Übersicht: Markante Sätze, um ein Datum und eine Uhrzeit für einen Termin vorzuschlagen
	FORMAL
	INFORMAL

	Mr Schäfer would very much like to discuss this new project with Mr Jones and would appreciate an early meeting.
	I’m calling to see if we can arrange a meeting between Mr Jones and Mr Schäfer for 15 April.

	Could/Can we arrange a meeting for 15 April?
	Would your boss be free for a meeting on Monday, 8 June?

	Would it be possible for Mr Schäfer to meet your CEO/ Mr Jones at the trade fair in Cologne?
	Could our CEOs get together at the trade fair in Cologne?

	Would your CEO/Mr Jones be free for a meeting on Monday, 8 June?
	When has your CEO got a window for a meeting?

	We would appreciate your suggestions for a possible date for an urgent meeting.
	How about 10 in the morning on Friday, 3 August?

	I suggest 10 a. m. on Friday, 3 August. Would that be okay for your CEO/Mr Jones?
	Can we organise a meeting between Mr Schäfer and your CEO/Mr Jones?

	We are interested in arranging a meeting between our Mr Schäfer and your Mr Jones.
	My boss, Mr Jones, wants to discuss a new project with your CEO/Mr Schäfer and has asked me to arrange an early meeting.

	Mr Schäfer thinks these problems need to be discussed face to face. Could you check with your CEO/Mr Jones regarding a suitable date?
	My CEO wants to have a talk with yours about the quality problems – what would be a good time for them to meet?



