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Actual & Instant English

| BEEW | EHNE, |
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551G
— RIS, BT ERIENE— OGN IZ 2B IRAT BN, RAEBIRES , iR “May |
help you?” BB 2F 2XIBBEW GBRTE AR, 2T EFERATENYFUR N INZHE
ITRENTLINTEE— &,
WRFTBIFIRE T S, R — B : WA, HIKE T S8, 7 WREFFTENDIE,
NYESHEIRFRNFIES .
| |

7 5T /I

Tips
1 55 R TR 42 )
1. 3K EL CAHTHREIE
Please put my call through to William. ! Sorry, you’ve got the wrong number.
T TR | XA, RFTE T,
2. EHR MRz - 5. EBEANEE
May I speak to Mr. Black? : Hold on, please.
T LA S s,
3. REEIEIE 6.8
Sorry. He’s tied up right now. E May I leave a message?
XA , IRV 2S ! AT LA S
2
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Business Communication

7. BBIiEHE

The line is dead.
AR — L AR,

73 5 5%

Examples

d5 5=
B =

Background

. . WLPTAT L3 24 A K P L 0 S A1)
He Is Attending a Meeting BRI TR R, AR i o 35 1 6 TF
& BT S ARLIT T i

Secretary: Good afternoon, Marketing

Department. May I help you? Retallebe bl bt bbbl bt -
Cathy: Could I speak to Mr. Smith,

I~
please? ,fmIEE}FZ\A
Secretary: I’ll see if he is available. Who b T, X BT, fef a4
shall T say is calling, please? g9

Cathy: Cathy.
Secretary: Hold the line, please... Mr.

EILFE AT LU sk 9 S e A i A

T WER B MIEATE, GRS
7

GRS Vit

B AL B T SR AR T
23 AT

ELF . AR THE — FIRAT LT
e,

T At AT 2 TR At 25 SR e HL i, e

G e | g3t

Smith is in a meeting at the moment. Can
I help you?

Cathy: I want to discuss with him the new
contract we signed last week.

Secretary: Shall 1 ask him to call you
when he is free?

Cathy: Yes, thank you very much.

N e o

I, Actual & Mstant Fngtish | I



B SRR T

Actual & Instant English

Leave a Message

Jack: Hello, is Peter in? This is Jack
speaking.

Secretary: He is not in now. Do you want
to leave a message for him?

Jack: Well, if he comes back, please tell
him that the cargo has already been sent
to our warehouse. If he is available, he
may come and check it.

Secretary: I see. It is about the cargo.
Jack: Thank you.

SR 25>

Exercises

45 &5
B

Background

INTATHIR R IS B A R Y, AR IE
WAHBEATE, ARVCEA P

co N
: EERE :
U T, B TR :
IR AR A T AR
I fryng I
D R R DR, L |
I KIBEICLECRET, WA |
: I IR0 7% , TR AT i
L RN BT,
| AT ST )

Hold the line, please.

RIS

EI=g—%
B =

Background

/R 5 A5 L T R L
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Bill: This is Bill speaking. Is Peter in?

Secretary: Hold the line please. I'll call him

now.

Peter: Sorry to keep you waiting. This is Peter 5 IBAET, TEME,

speaking.

b7 : AL B LA T 2

715 PUARECRH C 252 il T, R
JE AT AP A S T S R R

Bill: How are the sales for computers?

Peter: They are satisfied with the specification

and quantity, but for the unit price of it, we need

to discuss this with Mr. Clark.

Bill: When do you think you can settle it? Eb 7R A AanHEfets & T kg

45 RN AR IT I A B,
BRI SR I RATIX R,

Peter: Tomorrow afternoon, I’m going over to
his office to have a talk about it, but T’ll try my
best to settle it.

| dialed the wrong number!

Fekut 1 S

Background
BURHT RS HOERAASE - f0 e, R Mk 1

TS R, RS,

BT - ARG, FRARSIRAOHE - 52

B AR, X B A Y AL IR AR - A
T,

BT« XN 5 e A 1 F IS S g ¢

B BERTHET .

HlEF: XRS5 876xx320 M9

BIE ,& 876xx220,

HUEF XONR, RIS TS R4

Ellen: Hello, this is Ellen.

Kate. Hi, I am looking for Albert Kerk.

Ellen: I’m sorry; there is no Albert Kerk at this
office.

Kate. Isn’t this Mr. Kerk’s number?

Ellen: There must be some mistake.

Kate. Is this 876xx3207

Ellen: No, this is 876xx220.

Kate: I’m sorry. I dialed the wrong number!

Sorry for disturbing you. wT,
Ellen: It doesn’t matter. BRI KR,

5
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Actual & Instant English

5 AN mseiE

Sentences

Qo AW =

. Could I talk to Mr. Jefferson?

. Who would you like to speak with?

. Could you put David on?

. "1l put her on the phone. Just a second.
. He cannot take your call right now.

. Would you like to leave a message?

. He’s not available right now. Can I take a

message?

. We were cut off. Could you reconnect me,

please?

. I’m sorry; there’s nobody here by this name.
10.
11.
12.

I think I must have dialed a wrong number.
Is there anything else I can do for you?

I’1l make sure he gets your message.

1. BT LURIZAS 91 b 516 A il 1 e 7
2. fEAR ML

3. IRBEANBELL R T LG 2

4. oIS, ST
5. B BRTEARBESE AR RS

6. TRELFAAS {57

7. MATE , BT LA AR f 5 7

8. FRATHYHLIGMT 1, AT LU TR B e 7

9. Hak , X LB A A,
10. FRAHFR — R TAE LIS T
L1, A 30T LS A i 7
12, F—E S I 5 R 18IS

~

extension
operator

take sb.’s call
leave a message
reconnect

tie up

put through
hold the line

step out

- o o Em Em o Em E Em Ew Em

Actual & Instant English

BRI sas

Glossary

— (81F )24l
— BER

— BEEABIE
— Bofs

— EEHES
— (L% )T
— Bl ( B1E)
— (FTERIERY ) R EERT
— BREF

BT, ELEHS
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available — B=H, JHEIH
disturb — T

sincere — WEY,ELH, HikH
cut off — (f5 8B1E ) BIE P iy
get back to sb. — BLBHEARKR
interior phone — A% BIE

outside phone — N EIE

special line — T EIE

emergency call — XA HIE

long distance call — KEBIE

local call — MR BIE

interphone — XL

receiver — If g

telephone directory — BHIFSNE

dialing tone — HEZ

engaged tone - 04

- o o o Em Em E E EE Em Em Em Em EE M O Em Em Em Em

(250 i rms s
Knowledge

1. In the U. S., most people answer the phone like this: at home with a simple “Hello”; in

the workplace by giving their names or telephone numbers. The same is usually done in a busi-
ness situation; personnel are trained to identify the company, the extension number and to offer

their help.
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Actual & Instant English

2. There are some common expressions in talking on the phone. Usually you can firstly
greet the person on the phone, then give him your name, your workplace, and the purpose for
your call. If you want to talk with somebody else, say his or her name directly, avoiding making
people feel confused about your purpose. We are supposed to pay attention to two points: 1. Be ¢
polite; 2. Be brief. ”

1. FEF KA RS P i 75 L LR T M MR T B A1
R F OO IEA TR R 55 A 55 H il RO I O T LAt

2 FTHIEA —E B, —BORSEm Iy RIgf, WS ARk 4 TAE AL, BB U
I CATHUIE B R QSRR AR R BT o 3G | ol L He B A/ b P 22 7, SR R B R L 3
AR B, BATEEEPIR . — SENT = FiRf e,

I crual & Instant Engiis |
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| BB |
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Bi5L BRI, WTRS SHWKFENSIFHE , FRBIFANRENE, 2
EWERRRE, BIMNSBHUWKHERWFE ZRA—PEUI R,

AN EETIRAT W S HEECATHER , REFION T 5. WR
NhRBEHAEBNE  MEATHEENEANEIBER . WRNHHRATE ,IFILUHR
THE, HEBHTBIEHERWA, BEIFIUBIRENE S,

— B85 IR #LY , ROIRE . WRMELN I E NS 2K E /BB,
A RBAELNRNFI— MRBIIRIGHT BRI

[N T

Tips
N HELED)
1. RS 3. RHERE
May I have an appointment with you? ! What time would be best for you?
Fe T LURIAR 244~ ] DL g el 2 : X A2 I 1] e i 7
2. A% B L A EEIEY
I’d like to drop by this afternoon to talk over . I’m sorry, but I have too heavy a schedule to-
my plan. E day.
ALK T AR EPRF A TR, ! XA | {ELF A K A )y S G T

I, Actual & Mstant Fngtish | I



Actual & Instant English

A
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5. B ]
Could we put it off to the next day?

FATHER BN — Kb

73 5 5%

Examples
Background
ok B BB w2 e A0SR I SE A T
Arrange an Appointment FIRAEAT R4 R 20, SR 24—
Secretary: Xing Hua Corporation, good L LSRR
morning. What can I do for you? o ——— ~
. / )
Jenny: Good morning. Could you put me : Z'—K:HF%J /f.:\ I
through to John? I :
Secretary: Hold on a moment, please. : Fb R R X LR MAE N T FRBEHS IR 1
Jenny: Thank you. 1 fHansq :
John: Hello, John speaking. : 2R A RERS R — T g 1
Jenny: Hello, I am Jane from Sunshine I FE: LR ES—T, :
Corporation. Could I meet you sometime : IR W, :
this week to talk about stocking the gym : 25 ARG, TR |
things for 2008 Beijing Olympics? | R FRRoR A DA T X |
John: Oh, I see. I really appreciate that : FHABMEFREEI AR TR —T 6 T2008 :
you’re interested in our products. But I’'m | AR R SRR R
pretty booked up these days. : Zygg Mg, BT . AEE B IRATHY :
Jenny: Could you let me have an hour or : i ESSH, HRFRILR AR )
s07 i R LA T, |
John: Is next Monday OK? : AR RREATR LHER L — A/ NI R 2 :
Jenny: Sure. What’s the accurate time? I 298 T JH—/E 4k 1
John: 9:00 next Monday. : B MR LA, B4R WE :
Jenny: I really appreciate your answer. : 295 FA—H U 1
See you next Monday. | 2R AR R E S, IR R, :
\_ John: See you. I\~é’i§?: _ﬁ_ﬁ'_‘_o ______________ /‘
10
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dbe
B =
Background
FeleE— R A RS 5L, BITHIESY
Fix an Appointment e Ay RIS R TR, 25 SRR A el
Tony: I'd like to fix an appointment with ZEE RS SRS
Mr. Yang. Would 9:30 tomorrow be all ¢~ T T TTTET T T =\
. | . |
right? I ZYIf ] Wi I
Secretary: I'm afraid not. He’d got a 1 1
rather full day tomorrow. : e M TEAEA A m ], WK :
Tony: Could I possibly make it Thursday : JLPEAT? :
then, still at 9:307 I Fhf: RYAATT, MBHKA) HREE 220 HE I
Secretary: No. That’s not good either. : T :
But please give me your number and I’1l : FEB: IRAT LA DY 2L A T :
call you if somebody cancels. 1 A AT AR TS, 1
: WRAT NBUH 22, T HL s E :
R,
\_ k. oo ,l

SR 25>

Exercises

Changing the Appointment Time
B 2y 23 I IR]

46 =
B =

Background
SRS TE T =A% ARG A S 2 22, B
PAABET HL i 25 41 W, 5 29 22 B () 20 7E 1T R 3

Actual & Instant English _




