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(®:Charles (%): Diane

Hi, Diane: this is Charles. o RE BREEEE -

®

{® Good morning, Charles. How was your B - FENT - R8RS
weekend? R 7

(® It was good. Spent time with the family. Fif o MRAE—E o o
How about you? E?

(®) Not too bad. | stayed in mostly and got some FHXM - BASHER
] o= P £ A &
chores’ done. What can | do for you? H - WET—ERE - R

AEATRIR TR 7
. e mmm— MM EETRUEE e ———
® I'm calling because I'd like to arrange a #m: ;Eiﬁgﬂﬁm—
meeting so I:lat y € Can outling” Some New . 1 oo s .
sales strategies.
(3 That's a good idea. BREGEE -

@ Are you available this Thursday at 2:00 p.m.? RHETFFREGEE
o ?

® I'mafraid | can't make it Thursday afternoon. HERETFEERT -
I've an appointment’ with a client. But I'm Eg;fgi Eg °Ta
free Friday morning. : =
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(® Friday morning sounds good. How about BHHT FRNCRE o

10:00 a.m.? AR ?
(® Great. See you then. HKET - BESH -
&
G- f
e How about BYEE
D AZMEER - BRIAE » EMWMHEAIEM » B8 3 BE 71 How
about you? Bl AULCHRE -
@ BRPmE c REoEEN - BEM (Ving) TS (5. + V) BEA
T{{mEBA) - EREME 7 - UF0E 7 | How about 10:00 am.? Bl SBUCHEE »
» How aboul joining us for a game of basketball?
FRM—ET—RENNEENT
» How about we go see a movie later?
PSRl AREEER?
(@ How about T FES | HEMTH r RV RHAREZENHE » &5
(- SRR, F 1 e
« How about Jack and Rose? | think we should invite them to the
wedding, too.
MR ERERMATEE
BNt Memam -
L ;
& W
] a0 |4
U & - h a)
W H = a0l
1. chores [forz] n. BEHE ~ 3. strategy [ strctadzi] n. HE8&; 7HHE
R (RRRmE) 4. appointment [¢ paintmant] n.
2. outline [act.lain] v #R4L; G { friEMN ) 8F - R
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I'mringing to see if S.+ V.... BITXZHAER -

I'm ringing to see \EML if TH&RRT B REEEEES 1’
ringing B]FH calling 48 » if ho]#6E whether -

« I'm ringing to see if we could set up a meeting.
B RpaEERTSEMa MEH—BE -

FRiEEI L
HEHR N

| would like to +V. ... FHEE---
AR R AR - ABER want to V. » (BOREEER - would BB
FRABLEFANTIAGSEE 0 Id -
* I'd like to arrange a meeting.
HBER—WE -

» | would like to call a meeting to discuss the project.
TR G W I IE (AW -

« Can we schedule a meeting sometime next week?
FPIE]LTE TS H— S RS 2

* We need to set up a meeting with our marketing team
this Friday.
FMARMBERITIEESHE -

shfal sk Al 2 0¥ A

fRilETRL
f g
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free #1 available #Re] &R T M -

* Are you freefavailable that day?
{indiR X5 250 7

* Would Tuesday at four work for you?
A= T RS HR Bl CATE 7
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To:  Diane Cortez {dcortez @innovatech.com)
From:  Charles Ginsburg {cdg @innovatech.com)
Subject:  Notes for Friday's Meeting

Hey Diane,

Attached is the agenda’ for Friday’s meeting. Please have a
look when you get a chance, and let me know if you think any
topics should be included.

Best, :

S0P ERERENGE

Charles Ti HEIME - THEw

PO eEE

: RERHELWT

BEFoReE

D A EA Y
Witk 5 « B9 + KIYENR (deortez @innovatech.com) : VT . :
W | WM - SUHER (cdg@innovatech.com) “ssssinniesenie '

TE ARRRAETEEDR
0E . W%

":
Hifr M E RO - EWERImE—T %5 WA+

MEHEESETEREAREENEHE-

M
AR

1. ﬂg&l’lﬂa [# dzenda] n.
L B
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Fi+# - W% - S (deortez@innovatech.com) im;—q

+HE : BTl

i+ % - FHLE - B3R (brianmason @MSF.com) 2 E

B ToaE . 2. facilitate [fasila.tet] v

R NS - il
ATREEERNE » RRBRFEN—2 8 h 2
# TR - WRIREILE B MA TN I iE 3. proposal [pro'pozal] n. s
AT BESWARNER  BIRATT =

Bt R GBI BYEE T AN » IS R R 4. prior to phr. %240

S Ll BER A MR TIER - MR HBRRES

FEREIE » SRRARS BB - i InrRon e v

e BB
R o :
R R 6. precisely [prisaisli] adv
EER TRl ALFEM
W% - WA .
; 7. hesitate [heza.tet] v
iR EEREE g

IE email BiEEE

B LoV SREC] LUIREY /5 & TAFENENSR » {Ro] DU SR

* |t was a pleasure chatting with you earlier.
RERHSAERSWT—T -

E email PEHEMRY A SR - BREGNEERS !

* 'm sending you the data you requested.
TR MM R AR T -

+ Attached are the numbers you asked for,
BRI RN

REERESDUERHROEE - BRIEEESS FRIER
+| welcome any feedback you might have.
R finE LR R -

= |f you have any queslions, —.\ v‘ ﬂ _ EES

please let me know.
SR FIRSHR » NI - rﬂfﬁéﬁ _
kﬂ}.

=

s
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5SmSR 2
‘ EREERENERAg 1

HATHGR » AERHERGT - g
& As | mentioned on the phone earlier... ?ﬁ
- EMEEH EREZ B o
% EMBHSEEREEREN » RIEAEEEREY -
~ N

€5 Following our phone conversation ...

BB EERIEEIIRA - o
BRBFAEREEREN » RUBITMOPNES -

) EED Attached are the ...

E m#ﬁ ...... o

5 Wi R ORE R O AR o

& 3

"1 EE) Contact me at any time should you have ...

2 MRpR---- » SHIEFPEERIE o

£ B RAFRBAHTS + TEAES RRIE o

~ N

| have received the ...you sentand ... prior to
our meeting.

AEREREN- - BEBERMAT - o
REMBHRE WL » it B AEGRAITEMR -

(BEm=aE )

N,

ERAAMITTH
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%@ BANERE - B ANE
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= . . _—-u-\ﬁ ‘-------------------
(_Sruan Mason O 'k, — -9 #1 email 18 EE »
. PRRAEEE FRNAT
: BRRA08
Good morning, Brian. | forgot :  ERENESTE
to ask if there's a projector’ at ; g’ﬁfjﬁé@g;
your office. If so, could it be PO
set up for our meeting? .

Diane:

m 9% HEB BETH

HPMaEELERE

Sure, | think that could be B o MBS TLA
arranged., BFEEREE?
Brlan:
AR - AR LT
Great! I'm bringing over some e
additional material that | wanted i‘*ﬁﬁ T
I — L3 M)
to show everyone. We could do RS - B
screen sharing, but | thought ME L AW T8
it'd be more comfortable RARA—HRNERAS
BN : B L E3EE o
viewing it on a bigger screen.
Brian:
AR - BRI E A
‘ _ IREF IR -
No worries. I'll get my assistant
to set it up. " &
WHT
= 1. projector
H\:]' @ N < Q_.ﬁ"i [pra-dickiz] n. H 8
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S. + be sure + (that) S. + V. RARE - -
be sure #&ifi ol # that 3] » #ml S+ ) » that B] HEF -

* I'm sure everything will be fine.
FHEE—TIA0 R4 RERA -

« Sure, | think that could be arranged.

G » FAFRE] LIEHE -

¢ Mo problem, | can do that now.
A WMIERLE] DUREE -

« Sure. Just let me know what will work best for you.
AR RA o 3 A SOM AR R AR SR -

« Sure thing. I'd be happy to answer any questions you
may have.
R - RV E ESAREMTIRE

3 A1) By ) R B = 2 A

I'm running late because ... BEBHTE® -

be running late 2.7 T 8% § » running FEIHLEE AT, - B8 T 150
SLELEE | MR » B become late BEMR - TS » 2H
fiiE & » @l coz L2 because FIOEEMHE -

¢ I'm running late coz we're just wrapping up the meeting.
RERYT - BABMAHER -

e » * oorry for the delay! Will be there in 5 min,
HNGER T | Aol o

= | would like to reschedule the meeting for next Monday.
HEEC AR Tl
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