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v KT EE5? Canl leave a message?

v X R KW, 323, This is Tim, my boss.

v thAF A E"H7 Are you available today?

v IRE SR R AL A AeiX k43, It's a pleasure to welcome everyone for conference.
v RIEFHRERHNE, 1can't agree with you anymore.
BEEREAEANEETRE .
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Chapter 1

oavy AL I

{RYF, 3EEMB—FTEBIE

1"‘\

I OOPS!NG i7&!

EESHET, RTHMEYE, BEREERFER. RHENZEIEA. B
BIEEPNE SR IEEARFSNMEENSITRIRT, BEETRINEHN
DREMXI T ABERATLUR “x x THAZENBR? 7 BPA, XDEFRXEEA
i2le?

—aiESRING

FIRERARINAE, F—aiEXFRHEEEEX S
Is Eddie still in the office?

® FNGz#EE . ,
B make a callFJEEiF speak to sb. FIFEAIHE

urgent £289 get in contact with sb. SEABUYSEXER
bother#J# a late phone call &B%AIEEIE

earpiece Iff3 telephone book EBBIESE

trunk call <j&F8BiE local call HARBIE

manual telephone ATEEIE emergency call E2H1E

hot line #A&kEE1E telephone subscriber EBIEFEF



........................................................................................................
........................................................................................................

.........

......... mi)$NG%§ﬁ T

--------- SHBBIENR
......... FTRRIEEAEHAEEIENE TSI AR
@ This is Grace. Could | speak to Eddie?
HEREL, BEENOEHIER?
""""" ® May | speak to Richard in Marketing?
......... HAI L7 EaviEE@EhEns?
® Hello, is Richard there?
IR? BEEEE?
@ Could you connect me to the head of your department?
---------- PRI B BEARNIBRIIEE, mILANg?
@ Hi, | need to talk to the person who is in charge of production facility.
4F! iR REFREIA.
® Hello, Miss Smith, please.
---------- IR, BRI NETEIE.
---------- EEBEE/Y
FIBER A EMASE, (RaLUXtFER .
@ | need to speak with him urgently.
KESS=EH M.
""""" ® | have something urgent to consult Miss Liu about.
.......... HESSHX/E.
® | am calling to return Mr. Chang’s phone call.
BT REE LB 5ERIBIE,
@ Please put him on.

---------

----------

..........

..........

..........

.......... IBLEAIEEEIE .

__________ ® I'm calling on Mr. Jones’ behalf.
BRIREEEFTEIE.

""""""" ® Put me through to the Sales Department, please.

.......... B HEH

@ |'m calling to give my congratulations to you.
HATERIERATER

® |'m calling to report the recent developments to you.

---------- HHTREEEEOR— FERE TIERRE

e |'m calling to confirm the appointment for this afternoon.
HITRIEREBHASK NS,

----------

..........

....................................................................................................................



....................................................................................................................

® |'m calling to place an order for your products.
HITBEEB TR~ 5.
FERHAFRE
MRBHROARTE, WHAIRESIXAFR.
® He's out of the office right now. OGNS
HIEREDAZE, S
® He's out of town now. :

BEHET .
® He's in a meeting right now.

IEEEFS.
FTERiENES
Hello, is Susan in?
Hello, is Susan there?
Hello, is Susan available?
Hello, | wonder is Susan in.

% Q
S
A g
12

£ snommmz £5

® Hello, could | speak to Richard, please? &iF, HaEfBEEEZIRIFNG?
A: Hello, could | speak to Richard, please? #&4F, FALFIEEZERIENLE?
B: Yes? What can | do for you? B# =2, EHMHAE?
® |s this Jason, please? iSia2EFFIZ?
A: Is this Jason, please? &[0 &FF1E?
B: Jason isn't here right now. BZRIMEARE.
® I'm sorry to call you so early. {8#iX 4 2FTHIER,
A: I'm sorry to call you so early, but | have to inform you that our meeting
had been cancelled. M
B A BFTREIEFR, AIHRAUBRITEINSNENE T - |
B: Don't say that. | appreciate it. BIEPANL, FARBIRITEBIERERIFL
I'm sorry that | made such an early phone call.
Sorry to phone you so early.

® Hold on. I'll get her for you. %, #HXMit,
A: |s Grace in? t&&E£1EN3?
B: Hold on. I'll get her for you. 8%, A,

Y8 Hold on just a minute. &%%. ...

.....................................................................................................................



...............................................................................................................

| BX10- RS SEIENIE

® Please put me through to exports. iE&#HEHOS0,

"""" A: How can | help you? FaE55 14057

........ B: Please put me through to exports. iIBE&HiEHOER.
EAEl=t=) export H[O

_________ ® | hope | didn’t catch you at a bad time. HE;8E$THAR.

A: Hello,l hope | didn’t catch you at a bad time. May | speak to Bill,
please? &y, HLERBITINIR, EILAAOLL/RIGIED?
---------- B: I'm sorry, but Bill is busy. 18#k, tb/REIFERIT.

.......... @ sei—wwome

B=INE
""""" Secretary: Good afternoon. DB Company.

_________ Brown: Oh, good afternoon. May | have the pleasure to speak with Mr.
Johnson?

Secretary: Who shall | say is calling?
.......... Brown: It's Juana Brown.
Secretary: Please hold and I'll see if he's available.

--------- Secretary: I'm sorry, but Mr. Johnson just left the office.
_________ Brown: When will he be back?

Secretary: He won't be back today.
""""" Brown: That's so bad!
......... W T, XERDBAE.

FRBA: B, THF, EoLUBLEHEEIREIEID?
"""""" W bie = ivard
......... HRA: KA - 8.

M TS, REBEBEMREENRE.
---------- W RIE#, |HAEERNBFINE,
_________ BA: b+ AR IRRERIR?

B HESEKAKEXRT o
""""" HBA: =V =Y
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BT BBV ERIFTERIERRAS, EITBIEHARSRIOE! SHBIEDEE
BERREIBHINEIER . BPA, AEFLIRMBEEIRERIEIR? IRABIBEIRI S AR
&, AJLAERED) “ISHRMML? 7

—GHEERING Z R R N S

B SRR, ARETLIXFRR
Who do you wish to talk to?

J

Op) wnopeEa VRN

call back [EIEEiE redial &tk

call forBx& talk to sb. FIEABEIE

on behalf of {t%& in behalf of ... A7 --AIFIzE

hang on ¥TEBIERTAERT hold on &%

available R convenient S {&HY

later—=)L
@ Fnoosw
BENEA

REEBIERT, BAMBERNER!
® Hello, Lucy speaking. May | help you?
1ReF, RETEA, BOBTARERBRRY?
® This is Mary calling from Beijing office.
BRI ELR0IB.
® Hello, this is Lily from X Company. May | help you?
147, BEXATNFIF] . BHAREBEAING?
® Hello, Willson Toy Company.
189F, BURFIELE.



........................................................................................................
........................................................................................................

IART 75 =itk
""""" BENEXN A SMET, ROzaahaang?
--------- ® \Who is that speaking, please?
B2 M?
® \Who is that calling, please?
BaEE?
--------- ® Can | ask who's calling?
......... oIl — TR 2iERE?
® May | have your name, please?
Basay?
""""" Dk
------- XIGFIREBIE, R5E) it !
.......... ® May | ask who you are calling for?
ALl — T EEHaEE?
® May | ask who you wish to talk to?
""""" SIS IREE?
.......... ® May | ask who you wish to speak to?
eSSBS
® \Who in particular would you like to talk to?
""""" IRABFRI— R
---------- ® \Who do you wish to talk to?
TSAERIBLEIR?
HOHMEXHERHA
ARG FHAIRARIR, ARETLUXFER
® This is Black speaking.
---------- £ p i E
® Speaking.
® Susan speaking.
---------- K27 -
---------- i ERIER T LA
Hello, X X company.
Hello, Mary speaking.
Hello, this is Mary.
""""" Hello, 123456.

..........

..........

..........
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® Hello, | am trying to reach David Hacker.
&y, EHRKXT - I8,
A: Hello, How may | direct your call?
B4, BRI EARREEXEBIE?
B: Hello, | am trying to reach David Hacker.
B4F, WEHKKE - 155,
® Who are you looking for? i&iaf&kit?
A: Who are you looking for?
B
B: | would like to speak to Mr. Sato.
AL,
May | ask who you are calling for?
Who do you want to speak?

® Mr. Li, you are wanted on the phone.
kS, (RRUEIE.
A: Mr. Li, you are wanted on the phone.
L, RAURBIE.
B: OK, thank you. IF#9, #H5t.
Here's a phone call for you. BRRIEEIE .
Someone’s on the phone for you. BIRAYEEIE .

® I’'m looking for Dr. Li. Is he in?
BERZFESE. EnthER?
A: May | ask who you are calling for?
B EREHE?
B: I'm looking for Dr. Li. Is he in?
HIEEE. EothEn?

May | ask...?

HaTLAg—T e 5? (EEEetiaard B EHERNRE. )
® |s this the Sales Department?
XERHEPID?
A: Is this the Sales Department?
X R HEERNS?



B: | beg your pardon?
.......... A, EHIE—E.
__________ Sales Department 452
__________ ® Whom are you calling? #&mB{z?

__________ A: Hello, is this 010-86128810 ? #&#F, XEZ010-86128810137?
B: Yes, whom are you calling? 289, ZHmz?

To whom do you wish to speak to?

"""""" @) ses—rakomR
B=XHE
Bob: Hello, this is Bob. Who is that, please?
Anna: Oh, hello, Bob. This is Anna from DB company.
----------- Bob:  Hello, Anna. What can | do for you?
Anna: | just want to clear up a few details of the exhibition we're organizing.
Bob:  Right. What do you need to know?
"""""" Anna: | just want to know how many companies will attend the exhibition.
Bob:  So far, we got 83 who booked up, and we might get a few more.
Anna:  Well, you'll let me know if you get the exact number, won't you?

"""""" Bob: Il email you as soon as | know.
........... izh: (RYF, 2RI, BSIEEBN?

R B, REF, 883, FHEREDBASRILM.
9z RYF, =B, BBt ASEE?
----------- R EREBMERNEEARNESI—2AT.
89F): W, REREA?
=i BRIEESOATSKRERE.
"""""" i0%h: FIERIALE, BB REMIRMT, ETRITEESEIN—E.
Zi: B, FHREHIINEFIHREEREK, JIRXI?
iF). F—ANEMSREMERIR.
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[  OOPS!NG !

TREXBESNNERFEFRE—HEZNEN, FREFASMEINEDSE
T EERDNERBELMAMBREICES T, RARIL, TERS. BSILRE—
£, “BALIESIE? " E2—O T HER%E

—miESAING

HENGEHESEENUES, BRERME :
Can | leave a message?

@ FNG%&ia

message B leave a message B{E

take a messageEHE call sb. back 85 A[GlEB

repeatESE as soon as possible KR

make sure {RiE promise 1Rk

voice mail IEE®ES check the voice mail BEIESES

pass a message & E8B= phone number EB1ESH3
ﬁ L T A A i R b AR
=58

I EHAIARERS, AghEngE, HhHEPOEILE.
® Do you have a message?
FERBOEME?
® |s there any message?
=EE=WE?
® Do you wish to leave a message?
{RIEBAENE?
@ |l make sure that he gets the message.
HRIEMEKEXTES.



