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Making arrangements / appointments:
Are you free / available on Monday / today / at 2 p.m. / next weekend?
Can / Could we meet this evening / tomorrow afternoon / at 10 a.m.?
Would you like to meet / come next Friday / at weekend / at 5.30?
How about meeting next weekend / on Saturday morning?
When would be convenient for you? Saturday or Sunday?
What time would you like to meet?
Shall we arrange a meeting on Tuesday afternoon / meet for a coffee tomorrow?
I’d like to make an appointment to see Dr. Smith.

Accepting an arrangement / appointment:
Sure, I’ll come.
Yes, Sunday is fine.
Friday would be perfect.
I’ll be there at that time.
Yes, with pleasure.
I’d love to.
I think it’s a great idea.

Rejecting and cancelling an arrangement / appointment:
Sorry. I’m busy that day.
I’m afraid. I can’t come.
I’m sorry. I won’t be able to make it on Saturday.
Sorry, but I don’t think I can make it.
I’m afraid I can’t. Maybe next time.

Example:

On the phone:

Assistant: Hello, Mr.Jakson’s office. This is Celine.

Mr. Walterson: Hello Celine. This is Mr.Walterson from Tinytech Company. I’d like to make an 
appointment with Mr.Walterson this week. What time is he available?

Assistant:  Well, he is pretty busy this week. What would you like to talk to him about?

Mr. Walterson: About the technical cooperation.

Assistant: Oh, I see. This is very important. Let me check his schedule and see if he can arrange some 
time.

Mr. Walterson: Thank you.

Assistant: When do you have free time?

Mr. Walterson: Any day is fine for me.

Assistant: Then, shall we arrange the time on Tuesday at 10 because Mr.Walterson will be in the office 
for the whole morning?

Mr. Walterson: That works for me! See you then.

Fill in the gaps with an appropriate word from the box below.

Andy: Hi Helen, How is work going? Are you 1 ---- this evening?

Helen: I don’t 2 ---- so. I will 3 ---- work at 5 p.m. Do you have any plans?

Andy: Maybe we can 4 ---- dinner together. Shall we ask Jane to 5 ---- us?

Helen: Good idea. Maybe we can talk about the new business project. I will 6 ---- her to ask if she is 
available today. 

Andy: Ok. Where can we 7 ---- ? What would you like to eat?

Helen: How about going to that new 8 ---- ?

Andy: That’s fine. What time 9 ---- we meet?

Helen: Let’s meet at about 7 p.m. 10 ---- my office. It’s near the restaurant. Is that ok for you?

Andy: Yes. No problem. See you at 7 p.m.

Helen: Thanks Andy. I hope we will have 11 ---- this evening.

Andy: Sure. Take care. Bye.

Helen: Have a 12 ---- day.

Answer Key: 1. busy      2. think      3. finish      4. have      5. join      6. call      

7. meet      8. restaurant      9. shall      10. in front of      11. fun      12. nice
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1.

Choose the correct option to complete the dialogue.

Jennifer : Are you free this weekend?

Clara : I will spend the whole weekend at home, I suppose.

Jennifer : ...... ? We can visit lots of archelogical museums, too.

Clara : Great idea!

A) Why don’ t you stay at home

B) What about joining the next trip

C) Would you like to experience scuba diving

D) Is six o’clock tomorrow a good time for you

E) Will you carry out the excavations in the future

Cevap: B

2.

Choose the appropriate word / words to fill in the blank.

Before you have applied for that job, the company ...... check your CV and criminal record.

A) will

B) is being

C) being

D) is going 

E) was

Cevap: A

3.

Read the paragraph and find the irrelevant sentence.

(I) If you don‘t like the job, you may quit. (II) I will choose a profession that will satisfy me. 
(III) The most important thing for me is to get a good pay. (IV) Also, a good job should not 
be monotonous and it should include possibilities to travel. (V) Finally, I think that flexible 
working hours can improve my motivation.

A) I

B) II

C) III

D) IV

E) V

Cevap: A

think / busy / finish / have / join / call / in front of / meet / restaurant / nice / shall / fun


