MAKING APPOINTMENTS IN ENGLISH
1 Match the words with their definitions or synonyms.
	a. Appointment
b. Arrange
c. Move back
d. Apologize for
e. confirm
f. Tied up
g. Convenient
h. Have in mind
i. Acquaintance
j. Pencil in
k. schedule

	1. plan
2. appropriate
3. excuse oneself
4. think
5. plan, program
6. ratify
7. busy
8. colleague
9. Prearranged meeting
10. Book a time or date
11. Postpone



2. Write the sentences into the correct column depending on their intention.
a) 
1. The appointment is Thursday morning.
2. Are you free on Monday?
3. As soon as I know, I’ll let you know.
4. That suits me fine. 
5. I need to postpone our interview.
6. What time would you suit you best?
7. I can’t make Monday because…
8. I’m calling to fix another time.
9. I’m tied up this week.
10. Which day are you thinking of?
11. Do you mind if we postpone it?
12. Is Monday convenient/good for you?
13. Let’s pencil in Wednesday for now.
14. Does Monday sound good to you?
15. I’m busy then because…
16. That should be ok/great.
17. I was wondering if you could agree another time.
18. When would it be convenient?
19. We don’t know if Monday is Ok right now.
20. I’m sorry; I’m working all day tomorrow.
21. I can make Monday.
22. So that’s Monday the 2nd.
23. I can’t confirm the day right now.
24. Which day would you prefer?
25. We can confirm Monday at 2. 
26. Could we arrange another date?
27. Why don’t we meet on Monday?
28. I need to put our meeting back.
29. I’m available on Monday?
30. I will get back to you tomorrow.
31. I’m afraid Monday is not good for me.
32. I’ll give you an answer next week.
33. That sounds good to me.
34. Tuesday at 2 is confirmed.
35. Would you mind if we move it back?
36. She’s unavailable on Monday. 
37. I’m free on Monday morning.
38. Which day do you have in mind?
39. How about meeting on Monday?
40. Could you make Monday?



SUGGESTING A DATE					ASKING FOR A CONVENIENT DATE
1._______________________________________		1._______________________________________
2. _______________________________________		2. _______________________________________
3. _______________________________________		3. _______________________________________
4. _______________________________________		4. _______________________________________
5. _______________________________________		5. _______________________________________
6. _______________________________________

AGREEING ON A DATE/ TIME				SAYING IT IS NOT CONVENIENT
1._______________________________________		1._______________________________________
2. _______________________________________		2. _______________________________________
3. _______________________________________		3. _______________________________________
4. _______________________________________		4. _______________________________________
5. _______________________________________		5. _______________________________________
6. _______________________________________		6. _______________________________________

WAITING FOR  A CONFIRMATION				CHANGING DATES
1._______________________________________		1._______________________________________
2. _______________________________________		2. _______________________________________
3. _______________________________________		3. _______________________________________
4. _______________________________________		4. _______________________________________
5. _______________________________________		5. _______________________________________
6. _______________________________________		6. _______________________________________
[image: ]
CONFIRMING DATES
1._______________________________________ 
2._______________________________________ 
3._______________________________________
4._______________________________________
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