EMPLOYEES IN FOREIGN ENTERPRISE 

PRACTICAL DAILY-ENGLISH TALKING

外 企 人 员 实 用 日 常 英 语 会 话 
SCHEDULING EVENTS
1. Dialogues:

PART ONE

(the Assistant to Principal Ellen Chen has a conversation on the phone with the Reservations personnel of Sheraton Hotel.)
O:  Sheraton Hotel, Reservations. Can I help you?

E:  Yes, this is Ellen Chen from Xinghai International High School Principal's Office. I’ve made a reservation for a room but I’d like to change it.

O:  May I ask the name and the date for the reservation?

E:  John Smith. It’s J-O-H-N, John, and S-M-I T-H Smith, for the 17th of the month.

O:  Just a moment Ms. Chen, let me check my computer… Yes, you’ve booked a single room from the 17th to 19th. Now how would you like to make a change? 

E:  I would like it to be postponed to the following weekend, from the 24th to the 26th.

O:  The 24th to 26th, yes, I’ve got a single room available, but without the city view.

E:  That’ll be fine.

O:  Ok, I’ve made the change for you.

E:  Thank you!

O:  You’re welcome!

PART TWO

 (Ellen Chen has a conversation on the phone with Sam Ross about an appointment.)
E:  Ellen Chen speaking.
S:  Hi, Ellen. It’s Sam Ross. I’m afraid I won’t be able to keep our appointment.

E:  It was next Friday for dinner, wasn’t it?

S:  Yes, that’s right. But I’ve got a guest coming in from the States that afternoon. I have to stay with him until late that day.

E:  Never mind. Let’s fix another date. How about the following Monday? 

S:  I’m sorry. Monday is not good for me either. What about Tuesday?

E:  Tuesday…The Priciple will be out of the office on Tuesday. Is Thursday any good for you?

S:  Yes, that would be fine. Shall we make it the same time and place?

E:  Ok, let me just mark it down. That’s Thursday, the 11th. And the Pricipal will meet you at the lobby of Sheraton Hotel at half past six.

S:  Good! See him on 11th.
(Ellen Chen has a conversation on the phone with Susan about a meeting.)
E:  Hello, Susan. This is Ellen.  

S:  Hi, Ellen. How are you?

E:  Just fine. I’m calling to see if we can arrange a class head teachers' meeting for next week.

S:  Yes, of course. We’ve got to discuss next year’s educational affairs.

E:  Could we schedule it on next Tuesday?  

S:  I’m sorry. I will be out of town until next Wednesday.

E:  What about next Friday?

S:  Yes, Friday morning would suit me fine.

E:  Good. Shall we say 10 o’clock?

S:  10 o’clock is fine. Please inform all head teachers to show up on time.

E:  Don’t worry. I will.

PART THREE

（Mike and George talk about their meeting at the hotel.）
M: Xinghai International High School, Admission Office. May I help you?

G: Mike Li, please.

M: Yes, speaking. May I ask who is calling?

G: This is George from the US.

M: Oh, George. How are you and where are you now?

G: Fine, thanks. I’m in Suzhou now.

M: Which hotel are you staying in?

G: Wugong Palace Sheraton Hotel.

M: What’s the room No.?

G: North Building, Room 1020.

M: Shall we meet tonight?

G: Sorry, I’m occupied tonight. What about tomorrow night?

M: It’s fine. Where and when?

G: We may meet at the lobby and have dinner together at 7pm. Then we go to my room and talk. 

M: Perfect. I’ll see you then.

2. Words, Phrases and Expressions:
schedule [            ] 安排，订日程
event [        ] 事件，事务

reservation [       ] 保留，预定
principal [        ] 中学校长

Assistant to Principal 校长助理
to postpone [              ]  推延
I would like it to be postponed to  我希望那被推延到 。。。
appointment [              ] 约会          

could you manage … 能否安排 。。。
to arrange a sales meeting 安排一个会议
to keep the appointment 按约赴会
to be out of the office 不在办公室
just a moment 少等片刻
to make a change for 给。。。做些变化         
to mark down 记下
to make it the same time 按照老时间 。。。  

that would be fine那样最好
be out of town 出差                                

lobby  [          ] 客厅  

I’m calling to see 我打个电话看看    

to suit…fine 对。。。正合适
to occupy [           ] 占领
be occupied 被占领，被占用
perfect [          ] 完美
never mind 没关系
let’s fix another date 让我们另外定个日期
shall we say 是否可以 。。。
inform [         ] 通知，告知
to show up 出席，参加
yes, speaking. 是的，我就是
Wugong Palace Sheraton Hotel吴宫喜来登大酒店
3. Text Translation in Chinese

安 排 事 务

(.陈艾伦与喜来登酒店的订房部服务人员在电话上交谈。)
O:  喜来登酒店，订房部。有什么需要帮助的吗？
E:  是的，我是库特勒自动化公司的艾伦。陈。我已经预订了一个房间，但我需要做更改。
O:  是否可以问一下预订的姓名和日期？
E:  .约翰。史密斯，就是J-O-H-N约翰，和S-M-I-T-H史密斯，日期是本月17日。
O:  稍等片刻，陈小姐，让我在电脑上查一下。。。是的，你已经预订了从17日到19日的一个单间。现在你要做怎样的更改？
E:  我想把预订日期推迟到下一个礼拜，从24日到26日。
O:  24日到26日，我有一个房间可以提供，但是没有市容景观。
E:  那没关系。
O:  好的，我已经帮你更改了。
E:  谢谢！
O:  不用谢。

( 陈艾伦与山姆。罗斯在电话上交谈。)
E:  我是艾伦。陈。
S:  嗨，陈，我是山姆。罗斯。我恐怕不能如约赴会了。
E:  那是下个礼拜五的晚餐，不是吗？
S:  是的，不错。但我有一个客人那天下午从美国过来。我得与他一起待到那天的很晚。
E:  没关系。让我们另外再改一天。要不要下个礼拜一？
S:  不好意思。礼拜一对我也不合适。礼拜二怎么样？
E:  礼拜二 。。。礼拜二我不在办公室。礼拜四你方便吗？
S:  是的，可以。我们是否定在同样的时间和地点？
E:  好的，让我记下来。那是在礼拜四，11日。我们将于下午六点半在喜来登酒店的大堂见面。
S:  好的。11日见。

(陈艾伦与苏珊在电话上交谈关于见面的事。)
E:  嗨，苏珊，我是艾伦。 

S:  嗨，艾伦，你好！
E:  好极了。我打电话是想看看我们是否可以在下个礼拜安排一次销售会议。
S:  是的，当然可以。我们必须讨论一下明年的订货。
E:  你能安排在下周二吗？
S:  抱歉。我下周三之前都要出差。
E:  下周五怎么样？
S:  好的，下周五对我正合适。

E:  好。那么10点钟行吗？
S:  请通知所有小组成员准时参加。

E:  别担心，我会的。

（麦克与乔治在电话上交谈关于酒店见面的事。）

M: 库特勒自动化公司，售后服务部。需要帮助吗？

G: 请让麦克。李接电话。

M: 我就是。请问您是谁？

G: 我是美国的乔治。

M: 哦，乔治。你好吗？你在哪儿啊？

G: 很好，谢谢。我现在苏州。

M: 你在哪家酒店啊？

G: .吴宫喜来登大酒店。

M: 房间号多少？

G: 北楼1020房。

M: 我们要今晚会面吗？

G: 抱歉，我今晚有安排了。明晚如何？

M: 好的。到哪里？什么时间？

G: 我们可以7点在酒店大厅见面，一起去用晚餐。然后我们可以去我的房间谈。

M: 好极了。到时见。
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