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. Getting acquainted w ith the ways of making

-=_—_-sl=‘-=«a-p-pem-t-ments

3. Doing exercises.
4. Role-playing activities.
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a— We need to set set up a meeting. Not this week, but the
r—.

meeting must before November 3.I'd like Kate , Don
Bardley and Derek to be there.

C: Clive Harris.

D: Clive, it's Derek.

C: Hello. Derek. What can | do for you?

‘omd you come down to the d veIopmenW
or a | -
Sy. -

D: Come on. It'll take ten minutes.

C: All right. I've got ten minutes. I'm seeing Kate
McKenna at eleven.
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arranae a meeting WwiItr

could d check Mr Sakai’s European |t|nerary

G: Yes... yes... yes... | will sure he’'ll get the message...
All right... good bye. Ah, Mr Harris, I've just had a call
from Mr Peter’s secretary. I'm afraid he’s going to be -
fifteen minutes late for his appointment this morning.

C: OK. That’s no problem.
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ﬁood morni ibury System r Green can'see
. Is that all right? No, I'm
sorry, on Tuesday he has a meeting in the morning.

Is this afternoon possible? All right. Thank you.



Lisa: No, I'm afraid I'm busy that day.

Martin: ..................... (5)

Lisa: Yes, that’s fine. What suits you better- morning or afternoon?

Martin: ..................... (6) —
Lisa: How about 2.307 -

Martin: ......................... (8)

Lisa: OK. See you next Friday at half past two, then.

'Il'attending a sales
conference. Is Tuesday convenient?
. Of course. What day suits for you? g. Hi, Lisa. What can | do for you?

d. Yes, speaking. h. Great. | look forward to it.



RoOle—play activities:
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gﬁs'we_h'rs a phone call.
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Home.task:
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