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Inquiry about hours
=INGIE=ATRE

Top Sentences BaFf|5)

Could you tell me your hours, please?
TREE S IRB AR A9E b it ) 1T

(vore}  IRIEEZH B %+l (Business Center), H AT i@ HES
18, TRESPONBEER, HERELBSTEN, B
5BEBHE,

Words & Phrases

£195194

1.inquiry [in'’kwaieril n. i8], #7707, Bz

2.business ['biznis] . AR B 8%
3. center ['sents] n. Huls
4. How may I help you? BEREMH 4 HREEHALED,
5. daily ['deili] adj. HHAKY. BEM
adv. FH, BE
6. You're welcome. rTER,



Using Stage NI FE 41

: Good morning, Business Center.

: Hello, do you speak English?

: Yes, 1 do. How may | help you?

: Could you tell me your hours, please?

: Yes, we are open daily from 7:00 a.m. to 9:00 p.m.
: Thank you.

: You're welcome.

: Goodbye.

: Goodbye.

A fR¥E, BEHLD,

B: fRYF, fREEVIIEIEIG,

A: B9, REENIIE. BRERTAEDE,

B: {REEEFEIRMAE LA (87

Al FY, BINSRMNELHNERZR 7 689 /.,
B: g
A
B
A

> 02> 0> 0>0 P>

CRER.
 BR.
B,

Useful Sentences Birgnl

(1)__This is the Business Center. I'll transfer you to the Sales
and Marketing Department.
XEZE SO, RAGEATIHERH.

@ _I'm sorry. Could you hold a moment, please?
HAE, EieF—&ILG?

EHE -0 -

B



Taking a message
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Top Sentences B2EIBIG)

Hello, may | speak to Sheila, please?

ReF, FHEMBRIED?

BEATRBEHFHOMEAREGRER, NRITRERERTE
ARA, TRULESHLUHBRSARBHECES, HRii—k

2
-2

Words & Phrases
&5 51348 @ 5

1. take a message
2. speak to sb.
3. be away
4. be off
5. page [peid3] n.
VI.
6. leave a message
7. as soon as possible
8. be with someplace
9. as soon as

10. make sure

BE
S5RAHE
&
ERR
il
BB
BE
FERLFTREE
IITEATS ,'it

FEOY; fERF



Using Stage ZEE S
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: Good afternoon, Business Center.
: Hello, may | speak to Sheila, please?
: 'm sorry, she’s not here right now. Is there anyone else

who can help you?
B: No, thank you. | need to speak to Sheila.

: Would you like to leave a message?
B: Yes, please. This is Lynn Turner from Parchment House.

Could you ask her to call me as soon as possible?

: Certainly. Would you spell your name for me, please?
: L-Y-N-N, Lynn. T-U-R-N-E-R, Turner.

: And may | have your phone number, please?

: 2835-1440.

: 2835-1440. And you're with Parchment House?

: Yes, that’s right.

: Okay.

I'll have Sheila call you as soon as. she returns.

R, XREEBS .

CRSE. REEFTBRBHED,

AR, WHMESE., BELEHEMA
CAAT., B, REENTRE.,
 BEBE.,

=0, FER. REERSHRENBHRK, RELIHBR/K
HIREEIED ’

DEHRAR. GREARPS-THEMBED,

L-Y-N-N, #. T-U-R-N-E-R, #5#4,

FEEENRIESBES )
: 2835-1440,

bif 88 L
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A: 2835-1440, BEMNERELRITITRA, X0?
D BH. R,
A 3R, SR —ER, Bl theSEITEE.

: Hello! Is this Business Center?
: Yes. Who's calling?
: This is Andrew. May | speak to Mr Brown?

> o> o >

him tomorrow morning.
B: Would you like me to have him call you back?
A: No. P'll call again later. Thank you. Bye.
B: Bye, Andrew.

E& AR BERESHLOE?

C 2. R2iE
CHBEREe HHALSETHIED,
DRI, BAE. REBIDED,
D BITRIEEMBR EFRESTHEMT,
FiLfhesfRITRIE, 137
AT, BE—=JLEITR. iR BR
BR. RE®.

T>PWrE>E

: I'm sorry he’s out. Can you leave a message for him?
: | called to ask whether it would be all right for me to visit

Useful Sentences EipgR

(1) Could you tell her to give Jim a call when she gets back?

She has my number.
AEEEME R IE S IRA F T RIS, RERAEIESH,



(@) _Would you ask her to call Larry at 936-2563?
EEIL SR T RIEFS? RiFSIE 936-2563.

Q I'm afraid she is not available now.
EAAMILTE o TE

(4)__I'm sorry, she’s still tied up.
AR, MLBHITERIE,

&) Do you mind if | leave a message?
BEAZ AL

6 Kate is away from her desk right now.
BLEF AN FERI RGO |,

@) __Sheis off today.
A KK R,

(8 _Would you like me to page her?
FEAERGT 47

@ _I'll make sure she gets the message.
KRR E S,

o g8 L



Putting caller on hold
BITBRIENASHF

Top Sentences E2EI(IG)

Oh, I'm sorry, she’s on another line. Could you hold a
moment, please?
B, NARE, BEEEAM—BIE, BESF—2ILD,

(Notej MREANEMLEFBLIE, REARNEITHBIEN—ITEEH
B B TUBBMEANRABERCR—EAXES. NERS

Words & Phrases

41951948 & S

1. on the line TERERIE

2. hold a moment R

3. tie up a4

4. continue [kou'tinju:] vi. & vt. 4k%E

5. actually ['aktfusli] adv. =X E, XFFE
6. have one’s name HE PN £
7.textile [teks'tail] n. 4 5

8. corporation [kopa'reifen] n. AT, ik

e 8 o



Using Stage NI PR 245

>

: Could | speak to Rachel, please?
B: Just a moment please. Oh, I'm sorry, she’s on another
line. Could you hold a moment, please?

A: All right.

B: ...'m sorry, she’s still tied up. Do you want to continue to
hoid?

: Actually, no. Could you ask Rachel to call me back?

: Certainly. May | have your name, please? And your
number? ...All right. I'll make sure Rachel gets the
message.

o >

m A: REMHDRHIZE,

B: BAEME, B, WAL, MEARSIIM—IEIE, HES—

2)LE,

A: 3708,

B: oo NAE, M SFITEHEIE, SR E%ESD,;
HARBET ., RELBRUIRASRITERD,
B: HATL, BEEHRYE. SHBIESBE, W, BRUE

MEETEE.

>

A: Hello!

B: Hello! May | speak to John Smith, please?

A: Who shall | say is calling?

B: Zhang Hong from Guangdong Textile Import & Export
Corporation.



?% A: Hold the line a minute, Mr Zhang. (To Smith) John, you're
-

73

&

wanted on the phone. It's Zhang Hong from Guangdong
Textile Import & Export Corporation.

Y

DR OERAY - WA,

DFEBEW—

RMKE, BORGAKFLOAIM.

DikkdE BE—SIL L ENAY, HRIFHRE, B R
R EFEE O ASNHITEM.

‘»i.
J’jl

>0 > >

A: Good morning, Business Center.

B: Would you connect me with room number 235?

A: Hold the line, please.

(ringing, but no answer)

A: Hello. No answer. Shall | take a message for you?

B: No, thank you. Instead, could you make a paging? He must
be sticking around in the lobby. His name is Mr McCoy.

A: Just a minute. I'll put you on to the bell captain.

C: Hello. Hello? Bell captain speaking. May | help you?

B: Yes. Would you get me Mr McCoy on the phone? He is
supposed to be around the lobby.

A: Yes, sir. Hold on, please.

D: Hello. This is McCoy speaking.

m Al B, BEH.
B: YREEFSHIE 235 55,
A EREIEN,
(#hy, 12 B AE)
AR, SRARENT. RETEBRIER,

o 10



B: . Wigt, BIRIEMES E—T th—FEBEKRTH. fb 3

M E L, "
A ERE—2 )L, RRRBT, 4
C: Mg, "Ry BREWI. REDNHRNTEG, =
B: 2. REEEEEREARWRIED, BZEXTHE, &
A SREY. Stk BRIEERT, A
D: 18, HREEER, I

Useful Sentences Biagnl

(1)_Excuse me... (When call is finished) I'm sorry. (If you
can’t remember exactly where you left offy Now let's

see, where were we?
AL (LT TIMAAE, (o RERTF R F 693K 35 3% 2R
IOVBAELLIRAEARE, SR ARSI IL T2

(2)__Hold on/ Hang on, please.

@) _ He’s just gone out. Would you like to ring back later?
Rl 2. PREERRERF & LT R?

(4) Canltake a message?

AEAIRE A FME?

B Thank you for holding. I'll transfer you now.
AR R, IR e 3,

e 11 e



