When are you available? 


	When
	can
	I

you

he, she, it

we

they
	meet?
	
	I

You

He, she, it

We

They
	can
	meet
	at 10.00 a.m.


	What
	am
	I
	doing
	on the 3rd July?

	
	are
	you, we, they
	
	

	
	is
	he, she, it
	
	


	I                        am
You, we, they  are
He, she it          is
	on holiday

unavailable

available

out of the office

at lunch

in a meeting

out of the country

seeing a customer
	from
	Monday
	to / until
	Friday

	
	
	
	January 12th
	
	February 5th

	
	
	on
	the 8th of July
	
	

	
	
	
	Monday
	
	

	
	
	from
	July
	
	

	
	
	
	next week
	
	

	
	
	
	2.00 p.m.
	
	

	
	
	at
	7.00 o’clock
	
	

	
	
	in
	July
	
	

	
	
	all
	next week
	
	

	
	
	
	day
	
	


Practice – my diary 
July

1  2  3  4  5  6  7  8 

Out of the office
Can we meet on the 2nd of July?
I am out of the office on the second of July.

When are you out of the office in July?  
I am out of the office from the second to the sixth of July.

Are you available on the 8th of July?      
Yes, I am available on the 8th of July.

Shall meet on the 8th of July then?
 Okay.

November

5  6  7  8  9 10  11  12
 Unavailable

August

24  25  26  27  28  29  30
Out of the Country

June

1  2  3  4  5  6  7  

On holiday

When are you available?

Ask a colleague when he or she is available for a meeting. Listen to the dialogue. Life lines pre-intermediate track 2. What do you think the following mean?

· Get together

· Just a minute

· What about today? / How about today?

· Are you free ...?

· I can’t make that.

· No good I’m afraid.

· Is any evening any good?

· It looks like next week then!

Listen to the tense used for arrangements and the prepositions in, on and at.

We use AT with times

We use IN with parts of the day

We use ON with days

_______________ 10.00

_______________ midday

_______________ Tuesday

_______________ Night

_______________ The afternoon

_______________ Thursday morning

_______________ 2.30

_______________ the morning



Practice





Mr Harris:	When can we meet to discuss the project?


Mr Lovejoy:	I am available all this week.


Mr Harris:	Unfortunately, I am out of the country from tomorrow until Monday. Are you available from Tuesday?


Mr Lovejoy:	Only in the afternoon. I have a meeting all morning on Tuesday.


Mr Harris:	Well, I am available all next week from Tuesday.


Mr Lovejoy:	Can we meet Wednesday afternoon after lunch at 2.00p.m.? Is that okay?


Mr Harris:	Perfect. I will see you next Wednesday at 2 p.m.








January


21  22  23  24  25  26  27


  In a meeting with a customer





March


8  9  10  11  12  13  14  15  


At lunch with a client





February


13  14  15  16  17  18  19  


In a meeting








