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4. dmsuering Fhene Clllls E30riET

@ Getting Phone Calls #£HiE
A: Hello. This is ABC Inc. May I help you?
R,X R ABC A F, REEA IR G?

B: Yes, I'd like to speak to your sales manager,
please.

R, BAR B R 8L %5 2 HIE I

A: May I have your name, please?
HEIRE 7

B: Yes. My name is Jerome Dudley.
RS K - #L7EF

()1 ca/m’_t hear you very well. Please speak a little

lopder.
HRHFERITAERE, HFRKE— Ko

(2) Please speak a little more slowly.
HHEREE— A

€ When the Person Cannot Answer the Phone
TR T EBIE

A: I'm sorry, he’s on another line at the moment.

XA , At IE7E BT 5 B I

oA M BH B o6 &8

.
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B: Well, then I'll call again in a little while.
8, B2 BRA )G BT R,

(1) ’m afraid he’s in a meeting now.

BHMRAEEEFZ,

(2) She has someone with her right now.
WHREFZE A

(3) I'm sorry. He’s not at his desk.
AR, i AFE AL E

(4) I'm sorry, but he’s out of the office now.

AR, REREDAE,

(5) She’s not here now, but she should be back by
3:00.
WREAEXE Bl &7E 3 S 80ETER,

(6) I'm sorry, but he’s gone home for the day.
AR, MEERET

(7) She’s out of town on a business trip. She will
be back next Monday.
WHEAXIMEET , MEET EH—EIR,

@ Connecting Phone Calls ¥ i%
B: Could you give me the international division?
HREREE AT G?

A: Hold on a minute, please.

EHRME,




(1)I’ll connect you.

RRBRHE

(2)T’ll put you through to Mr. Chen.
REFRBEEREE.

(3)I'll get him for you.
RRAIREE.

@ When You Are Speaking X R 15 Bt
(1)This is Mr. Chen.
RERREE,

(2)Speaking.
Hiko
(3)This is he.
R,

BA Nb oM B Of d&B

@ Asking the Caller to Call Again
ERNFEITR
(1)Could you call back in 30 minutes?
EREE 30 805 BT R IF G 7

(2)Would you call again tomorrow morning?
BRAX T FEITRFG?

(3)Would you mind calling back in the afternoon?
THFEITRENEG?
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@ Notifying the Caller of a Wrong Number
HEAXAITHESHE
(1)I'm afraid you have the wrong number.
BHRITESHET .,

(Z)Ybu must have dialed the wrong number.
R—ERITHESHT .




2 Tubing o Missngs ZTE

@ Taking a Message B 48

A: I’'m afraid she’s tied up at the moment. Shall I
take a message?
R BT N TS 5, R 8 D{FES?

B: No, thank you. I’ll call again.
A, R, RESBEITR,

(1)He’s in a meeting right now. Is there any mes-
sage? :
R EAETF &, EHEG? 7

(2)Would you like to leave a message?
HREREAOFG?

(3)Would you.like me to tell her anything?
HREREEMH AFG?

. (4)I'll tell him that you called.
REeGETRlIRR S B TE,

G N> B OBt OA &8

4@ Asking for Spelling of the Person’s Name

ERBaF
A: Could you spell your name, please?
A F O — T a7
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B: It’s J-E-R-O-M-E D-U-D-L-E-Y,
£ J-E-R-O-M-E,D-U-D-L-E-Y,

(1)How do you spell your name, please?
BRI 2 F BHEBFER?

(2) Could you please tell me how your name is
spelled?
BREFRKRKEFEEDHTG?

@ Asking for Phone and Fax Numbers
ERGBRENRASH
(1)T’ll have her call you. May I have your phone
number?

REIEMITHRIESR, B RRK R ESH?

(2)T’ll try to contact him. Does he know your
number?

RSB BBREA, M AER K SEE?

(3)I'll have him fax you. What’s your fax num-
ber?
ReM RIEEAR, BERFEHERSH?

€ Having a Person Return Communication
EAESHIE
(1)I'l have him call you when he’s available.
it z5 PR A B4R SRR Y Atb T BB IS SR AR o




(2)Shall I have her call you as soon as she’s back?
s — [E1 S R ) e 4T PR 3 8 AR S 1 7

(3)I'll tell him to fax you as soon as possible.
R i R 2 ELA1R

(4)If it’s urgent, you can call his cellular phone.
WRA B IR IT A B B H i

(5)He carries a pager, so I can have him call you
back.
a4 A AL P, B LATR 1T LA Al 28 % B0 B 3

(6)I'll have Mr. Chen e-mail you the information.
RIS i FHR AR X 0y BERHE £ 4
o

GA Hb o Bt o6 &8
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