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Business Travel English
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i Arranging a
Business Trip
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[/] 1.Flight plans
* EZ Airways
* Arrive: Monday the 10th, 7:30 a.m.
* Depart: Thursday the 13th, 7:00 p.m.
ARBEEE
* EZ#ZE
¥R TREN— EFEE=5
* SRR H=SREBMAN - B EAEN

[ 2.Schedule
Monday: Meet with office staff, financial-planning meeting.
Tuesday: Training sessions on the new program.
Wednesday: Factory visit.
Thursday: Open. |'ve left this day open so we have time to tie up
loose ends.
TR
Eff—: MARNBTIRE - HisaRigE -

FARATYI A -

BHETHE -

: BB RITERZHAK « FERMEHHRRRHIE -

[/ 3.Airport pickup & car rental
Q : Will someone be picking me up, or should | rent a car at the
airport?
A : Marsha will bring you to the office. We'll give you a company
car for the rest of your stay.
HBRXeAEEE
Q: AARRERS ? RERPAERBTHE ?
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We've arranged a
meeting at your
locale. I'd like to
confirm the details.
RMERBHEIRPRR
B - RISHEIRARE o

Is everything still
A-OK for my visit
next week?
RTANFHEEIR
AR ?

| think this might be a
good time for a visit.
What do you think?
AR LR BRI
EETE ?

I'll be in your area at
the end of September.
Would it be convenient
if I stopped by?
BAAEGZIRMARE -
ERIBEFHES ?

I've heard so much about
your facilities. Would you
mind if | came by to see for
myself?

AR S ERIRPIRIENE -
BENERAEEEES?
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Contacting the Travel Agent

o Track 01
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PATEASSELE (Harcourt) HERIEEMAMFEAAE S » M3z EEIN (Gary) MARITALERY

MBS TR S o

H=Harcourt G=Gary TA=Travel Agent

H: I'll be in Midland next week, Gary, to
meet with our new clients. Would you
get me some flight options' and a few
hotel recommendations?? I'l make the
choices a little later.

G: Yes, Mr. Harcourt. Which airline do you
prefer and what day do you want to fly?

H: 1 don't care which airline and I'll need to
fly on Wednesday or Thursday.

G: I'monit,sir.
(Gary returns to his desk and dials the phone.)

TA: Good morning, Empire’ Travel. How
may | help you?

G: Good morning. Id like information on
flights to Midland, Australia, please.

TA: Certainly. When would you be traveling,
sir,and how many in your party*?

G: Just one next Wednesday or Thursday.
The airline doesn't matter.
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TA: There's a flight leaving on Wednesday,
August twenty-third at six twenty-five
a.m. and another on Thursday, August
twenty-fourth at eight fifty-five p.m.

G: Are there plenty of seats or are they
heavily booked*?

TA: There are plenty of seats on both flights,
sir.

G: And would you please give me the
names of a downtown hotel and one
east of the city?

TA: Very well. The Alexander Hotel is
downtown. It has four stars and includes
two restaurants, twenty-four-hour room
service, a gymnasium®, and Olympic-size
swimming pool. The Duchess’ Hotel is
twenty minutes east of downtown and
has five stars. It has six restaurants, room
service, a shopping mall, nightclub, and
free valet service®.

G: That's great, thank you. I'll call you back.
when we've decided.
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Vocabulary

. option [apfon] n. %2

2. recommendation [rekamen’ defon]
n. 0 ; B

w

empire [ emparr] n. FE

. in (one's) party (37 T/rsi/7ith)
—BA 1T

»

5. book [buklv. T ; B2
6. gymnasium [d3m neziam] n. 252
(8 gym

7. duchess [ datfis]n. ABFA ; AHE
8. valet service [vc le] [ s3vis) H#8#5
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[step @] state the purpose %8

| am writing on behalf of (name) to provide you with
details of his/her itinerary while in (place).
HACR (A% ) RO (1635 ) ZIREOTHZANNG -

= I am writing on behalf of Ms. Johansson to provide you with
details of her itinerary while in Brussels.
BREBBRL LR AREM IR TR -

I plan to be in (place) from (date) to (date) to ...
RAW(EBE)E(BM) B B )
« I plan to be in Sydney from October 20 to 24 to discuss the latest
developments with the Hitchens account.
BB TATAETNA £ 2




(Name) is booked for a (number-
(name).
(AR ) TARE (BRIES VT8 (ool ek o

BB
* soheduled f skedsuld]

o set )

« Mr. Street is booked for a two-night stay at the Royal Hotel.
SRR LRI TS -

I hope we can arrange to meet on (date) if that is

=5 ST Y@@ MABRIE |
FERE - RRREMALE (B) §E « if your schedule permits

* I hope we can arrange to meet on RN AR
November 11 if that is convenient. « ifthatis all ight with you

HENE  BRLRETURE+—R i
{aem-

Welcome further

If you have any questions, please don't hesitate to
call me at (phone number) or e-mail (e-mail address).
MPLHECRE - HESIRTRERS (EXRE) KENREE (RFH
HER)

« I you have any questions, please don't hesitate to call me at
02-2341-7707 or e-mail gstewart@smithersbooks org.
BOEEFRE - AT 0223417707
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