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Making a Business
Phone Call
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Objectives:
By the end of this unit, you should be able to:

® understand the etiquette and techniques of making a business phone call;

Y Ny Y SNV

® master the useful expressions and sentence patterns in making a business phone

Mmmmmmvz

call;
® carry out telephone conversations independently ;

get some extra information about oral tests. ' §
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Part 1 Warm-up Activities

Guess what they are talking about on the phone.
Picture 1

Tips:

make an appointment;
sales representative ;
assistant manager;
sales contract;

terms of payment;
letter of credit;
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packaging directions;

insurance
Picture 2

Tips:

sample ;
evaluation ;
unit price;
bottom price;

purchase ;

place an initial order;

deliver goods
Picture 3

Tips:

arrange a meeting;
schedule ;
entertainment ;

negotiation ;

settle
Part 2 Background Introduction

ERRAIRG, BR/ATRES AWE, FIIZERITRIEN2ENE, 7RI Rd
W, EEZEATRER B ETE, LU LA BT R i 5 s A 5 R LA

iR ALY

1. “{FEFL=" R

ERERFENRE, MRIER, Sl sEse; EEERSBL =505
DT, WERSHBHRN, HUARBEE T AREHABNE S,

2. MSEEMRIE

ETEGE, EWEER, HAMEE, REEMEIT. MIMEEMIR L AL
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3. B EIEH

TR ARTESRA BRI B IERT, RS HMERANTE, FHiRRIXIT%E
4. FLEREN

NAEXS R IE UG A TS, DR¥EE,

TR ALY

1. BESERRE

SR BEFFAEX 7 IR SRR B IR RIT RS . RIFARERY——KRITEE, W
KX BRI A F W RMRE . WAELEX T RE FHEMRTLOBhTRIE

2. EBHRKI]

EFIML A CHBES, KRNI TTHEE,

3. BEREEMEE

s ARNGE, R ENEXS i A CITRER B, RRGIRITIR, Elk 55
W, ANEREER 3 AT REATHRN, EaE 3 S R s A A e T K.

4. FLEREFEN A EBERGR

WREIR I AARTERS, AT LAEHELS E T, 500 X 7 ) A1k 2R A ] s Rl AT REEBR A% B
T, WATLHEREE .

Part 3 Useful E

1. RiEVFENRAARERIE

Just a moment, please. HE%EH %,

Hold the line, please. I'll get an English speaker. iF HI#EW, WL~ SR FIEMA
*.

Hold on, please. I'll get someone to the phone. iHEF— T, LA AKX,

I’m sorry, I don’t speak English well. I'll have an English speaker call you back later.
May I have your name and telephone number? fR#iik, I B RBATF, REWAISPFHE
ERARE FHRIESRR. HE TEROES KBEESH,

2. BRIENFIFHE

Good morning. This is Zhengtai Trading Company. May I help you? B%, X B RIE#
R Anal. RER BRGNS

TREW DS
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Good afternoon. This is Da An Commercial Bank. What can I do for you? 4%, XH
RARZEIERIT. REENERTG?

Pioneer Electronics. This is Mary Wu speaking. SE8H £, B2 2LH,

Hello. Overseas Sales Department. Daming Wang speaking. M2, #A/NEN 3. BEF
.

Hello. This is the Wang residence. M, X H 2 F/ME.,

3. BEXMAHEE

Who’s calling, please? %52 HF{ 2

Who’s that speaking, please? i [r] & Ml{i 2

4. WiEHERE

Who do you want to talk / speak to? i) $& M {37 ?

Who would you like to speak with? #$&Bf{ 7

The name of the person you are calling, please? i 7] 32 1 A& ik k42 2

Who are you calling? #REEFT 2 7

5. FTRIEERMARAES

This is Mike speaking. F¢mi 20 7,

This is me. FHELE,

You are speaking / talking to me. FEEEMEEIRMA

6. FTRIEEFERNARE

He’s out. / He’s not here right now. fhiHiZ 7,

He’s in a meeting right now. fth#7E F7E 2.

You’ve just missed him. / He’s just stepped out. {43,

7. AR AREERS

Would you like to leave a message? %32 =152

He’s not available right now. Can I take a message? fIRFEATE, AT LIESREAIE
g7

8. ERMAEE

Q: Can I leave a message? & a] LB 4~ iE0L 7

Al. Yes. Go ahead, please. #] LA, iFif,

A2: Of course. Hold on for just a second so I can grab a pen and paper. 4%k, R§%5E—
T, iERETFTRE,

A3 Sure, if you can excuse me for just a second. Let me find a piece of paper to write

it down. X8R, FHEMERZ], IERRKES Tk,
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9. BEFERMFEBE, ERiIFME
Q: May I leave a message? I HER B NiE 7
Al: You know, my English is not that great, and I don’t want to miss anything.

Would you mind calling back later? I'm sorry. FHHE XA RIEH LT, BAEIFHEEME
Bo B BEMEBITRWG? RIBHHK .

A2: If you don’t mind, could you please call back and leave a message on the

answering machine? My English is not very good. HIREAN B, BB IFEEIT —WKIHE
ZRILEBEF? RNFESCRRIRETF .

Part 4 Sample Dialogues

Dialogue 1

A Hello!

B: Hello. Is that 99279867 I'd like to speak to Mr. Wang, please.

A: I'm sorry. Mr. Wang is out right now.

B: May I know when he’ll be back?

A T don’t know, but he will certainly be back for lunch. This is his wife speaking. Can I

take a message for him?

B: Thank you, Mrs. Wang. Please tell him to be at the airport one hour earlier tomorrow
afternoon.

A: OK. T'll let him know as soon as he comes back. But, may I have your name, please?

B: This is Lin Ming. Thank you. Bye.

A: Good-bye.

Dialogue 2

A Good morning.

B: Good morning. This is Li Gang speaking. I'm calling from New York of America.

A: How can I help you?

B: I'm trying to get connected with Mr. Chen. Is he available?

A: I'll just find out for you, sir. Hold on please. (After a moment) Hello, are you still

there?

e MR DS
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B: Yes.
A: Unfortunately, Mr. Chen is not available at the moment. Would you like to leave a

message?

B: Yes, would you please tell him I called and ask him to call me when he comes back? My
mobile phone number is 12937908263.

A: OK. T'll tell him. When is the suitable time to have him call you back?

B: Anytime. That’s very kind of you.

A: You’re welcome.
Dialogue 3

A: Hello, is this the China Mobile office?

Yes, it is. What can I do for you?

: I want to change some services on my cell phone.

: Please tell me the services you want to change.

: I would like to cancel the 6 yuan SMS package and get the 10 yuan one instead.
: Okay, your plan has been changed and will take effect next month.

: Thanks.

> T > w > w

/" Yy

Learning Focus
1. BBEEARKIINAER “I'm...”, fWE “Thisis ... speaking. " @37
WAL AREH “Who are you?” M “Who's that speaking?”

2. take a message for sb. ZFEAH O

3. leave a message BEO{E

4. hold on FIEFEMTEIE, HiF

5. hang up M IE

k6. cell phone / mobile phone F4#1, BB IE )

1. Complete the following dialogues.
(1) A: Hello. (®AE5-..... i) Yolanda, please?
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(2)

(3)

(4)

2>

v

A3

> m>we>wew

D> W > W W W > W

(FEM M, HIEEHL), please.

: Thank you.
. Sorry, but (M BFEARTE) .

(4 BE%E & 4h) Tom Gray called?

: I'd be glad to.
. Hello. (BMEE5...... i#i%) Miss Davis?

(FErfth, HIEEHL), please.

. Thanks.
: She’s not at her desk right now.

(#RBE¥% 45 th) give Doug a call when she gets back? She has

my number.

: Sure.

: Hello. Is Marie Ward there, please?

: 'l see for you. (FERNEEDL) .

. OK.

. I'm afraid (M BRAEARTE) .

: Could you (At~ 015), please?
. Yes, of course.

: Hello. Ticket Booking Center.

. Hello. . (FAEFAIT) a ticket to Tibet.
(fafB}) do you want to travel?
: This Friday, please. It’s July 21%, right? I want a (LM en
EE), please.
: Yes, July 21%. OK. What’s your name, (H#izik) and phone
number?

: David Smith at Rm. 508, Fanli Mansion, No. 19 Chaoyangmenwai Street, Chaoyang

District, Beijing. My (HIESRE) 13723237890.
OK. The ticket will be sent to you tomorrow.

2. Make dialogues with your partner according to the given situations.

(1) Mary calls to speak to Mrs. James, but she is not in. Mary wants her to call back.
(2) Miss Li calls Holiday Inn to reserve a room for Mr. David Smith. State clearly detailed

conditions and ask about the rate.

CE R R R




appointment with Mr. Liu to talk about the sales contract.

Discuss the following topics.

Part 7 Extra Information

2 EEPRRG S EEF LD (—%) B

(2EERRFITENESRAN) Pt iEHRKeiESChRENER . “fe
FEHHER . SWEHE, g . LEBKR . IMEBER SR S E S P TR . Kk
HE . Wi, RESRIFHEFSTERNS, EMRAEIL, WA, HR%E."
—. OEFRERINSE
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(3) Mrs. Black calls a dentist’s to make an appointment.

Part 6 Oral Test

. What are the advantages and disadvantages of the Internet?

2. Do you write e-mails? What’s the difference between a letter and an e-mail?

(4) Wang Gang, a sales representative of ABC Trading Company, calls to set an

;JQ 2

&

R =AFrBed, FEMLL T I mgtfrEsr.
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