:30 at Ernie Restaurant with a
representative of Toya Import and Export Trading company, Miss Seaman.
Ernie. . . Miss Seaman — OK. ..

But Miss Seaman’s flight arrived late, and I need to pick her up at the
airport now.

Airport — OK. ..

So please tell him that the time is changed to 1 :00.

One o’clock. . .

And I hear that Miss Seaman likes to eat Chinese food recently, so I want to
meet at Beijing restaurant instead of Ernie’s. By the way, please tell him not to
book the table, I have done it already.

Beijing restaurant. . . Chinese food — OK. Miss White, I'll give him the
message*. Anything else’ ?

That's all. Thank you for trouble taken®. Good-bye.

Good-bye!

1. I'm sorry, but he’s on another line now.

XA, fERER — 1 HE,
2. Would you care to hold?

RREFH S — T g2

3. Could you take a message for me, please?
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# 63

B~ OfFEG?

4. I'll give him the message.

Rt Sb.

5. Anything else?
A MG

6. That’s all. Thank you for trouble taken.
X, BRI o

i:¢ Dialogue B

Tim Wolk, the manager of the Export Department in Toya Import and Export

Company, wants to inform Mr. Berns, the Sales Manager of the same company to

attend the meeting discussing the foreign exchange market and our sales strategy this

year.

Tim Wolk .
Receiver:
Tim Wolk;
Receiver;
Tim Wolk ;
Receiver;
Tim Wolk

Receiver.
Tim Wolk ;
Receiver;
Tim Wolk ;
Receiver:
Tim Wolk ;

Receiver:

Hello. This is Tim Wolk of the Export Department. May I speak to Mr. Berns?
I’'m sorry, but he is out of the office right now'.

When will he be back??

He should be back at any moment.

I wonder if you could give Mr. Berns a message for me>?

Yes, certainly. Just a minute. I'll get a pen®. (Pause) Okay, please carry on.
There will be a very urgent meeting at three o’clock and I would like Mr. Berns
to attend it.

Okay, an urgent meeting. . . three o’clock. . . May I ask what it’s regarding?
Yes. It's regarding the foreign exchange market and our sales strategy this year.
Shall I tell Mr. Berns to prepare any material?

Yes, thank you.

I'll let him know, Mr. Wolk®.

Thank you very much. Bye.

Bye.



Notes

1.

I’m sorry, but he is out of the office right now.
REH, MAERESLZEE,

When will he be back?

ftbH 2 B4 [E1 % 2

I wonder if you could give Mr. Berns a message for me?

RRERN BB AR e A D57

Just a minute. I’'ll get a pen.

HE—T, REXE.
I'll 1et him know, Mr. Wolk.

K&, KRFERAE,

1.3 Reading Materials

HOW TO MAKE AN APPOINTMENT

The most important thing to remember when making appointments is that you are selling

the appointment, not your product or services.

Therefore, you do not want to be talking too much. You can expand on what you have

to offer when you get to the appointment.

1. What you need is your opening statement! ( something you know about them or a

referral) .

| Making an Appointment
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2. Your “interest-grabbing”? sentence, something that offers the customer a major
benefit to them.

3. Request the appointment ensuring you to give a choice of times so the prospect
cannot say “yes” or “no”, e. g. “I'd love to get together with you so we can establish how
to work for you. When would be a good time for you next week, Monday or Tuesday?”

Sometimes, you do have to qualify the person to find out whether your product or
service would even be of use to the prospect. You would ask no more than three questions
after the “interest-grabbing” sentence, repeat back what they said to indicate that you were
listening and then go for the “close” .

There are times when people, who already have a current supplier of your type of
product or service, will accept an appointment if you say “Mr Jones, I would like to drop by
for six or seven minutes so you know who I am and what we can do for you. I realize that
you might not need our services right now but, at least, you will be well informed to make
decisions in the future. When would be a good day next week for you, Monday or Tuesday?”
People generally do not like having their time consumed so, six or seven minutes is not
threatening and you are taking away the fear of being sold as you have acknowledged the fact

that they may not need you right now.




er one “ Making an Appointment

expand [ iks'paend ] V. ffeesene Rk, #iE, ik

offer [ 'afa] n. B4, F/BL ov. R4k, HHG
referral [ ri'farral ] n ®#%, 2%, %, 48, #HKE
benefit [ 'benifit ] n fl# v. ¥£35

qualify [ 'kwolifai ] v. BT, AT

customer [ '’kastoma ] n. %

ensure [in'fus] v. BRE, ik, 2K

prospect [ 'prospekt | n €, %2, B2 v. £, F&
consume [ kon'sjurm ] v. HH, HEk, %E

acknowledge [ ok'nolidz ] v. RN, L, S0, A

1. opening statement FF3 5
SWHEZRZAE, TEELENTEHH, MFESHPHAGANTFR, JLETURE
X—RE S EZRRY, |-EZ, FROFHE, REEFESHRIIN—E,
2. interest-grabbing 5| A ARER, BEAEISERK
grab v. #3F, M, FHW
3% : be on the grab fAHlH—1

Sometimes as a member of the company, we have to be away on business. In order to
make our work more efficiently, we need to make an appointment about the related matters,
then the telephone plays an important role. While the one who knows better about the role of

telephone, not only can make things complete, but also can use it to solve many problems

(R)®) o0 bl B
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which cannot be solved easily face to face! Now let’s learn how to use telephone to make an

appointment and to solve problems.

Office Assistant:
Peter

Office Assistant;
Office Assistant .
Susan;

Peter ;

Susan;

Peter

Susan ;

Peter .

Susan:

Peter:

Susan :

Peter :

Susan ;

Pcter;

Susan:
Peter ;

Good morhing. Odyssey Promotions. May I help you?

Hello, this is Peter Baker from Communicon. Could I speak to Susan Li,
please?

Just a moment, please.

I have Peter Baker on the line for you.

Thank you. Hi, Peter. Nice to hear from you. How’s the English weather' ?
It’s pretty good for the time of year. What’s it like in New York?

Not good, I'm afraid.

That’s a pity because I'm planning to come across next week.

Really? Well, you’ll come by to see us while you’re here, I hope.

That’s what I'm phoning about. I've got a meeting with a customer in
Boston on Tuesday of next week. I was hoping we could arrange to meet
up either before or after.

Great. That would give us a chance to show you the convention centre, and
we could also drop in at Caesar’s Restaurant where Gregg has arranged your
reception.

That’s what I was thinking.

So you said you have to be in Boston on Tuesday? That's the 8th?

That’s right. Now, I could stop over in New York either on the way or —
that would be the Monday. Would that be possible??

Ah, I'm afraid I won’t be in the office on Monday, and I think Jim has
meetings all day.

Uh-huh, well, the other possibility would be to arrange it after Boston on
my way home.

When do you plan on leaving Boston?

Could be either Tuesday afternoon or Wednesday morning, but I would like
to catch a flight back to London on Wednesday evening.




