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Unit 1 Telephone Calls
HLSIRR

A: Fengyi Textile Company, Su Li speaking.

B: Hi, Miss Su. It’s me, Anita from ABC Company.

A: Oh, hi, Anita, it’s nice to hear from you.

B: Our sales manager Mr. Jonson has received an invitation to Beijing from you, can I have more
information?

A Yes, we have invited managers from several companies in the United States. It’s kind of
business travel.

B: Oh, so you will book the ticket? :

A: That’s for sure. The ticket is in May 10th next week,and we will receive him in the airport.

B: What about the hotel?

A: We are responsible for that too. He will live in Hilton Hotel.

B: How long is the trip?

A: About five days.

B: OK, I will arrange his schedule here. Thank you.

FRGEMAT, BRI

REF, F/g, FJE ABC 2 a2 et .

REF, Z24ess, MREDERIIRI IR,

TAVA A RARL R T A F LRt i%Rs, Horbl T — FRAGE Rw?
M, BATEW T REILANAF ML, - — KR 55 HAT .

BT MR S B3T3 2
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8K, ERTAS A 1058, RIMONSEHSEN.

A:

B: JREIENE?

A: BAMRATHELE, Ao EER /R .

B: XAMRATAMZE AlE?

A: KEEFR K.

B: ), RETHFMAXARATRE, BHER.

ziP) (Word bank)

A: Good afternoon, ABC Company.

B: I would like to speak to Mr. Jonson.

A: I am sorry, sir. He has gone to China. Would you like to leave a message?
B: Yes. Can you tell him Bob White called?

A: And your company name, please.

B: MT Textile Company.

A: Is there a telephone number where you can be reached?

B: He can reach me by mobile phone and he has my number.

A: Thank you, sir. I'll tell him you called.

B: Thank you.

A: ABC 27, FHUf.

B: AL,

A: MAE, k4, hEPET. BEEETY?
B: 2, EE bR RS,
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A2
MT SiA T

ST R L 2

7T A BT RF AL, A RIITFHLS .
. R&EVRARIEITIE .

8.

??E"?FFE’

VA3 (Word bank)

Textile SiE 0 ' mobllc phone %JB]. 7
Reach - (’ﬁ'iﬁﬁﬂ%v@) ﬁ%l: (%)\) i

05 /Ma] (Useful sentences)

o i would hke to speak to Mr. Jonsan AR Jonson £,
2. Would you. like to leave a m@ssage" mEHEG?
3.Istherea telephone number where you can be reached" @ﬁﬁ? %ﬁ'@"

Conversation 3

This is Robert Jonson from ABC Company. Can I speak to your Director?
Mr. Liu is not in right now. May I take a message?

Yes. Could you ask him to call me at the Hilton Hotel, Room No. 6317
Certainly, Mr. Smith. Hilton Hotel, Room 631?

: That's right. Thank you.

eEPEPRER

fRiF, FiE ABC 23 F) [ Robert Jonson. 15 4RA1 51 57 AWTHLTE .
X EAEMERE, BEAERT?

U, VR A AT HE B A RIS 631 B Al kdk Ik, Urng?
B, SEWEA . AR 631 prla], Xfng?

W, BWRE.

>ErEp

HICARE (Word bank)

speak to Rl (BEA) #HE  director MEFA message 15 8.




EYE Y ub

B /M) (Useful sentences)

1. Can I speak to your Dlrector? IR 4 3 A R
2. Mr. Liu is not mnght now. XRAEMENTE.
3Ma I take a message? @%T%@Z? i

Conversation 4

A: ABC Company, Anita Lee speaking.

: Hello, this is Bob Liu from Shanghai.

: Oh, hi, Mr. Liu, it’s nice to hear from you. May I help you?
: Yes, could I talk with your manager Mr. Smith?

: Sure, sir. Wait a minute, [ will put you through.

: Thank you.

: Hello, Bob.

: Hello, Mr. Smith. There will be a trade fair in Shanghai next week. Are you interested?
: What is the trade fair about?

: Oh, it’s about clothes and cloth.

: We are looking for new cloth, you know. It’s just in time.

: So, you will come, do you?

: Sure. I will ask my secretary to book the ticket for me.

: Ok, we can offer you ticket for the trade fair.

: That’s good. Thank you.

AW oOowmaoOwoOwaoOw» wr»w

ABC a#], RELYIE.

PRUF, Bk B,

PREF, XISEA. JEE @ XEBIIRIHEIE, IRAEEANEHETG?
AT LURIRAT] 52 % iy 20 B3 151 ?

MARATLL, e, EMSE, RABET %,

A .

PRuf, .

PRuF, REmWEAE. TREEE MENS, BH 82
R R THAm?

B, T AR .

PREEIRA ] — HAEFIRBA R, XA B SRR IE %
Bk, ek, 2?7

MR, REILBRMBPARITE,

9?5??5??5??????’??
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B: 4], BATATLUONERPRE 015
C: MARLFT, BHER.

WAL R (Word bank)

Dﬁd\g (Useful sentences)

A: Hello, finance department, can I help you?

B: Hello, David Smith, please.

A: I’'m sorry, but you’ve got the wrong number. He is transferred to sales department. I’ll try and
put you through. His direct number is 69594848.

B: Did I not dial that?

A: No, you rang 69595848.

B: Oh, sorry to have troubled you.

A: No problem. Hang on a moment and I'll put you through to David’s extension.

B: Thanks.

PREF, WMHAL, TEeAERETGE?

WER—TFKRI - eEH.

ik, BATESET, MiABMEEET . REEELE, W EKR SHEE 69594848,
HEIE AT AR IXAN 515 2

AiE, BITHIRZ 69595848,

R, HIEK, LETEVRBRIOT o

BH, WME—F, REEEIK DKL,

R



LHAFRIBOE

HLHE (Word bank)
finance department J¥ 55 4 - transfer I
dial 5 50 - extension #MHl

Hi&/ha] (Useful sentences )

1. Ygil’ve got the wrong number. fETHISHT.
2. He is transferred to sales department. fliiZI#8&5#% 7T .
3. I'll put you through to David’s extension. F&F#EHFIA LI HL.

: Hello, technology department, may I help you?

: Hello, this is Lining. I need to speak with Allen.

: Hold on, please. I will put you through.

: Ok, thank you.

: Hello, Allen. I have something urgent to tell you.

: Hi, Lining. What’s wrong?

: One of the robots you installed for us last week didn’t work. The engine is broken.
: Bad news, we can fix it for you.

: When would you come?

: As soon as possible, and I would take two engineers with me. Maybe tomorrow.
: That’s good. See you then, I will receive you in the airport.

O WwWOQOwOQOwWwOQOwWww» W »

: It’s nice of you. Thank you.

PRbs, BoRER, W R FBEN B4 ?

Raf, TRFT . RAELIME.

WM, REeEELE.

LR,

Ref, EAe, BAIFRBHIFN &R,

REf, 27, RAEMALHT?

PRI E RS BAT B AT — N REPUAT -
FRADIHE, RATTALEE

PRAT 2 B % I SR W 2

Rtk RSP LREIMRE—ug .

g LPLOYIE YL
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B: Ui, MR, FENIZEAR.
C: fRKLF T, Wl

HCH R (Word bank)

technology department ﬁ*ﬁl ' ~ robot HLAEA
install ﬁ% e - engine RENHL

Hi&/pa] (Useful sentences )

1. I need to speak with Allen. ﬁ’?ﬂ?ﬁjﬁﬁ

2.Hold on, please. #f%. o .
3. I have something urgent to tell you. &ﬁﬁ‘% %‘-E‘Jgﬁﬂ‘ﬁ%
4. We can fix it for you. A0 LL4EE .

JARH4] (Typical Sentences)

1. You must have the wrong number. #i—EFTH T .

2. Sorry about that. X ANk, A#FE .

3. I must have dialed the wrong number. & & T4 G T .
4. I’'m sorry, you’ve got the wrong number. 7R+T% T .
5. Sorry to have troubled you. Z5#E T KA, IR
6. How can I help? fig 0 #8%4575?

7. Can I speak to **-, please? iffk---- B

8. Who’s calling, please? J&MF—17?

9. Please hold on. if%lfE .

10. I'll just put you through. FAHFHE/R#EA .

11. Who shall I say is calling? &MF—47? AEHEFT KA 2
12. Just a second. % —4 Lo

13. 'l see if he’s in. FAEFHMAEALE.

14. Hang on a moment. /5% .

15. I’'m afraid he’s in a meeting. XA, fhEFEF 4.
16. Can I help? IR A1 ?

17. Can you call back later? #EREIL—2 4Tl KNS ?
18. Can I take a message? %284 /> 14505 ?

19. Could you tell him that? {REEFE F5 A ?



KHABFREDE

20. Can I take your number, please? fgfd & 1) 5 h5 2
21. OK, I'll make sure he gets the message. & — & 5.

A biiilss)

1. He is not in right now. fhIR7EA7E .

2. No one answers in Mr. Scott's office. S HHFEA M TP AZEENEHIE.

3. He's here but he's not at his desk right now. 53 E3E, ASidEAEALEBEAL L.
4. He hasn't come to the office yet. flib#& 2| HAE.

5. I'm sorry, but he is out right now. fRHI#K, fBNIASME T o
B+

1. He is off today. fth4 KK
2. He's on vacation this week. Ath A &AM »
3. He is on vacation until next Wednesday. A {E 2T & =

CIE- g

1. He has gone for the day. fhClZ&:[A] 2T .
2. He's already left for home today. fh L& & FFHIEK T .
3. He has gone home. f[FI% T .

RE R

1. He's absent because he is sick today. fih4 A A5 Bt LAB K
2. He's on sick leave today. fth4> KifwifE -
3. She's on maternity leave now. {7ZEAR 1k .

HZE

1. He's in New York on business. flifE 42 H % .
2. He left for New York on business until July 22nd.
Bz, R 7 A 22 HA R,

3. He is on a business trip. fth 1F7E H % .

REFEARNES
I'll give her your message as soon as possible. FoKf RARMEL AR B = 25 ith
EREA SR

1. I'm sorry. Mr. Scott was transferred to our branch office.
MNAR, REREECEEHBISAF .
2. Mr.Smith took over his job. I'll connect you. One moment, please.

SRR T I TR, Rl AR
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BERPACEHR

1. He left this company last week. fth 4~ H B IFIXFHK A H T .
2. He is no longer at this company. fth QD& ANLEAR A E TET .

HihE RS R

1. Would you please ask him to call me today? FEAAEIEALA RIEIHiHA TR ?

2. Could you tell him to call me as soon as possible? HEASBEIF /B[] Ha 525 7.2
3. Could you just tell him David called? FEANRE S Ykt K Pkt L% 2

4. Could you ask him to call me back? feAGE i fth[F]HL?

5. Please tell him to call Carol at 2233—4455.i5fb k4T 2233—4455 45l i .

T A At T B [

1. When will he be back? Athfa] i [B] 3k 2

2. When do you expect him back? AR5 75t ] B £ [0k 2

3. Is he coming back soon? fih<> 1 |- [m|3knd ?

4. Do you know what time she will be back? /R &13E ith J1. 25 7]k 2

REFRE

1. I'll try again later. &t —% LT K.
2. T'll call again in one hour later. F&—AN/NiJE FHT 2K .
3. I'll call back later. FRAHMETHHT itk

4. Please tell him I called and I'll call him again tomorrow.

i SRS HE, I BRI R S HFT 4

BT IR i

1. How can I get in touch with him? F/EFA GERUBIER ?

2. Could you tell me where I can reach him? W] LL#5 Jf IR /EREA fEFR B 4th e ?

3. What's the easiest way to contact him? {14 7572 A] DL ek Bt 2
4. Could I call his mobile phone? FnJ LAFTfts ) FHLG ?

1. Thank you for the present. It's just what I wanted. SR FIALY), XIERBRAEEK .
2. Thank you so much for the homemade cake. 7 U /R kS .

3. I don't know how to thank you for such a beautiful flower.

HAFEZ TR, XAERKIE.

4. 1 received your gift. Thank you for the lovely bracelet.

BWEMREALD T R AT Z T4 .
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AESHURE

1. You're welcome. Hl| %"«

2. Not at all. IX¥#A 4.

3. It's my pleasure. XZIRMIHEE,

4. Don't mention it. HAEL I

5. That's all right. IX#&A1T4 .

6. No trouble at all. — Fi AN BRI .

7. I'm glad you enjoyed it. FLi& M4A/RUMAFHHE -

HAER

1. Sorry, I didn't catch you. X AN#2, FAEAEEVRULHIE

2. Sorry, I didn't understand. 8Kk, WA

3. Sorry, I didn't get what you said. X ANE, FRBE VTR U6 -
4.1 can't hear you very well. F&Wr A KIS #E.

5.1 can barely hear you. 3&JL-FWUrABIVRBLH .

6. I'm having trouble hearing you. FWT AN 4.

7. We have a bad connection. il G2 A KLS .

8.1 can't catch what you are saying. FWT AN ATE 2 VR UL 15

KA EHEIEOL, JRAT LUEXN T EER 6

1. Pardon? i U — L5 ?
2. Excuse me? i i —li ?
CERAERENARZ S, HHAeSE L, R EmEaEEN, HFHER EE, 8
SE BRI Wr B A rE i s miEN T A CH )
3. 1beg your pardon? FEIFH/RF 13— kNG ?
A SO0 7 D v S A — IR IR B
4. Could you repeat that, please? HETH % Ui — @M ?
5. Would you say that again? /R fEFF i —k " ?

TN UL IR R AP

1. Would you speak more slowly? {/Rfig 8 — g ?

2. Could you speak up a little? RAEFH A/ — Sng?

3. Would you speak more clearly? /K& 5 & — i ?
4. Would you explain more for me? 7] LA A 3R fftRe— i ne) 2
5. Please speak a little louder. 5 ¥F A& — 5.

6. Would you slow down, please? i it 18— filfng?

-10-
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Unit 2 Meeting Guests at the Airport

PLig £

Conversation 1

A: Hi, you must be Mary?

B: Yes. It's a pleasure to meet you. How was your flight?

A: Everything was fine and the plane arrived on time.

B: Shall we go? I've got a car waiting outside to take us to your hotel.

A: That'd be great. Thanks for taking the time to meet me here.

B: No worries. Our company wants to make sure you have a pleasant trip.
A: I really appreciate it.

B: Everything has been organized for you. The accommodation, the transport and all the other little
things you may need.

A: Does the conference begin tomorrow?

B: Yes, there is a welcoming dinner tomorrow night.

A: That's great. It gives me some time to rest and see some of this city.

B: It's already been arranged. I will take you on a city tour after meeting.

W, R TGO ?

AW, AREGE AR, HREE A ?

— B EARRMAL, EHL R HE B

BATATEAE 75 ? S e B EFEZRNFIRET .
AKEFT o R i TRl SROX L

AT BAA R R LIRS R R !
FEAIRIEB

—UIFEL A EARER L T, WSS . 208 T HAE AT fe i 2 A0 ALY
KW RITIENG ?

R, IR MR R .

TR R R EA R P ESU T X BT
Etogwiir T, TR BRI W,

B e e e S Wil
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