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IR Q74 Arranging Appointments

Part | Leading-in Questions

Part |l Drills & Expressions

Part Il Typical Dialogues

Roles Simulation
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Part | Leading-in Questions

What issues should be involved in arranging appointments?

Arranging appointments usually involves making, confirming, delaying, changing
or even canceling an appointment by writing or telephone. In this book, of course,
what we are going to discuss is how to arrange appointments orally, i.e. mainly by

phone.
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Part | Leading-in Questions

Can you name some of the telephone etiquette?

(4) Thedbltouihg and shistiacfythaleayssperikleghdpaertighetse your words naturally.

(1) Ansveensa b @ ratterttyn bmthéwsdngnbeocdhirersition.

(3) Ieeet d¢he dah&roant edentifywioile seifthoagdtyone. company/department/unit. Ask

(6) Thankrtiay tdiedp forwcdlrg'Who's calling, please?”

(3) Assume your “telephone ”voice, control your volume and speed, smile as you pick
up the phone. — The other person can’t see you, so their impression of you
depends on the way you sound. That’s why you should always put a smile in your
telephone voice and project a tone that is enthusiastic, natural, attentive and

respectful.

JE I T k2 ik At ® e e ©®




Drills & Expressions

A: | have just got a fax from my head office about the agency agreement. | would like to talk with you
about that. Would it be possible for us to meet sometime tomorrow morning?

I’m afraid | won’t be available tomorrow morning. How about 2 o’clock tomorrow afternoon?
Well, let me see... Oh yes, | think | can manage to. Can | visit your office then?

Yes, please come by. I'll be expecting you then at 2:00 tomorrow afternoon in my office.

> ® 2 @

All right. See you then. Good-bye.
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=lad | Drills & Expressions
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Drills & Expressions

A: I’'m calling to see if you could arrange for me a meeting with your delegation leaders. You see, it’s our
sincere desire to establish business relations with these corporations.

B: Certainly. | think it’s also their hope to start business with you.

A: That sounds encouraging. When do you think you could arrange the meeting?

B: Don’t worry. | shall certainly do it to your satisfaction.

A: | appreciate it.

B: [I'll first let them know of your intention. And then I'll make arrangements for you to get together with

each of them separately.

A: That would be terrific.
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=lad | Drills & Expressions

Notes:

“I’m calling to do sth.” 1 “ I'm calling about sth.” XA MNRIBFERRKSILITEIERERY,
e RANEIERE, aXEANBAEEERERMEIEES. “I'm calling about...” X—AIHIE

BR “BRITEEEN T i x5, “about” Z ERI I ERZ IR HYE TR IRNAEIES ) F,
0 “ I’'m calling about our appointment for this Friday.” «  “ I'm calling to...” =E2#[E, RAda+

B “to” <FEERNAER, 20 “ I'm calling to discuss our next order.””; delegation” 3§ “4X3F&H#]”

; “start business” AILAIRRA “HRERIWSFZENR" ; “to your satisfaction” 2B ZE “{F{R11#%

==
=]
[EY3 o

Drill 2
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Drills & Expressions

A: There is an important thing. | would like to make an appointment with Mr. Brown. Could you arrange

it for me?

When do you want to meet with him?

When will be convenient for him? Is tomorrow morning OK?

He is usually busy in the morning. So you’d better come over in the afternoon.
Then, what about this afternoon?

Let me check his schedule. Good, he will be free this afternoon. Let’s make it 3 o’clock. OK?

> @ 2 2 2> @

It sounds great. Thank vou vervy much.

Drill 3
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=lad | Drills & Expressions
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Drills & Expressions

Hello, good afternoon. May | speak to Mr. Ross, please?
This is Ross speaking.
Good afternoon, Mr. Ross. This is Yang Wei from China. We have just arrived at the Manhattan Hotel.

Oh, good afternoon, Mr. Yang. How are you? And how was your journey?

> ® » @ 2

Well, I'm fine. Can’t complain. I’'m calling to confirm our appointment with you. Your secretary, Miss
Chen, made it with me the day after tomorrow.

Fine. Is it at 10:00 Friday morning at my office?

That’s right.

No problem. | will be expecting you then.

> @ 2 @

So see you then, Mr. Ross.
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=lad | Drills & Expressions

Notes:

AHRERIET, MREEEHNAEFEXNHEKXKBA, BAFEESH “sb. speaking” iXFERIFR

, HETHXXEEW ‘& (M) BEFEA” ;  “Thisis..” XERLENEA “HE-" . BIER
BHR—HEAE “lam .. T2 “Thisis ...” AIRRKRIE “FE---" . B, ATH “Is that...
? 7 FE “ Who is that?” FRERTR’ R - g s&E “RefE” FEE; “Can’t complain”

=NERTIFIENATF, FEERE “BITVREMTAEENT” . XBEAXIXTH “how was your

journey?” FIEE, FILUEA “IRIEENE" .
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Drills & Expressions

A: Hello! Good morning. GM’s Office of Textile Import & Export Company. Anything | can do for you?

B: Well, this is Smith from the US-China Trade National Council Delegation. I'm calling about the
appointment with Mr. Song. You know, Mr. Song and | are going to have a talk this afternoon. Now |
must tell him | won’t be able to come over for the meeting with him. I’'m so sorry for it.

A: What’s the matter? Nothing wrong, | hope.

B: You see, something unexpected has come up. I’'m afraid the appointment will have to be rescheduled.
I’m very sorry about the change.

A: That’s all right. Maybe we can make another arrangement.

B: Thank you very much. You're very kind to say so. I’'m planning to postpone my talk with him till
Thursday. | wonder if it will be convenient for him.

A: Hold on, please. I'll have to check his schedule.

All right. Thank you.

A: Yes, no problem. He'll be free then. Thursday would be OK with him. Drill 5

@
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=lad | Drills & Expressions

Notes:

“GM” 1§ “ General Manager” ;  “ US-China Trade National Council Delegation” FJi¥Jy “SE

ROocEEBESKRERE ; “comeover’ BERZ “ (Miz&) k2" , XEBAILUEA “KiF” .

“BR’ 5 “come up’ EXEMEER “£%, HH ;  “rescheduled” f§ “EFRHE--

H#Z” ;  “postpone..till” EH “FF------EHASIEIRZE"

Drill 5
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Drills & Expressions

A: Mr. Peter, | hope I’'m not disturbing you.

B: No, not at all.

A: I'm terribly sorry to inform you that | have to cancel our appointment because | have something
urgent to cope with.

B: Well, that happens! That’s all right. But, can we make it another time because the matter is very
important?

A: You know, | have to fly to Shanghai to deal with something unexpected at once. | suggest that you talk
the matter over with my colleague Miss Zhang, if you like. Do you think this arrangement would suit
you?

B: Well, that would be most helpful.

A: OK. It’s a date. Sorry again for the inconvenience caused by us. -
Drill 6
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=lad | Drills & Expressions

Notes:

“cope with" EERR “41E, N, AEMEEES “deal  with” RIEIR; “ that

happens!” B2—aA1E, EERARBMN—LEFPRLERNAN, FULLEHENEFA “XBAMUR

&7, CANEFMBRA/\L,  CRERENTE 5% ¢ ek over’ 28E, BH F
WY, EERET st B EA, BR”; “Itsadate” R—IRAE, ARFET
PREFAR-—RERANEE, SERBEN —EHE",  CPRERAET, Wi

77 FE.

Drill 6
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Drills & Expressions

English for Chinese Typical Business Expressions

1. REEITHERRANHEMERIIE. / RITREEEFERNESRH—XsE. / &E
FARE ERIE. / BN ARHMRATULEIR—1K? / ZRENERIE, FIREREREFERE
, NRTGETWA?
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Drills & Expressions

English for Chinese Typical Business Expressions

2. M—RXeme@Ehe? / BEFLAMESREFR? / A& ERETER ? /X EF 10 240
2 /ZMNEAERETF, =<, Bar? / EHME, 19 S17ME?
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Drills & Expressions

English for Chinese Typical Business Expressions

3. FIAAFNGEKMIESREE. / 3 RE S KZEREMER (ERTLD . / ABRIED
EFEEE. / ZHANMEESEL.
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Drills & Expressions

English for Chinese Typical Business Expressions

4. BKREFFBHHHIE. OSREEXITT. / ZHHERZ. I—RBHE&H#HT. / REK, &K
EH=FFRE. REHNNERFELE.
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Drills & Expressions

English for Chinese Typical Business Expressions

5. BREBHRTZHANASE? / BRLET, —VHSTHEFR. / FHRRZEETEIMM S

6. MRBHEE, MREESKTFEEHAAZESKBIEH,

N
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Drills & Expressions

English for Chinese Typical Business Expressions

7. BATHEERAZBMEMA—THXET I R+ HNEH.

8. SRTFMASTHKEMBEREFEET . / BAKBEEAST .
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Drills & Expressions

English for Chinese Typical Business Expressions

9. MIPASHIRBFARABRESHE? / THESETAZS8 SMEEXAI R? /HITHNASK
FERAX, AILARS?

10. BEZRABIZMITAGNRA. / ZHEBEREEELRLEK
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EladlIB Typical Dialogues

1. (Mark is calling to see if Ms. Li could arrange an appointment for him with Mr.Chen, the GM of a trading company.)

L: Good morning! This is the GM’s Office of The ABC Trading Company. Can | help you?

M: Good morning! May | speak to Mr. Chen, please?

L: I'm sorry, but Mr. Chen is out 1 of the office now. This is the secretary of Mr. Chen speaking. Who's calling please?

M: Mark. This is Mark Stone from America. Hope I’'m not disturbing you.

L: Not at all, Mr. Stone. But Mr. Chen is not in this morning. May | take a message2?

M: I'd like to make some trading arrangements with your company. So | am wondering if | could come and meet with
your boss at 9:30 a.m. tomorrow. Could you arrange it?

L: I'm afraid | can’t. He has an appointment at 9:30 tomorrow.

M: Then, how about 2:00 p.m. tomorrow?

L: Sorry he has to attend a meeting tomorrow afternoon. He has a very tight schedule tomorrow.

M: What time would be convenient for him then?

L: Let me check his schedule first.

M: OK. Thank you.

L: What about the day after tomorrow? He will be free that day.

M: Let me see. Hum, that will be Tuesday. How about 10: 00 a. m.?

L: Fine. Let’s make it 10: 00 a. m. on Tuesday.

M: Thank you very much.

L: You are welcome. Thanks for calling.

KiEIZ T K54t



EladlIB Typical Dialogues

1. “isout” XBER “HET, 1 (XK) 7 . tHE, “ isin”®EE “E (X)

7

2. “take amessage” EEEIEFIEPEIBIEEFHBIAFRER. MRE2EBERIFH
ANf&iE, MZER “ leave a message” kIR

N
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=il Typical Dialogues

L BEF! XBER ABCEAGRBREEHANE . BAERS.

M: B 47| eIk — T RRAENE?

L AR, BFREEMEARELANE. HEiE, FhBaiE?

M: 5., ZREERNDR - B, HEZITRLE,

L: &EE, TITHL, SE@kcE. 133, BRAEESKEFEHIE. BEHLAEELENLE?

M: FESRNAB—EFm—ELR S ENEFHE—L2H. MUAREMERTREERRXLEF o s L AREERL
NH. BeERH—TE?

L. ZBEAIT. AR 9 n¥EZREY.

M: ARABRR T4 2 =aAfa] ?

L: MBI RTFEF—1S. AKX EZHIERE.

M: BBt 2 BHME 5 {ElR ?

L: itFAEE—T R EER.

M: 9FRY, 515!

L. BREAH? GREEE.

M: 32878, e, EXIFMEER_. EF 10 =, FE?

L: %F, FBME{IsEEER— L4 10 =K,

M: JEE B!

L: AES. BHEEAISRE.
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2. (Mr. Yang is calling to confirm the appointment with Mr. Rose. But he was informed that the appointment has to be
canceled and then they try to reschedule the date. )

EladlIB Typical Dialogues

R:

Y:

Hello. This is Winsome Industries.

Hello. I'd like to speak to Mr. Rose.

: This is Rose speaking. Who's calling please?

: Hello, Mr. Rose. This is Yang from Guangdong AAA Corporation, China.

: Oh, it’s you. Good afternoon, Mr. Yang. How are you?

: I’'m quite all right. Thank you. And you?

: Not bad. | was ready to call you just now.

: Really? | am just calling to confirm our appointment tomorrow. Is everything OK?
: That’s why | want to call you.

: So?
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EladlIB Typical Dialogues

2. (Mr. Yang is calling to confirm the appointment with Mr. Rose. But he was informed that the appointment has to be
canceled and then they try to reschedule the date. )

R:
Y:

< P X P X P X

| must make apologies. I’'m afraid | have to cancel our appointment.

Anything wrong ?

My flight to Europe has been rescheduled. | have to get off early morning tomorrow. | had not been informed of the
arrangement by the airline until a few minutes ago.

Can we make it another time?

Unfortunately, I’ve planned to be away on business this week.

How about next week?

Uh...How about my getting in touch with8 you as soon as | get back?

Fine, I’'m looking forward to that.

I’m terribly sorry.

Oh, that’s all right. That happens! It’s understandable.
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EladlIB Typical Dialogues

N
1. “Imaquiteallright” XBEEHR “FKERHF" , BXEEIE “ How are you?” BIE IL[E
BEZ—.
2. “Not bad.” ZXTIoEIE “ How are you?” B —#EIE, EEREBRA—K, £5#
qER ‘BT, ‘“AXRE , ‘B4, “IiR” %ﬁo
3. EOERERE: “HNERSAEITHEIE, 7
. “So?” OIBHHERZ, EHAE, BUSMIFH®EFE TR, AIEA “B 27,
“RiE?" FEF,
5. “getoff’ XBEA “HA&k, BH
6. “beeninformed of” JEEH “ informsb. of sth. (I BHIFEAREE) .
7. “be away on business” §§ “fEIMHE" .
8. “getin touch with sb.” _Il=|=j7 “SREAKR” .
\O. “I'm terribly sorry.” @ FRIAKEEANAX, BESREE “ I'msorry” i, y
Kk 5 T K 3 A ® ©®© O &




=il Typical Dialogues

R: IR, XZBFHREAIAE],

y: IR, HEH—TTEHLE.

R: FF=E. BEMALI?

y: 89, THE. RETEI KR AAA 2T,
R: W, 2! TF5F, HkE. BEFL?

Y: IARGF, Wi, BWEARE?

R: i&1T. FNIERREFTERE,

Y: BIE? BITHRIERRZEHA—TRIBXRNSHE. —YIERFIE?
R: XIERHERGEITERIERIRER.
Y: M?

X518 T K 2t ok ©)



=il Typical Dialogues

R: HRBEK, DEEASFBERNNAST.

Y: BAT?

R: BEM KERUHNMAPLARE T, PBRX—ERBLHLZ. MEARLoHRIA BN,
Y: EAREFEITIS?

R: REHXBEEXBERALE.

Y: BTEAEAHF?

Ri W& F—RBIRFIR IR EAME?

Y: 9FIE, ARFAIFE T,

R: EZIEEEIK.

Y: I, BXR. XREBNE. ATLUERE.

KEIE T K5 Rt O)




Part IV BEOIERITIEELR)D

Situational Information:

We learned from last unit that Mr. Parker is planning a negotiation with Guangzhou Foreign Trade Development

Company (GFTD) about an import contract of man’s shirts. Before negotiating, he would like to make an appointment

with Mr. Pan, the manager of the Export Department of GFTD.

i

KiEIZ T K54t
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Part IV BEOIERITIEELR)D

HEL—BrikE, MEAEEASNE—XESFEMINEZLZRATDMNEOS T XRERER. FIE

NEFRI, BIERAESZATRNGEONALEELE AT ERSEBATEFIM S

RiEE T K5 R4t O)




Part IV BEOIERITIEELR)D

Role 1. Suppose you are Mr. Parker. You are going to make a phone call to ask for an appointment with Mr. Pan. Miss Lin, the
secretary of Mr. Pan answered the phone. Try to complete the following dialogue with some of the drills and expressions in part
Il and Ill. The Chinese in the brackets are for your reference only.

L: Good afternoon. Guangzhou Foreign Trade Development Company. May | help you?

P: Good afternoon. (12— TN &5E, ATLUB? )

L: Hold on please. (After a while) I’'m sorry. I’'m afraid Mr. Pan is out now.

P: (FBIERERIA—TME? / @R/ MMEBNMEIS? )

L: Yes, of course. Who's calling please?

P: I’'m David Parker from AAA Light Industry products Import and Export Corporation in America. ( I 3THIE 2 EEEE
BRA—REFLENSH, RABRMNHNER. )

L: | can handle that for you. When would you like to come?

P: (FIREAVIETE 6 AR E, AHERFEARE? )

L: Let me check his Calendar. Unfortunately, he has plans to travel around that time. How about the first week of July?

P: Inthatcase. (FNIAELHE7H 4 H. XHFERILAE? )

L: July 4th is fine with us. Will you come alone? Do you need accommodations of any kind?

P: | will be accompanied( {£FEH ) by one of my colleagues. ( fEgEEEFK (1T EMIE] 7 B 3 HAE 4 HRIB AERLE? )

L: No problem.

P: ( KIFHIHIET ), Miss?

L: 1am Lin. Mr. Pan’s secretary. It's my great pleasure to help you.

p: Thank you, Miss Lin. ( B4 SHRI1LE. )
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Part IV BEOIERITIEELR)D

L: Good afternoon. Guangzhou Foreign Trade Development Company. May | help you?

P: Good afternoon. (May | talk to Mr. Pan?)

L: Hold on please. (After a while) I’'m sorry. I’'m afraid Mr. Pan is out now.

P: (Oh, would you please take a message?)

L: Yes, of course. Who's calling please?

P: I’'m David Parker from AAA Light Industry products Import and Export Corporation in America. (I’'m calling to see if we
can arrange a meeting with Mr. Pan to discuss our business matters.)

L: | can handle that for you. When would you like to come?

P: (Possibly the latter part of June. What do you think about it?)

L: Let me Check his Calendar. Unfortunately, he has plans to travel around that time. How about the first week of July?

P: Inthat case. (We would like to meet with him on July 4th. Is that all right?)

L: July 4th is fine with us. Will you come alone? Do you need accommodations of any kind?

P: 1 will be accompanied by one of my colleagues. (Could you kindly book two single rooms for us for the night of July 3rd
and 4th?)

L: No problem.

P: (Thanks a lot), Miss?

L: lam Lin. Mr. Pan’s secretary. It's my great pleasure to help you.

P: Thank you, Miss Lin. (We would be looking forward to meeting you.)

R T K5 H R4t ©)




Part IV BEOIERITIEELR)D

Role 2. Suppose you are Mr. Pan. Before the meeting with Mr. Parker, something unexpected happened, so that you cannot
keep the appointment. Now you are going to call to change the appointment with Mr. Parker. Try to complete the following
dialogue according to the contexts.

Hello, Parker speaking. Who is calling?
Good morning, Mr. Parker. This is Pan!’m sorry | can’t keep the appointment with you on July 4th

What happened?
. Something unexpected comes up. | have to leave for London tomorrow and I'll be gone for a few days

When will you be back to China?
It’s hard to tell. ’'m not quite sure when I'll be back .

No. | just want to postpone the meeting to sometime later

What time do you suggest?
- Would that be convenient for you if | reschedule it to July 10th?

| don’t know. | need to check my schedule first. I'll call you later to confirm the reschedule.
Hopefully I haven’t messed up your arrangements too much

P:
P
P
P
P
P
P: Do you mean to cancel the appointment?
P
P
P
P
P
P

It’s OK. That happens!

KiEIZ T K54t
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Part IV BEOIERITIEELR)D

Role 3. Forming a group of 2 or 3, suppose you are Mr. Parker, Mr. Pan and their colleagues. Try to work out a dialogue related
to the theme of this unit and then perform it in class.
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