１－１　アポイント
１　定型パターンの表現
相手の都合をたずねる
◇Please let me know when it will be convenient for you.

◇When would it suit you?

When will you be available?

When would it be convenient for you?

◇What time would suit you best?

◇What is your schedule like this week?

◇Would it be possible to meet with you sometime next week?

相手の都合に合わせる
◇I’ll adjust my schedule accordingly.

◇We will meet you at your convenience.

アポイントの変更・取り消し

◇Could we reschedule the meeting for another day?
◇I would like to change the day of my appointment.
◇I’m sorry, but I have to cancel our appointment tomorrow.

アポイントの確認
◇I’ll see you next Tuesday at three o’clock.

◇I’ll be expecting you at two tomorrow.

自分の予定を伝える
◇Let me check my schedule for next Monday.

◇Any day will do except Friday.

Any day except Friday will be fine.

◇Any time after two is all right with me.

◇I’m afraid my schedule is a little tight on that day.
２　アポイントを取るEメール
Dear Mr. Erikson,

I would like to meet you in person to discuss a new sales promotion plan.  Would it be 

possible to meet sometime next week?  If you will not be available next week, please let me know when would be convenient for you.

I’m looking forward to seeing you.
Best regards,
Ted Alcott
言い換え表現
１．I would like to meet you face-to-face and talk about a new sales promotion plan.

２．I wonder if we could meet sometime next week.

３．If you are unable to meet me next week, could you let me know your most convenient date?

発展表現
１．Can we set up a meeting to discuss the upcoming project?
２．What day of the week would suit you best?
３．Could we get together tomorrow afternoon?

４．Tuesday evening , June 5th would be fine with us.
５．I would be grateful if you could let us know of your earliest availability.

単語に注目
１．I am unhappy with her promotion.

２．Export promotion was one of the important issues in our company for many years.

３．They try to create more extensive health promotion programs for elderly people.

