iz

RAEEIRO A »

T I AT P (8 ) R | .

w1205 4
ICD

+*
4}E
+

4 www .sciencep.com






RER: 01-2004-4626

FHEE (KLE), FUEERBERRXCELRHERAE, SBRbhE S
HEHEPEXEBRBREERTT,

BREHRRE (cip) #iE

R RBE LW/ (X) WK (Anderson ,M.) ¥F; i Hi% .
—dLm: BHEHARE, 2005
ISBN 7-03-014003-6

I.%- 1T1.0%- - II.3%E XE—QF
IV.H319.9

PERAEEBE CIP HEHTF (2004) % 075896 &

Fmd. AR s
FHFH: KEF / Hditit: & %

4 3 % B 2 IR
AR A 165
BREC 4R :100717
http:// www.sciencep.com

® & W H r B
MEOERET SRHFEBESH

*

20054F 1 A% — M FEAE: AS (890x1240)
2005 4E 1 A —WKEIR  ERSK:. 81/2

EP¥. 1—6 000 FH . 259 000
Ef: 24.00 T (& 1CD)

(4 B R B 9 A, At R ARG E))



FoRI LRI - 1F8EH =R

AEAREF, TRRRE, KPR, RER. K. KHLR
R, |TESE, T—ARBIFBENFE. MXIHE, E
G TIER TN, BREHA—R, RAEER.

MFRELWALME, U, ¥, 5. SIFEES, BEER
ATk, M— A E, SRATRGHFHR . T E8ENL, R
TIEEMTE, FEEFIEEREFEECHAL, FHDPAK
RESTHIME . Tt RATRPE I SN, MG BAL HE %S L8,
NFWETERET . . 3. SRUISmeESEy, ¥
S EBRREM SISk, AR MEL B FFBE . TR T , 2%
JEEASIGER TR, HAEEORFRRERN U,
AETEO, RUEENRE, REEECHITESE, %,
GHl—AE AL, MERETE, BERBERER,

HERIGEFAXE, EREEHRINAR, A5E 7

AR, TREMAEZ | FBEXBKA B R0HE T 25
ABOTO%E, BEUHIEE, EAEREEE, R RS
BWWBRIEREL S, TRBIGES R

LRI R, P, A T
E. mid, MEEREMIINEER, BT REREZS
PR IRIRSC A, BT B A A AR FER S ALIE X
T, IEEEAUZRT—HES BN, AUmEBT—f
o ATRMEEF LB LR, HEIEENEE.




Bl

Ol

| BRTARRISEEE. BEERESS BT, FREAEME
FIRtIE]., F6 . BRI N2 R, iR Ut AR
Pt 4. BEELFZHEE CD, FRRAEH, QIEREF
SIREE, BERTOT, PR, EXFEREEX AR, BRED
XA,

(REEIBESIE) BEAR

EX4%: EAHATELHEZANLIR,
EUARERREE: POENERRAEZLRE,
FAHE: MAFRF 2 a ®EALHRM,
—RAE: RPLELRABRGHE,
R/ BRAE: RA. aRMAS LR,
ARMERTE: EREFHEHNIGE,
HEE: ER, EEXHWEEAER,
Rt iE: RPERTRERSAE,
FrAER—MITR, FELHENE.

FEIREEHFET, HFIWPEERRDZ XD, HR (F
WEELE WEBHAE, RARGHZEI T, REESHE
ANRA%ESEFEHIS, BREABREINE, HEAANR
%, R RER AR EE, SHRAGRTE, thFEEE
H1T.

mE ER



Discussion between Secretary and Guest
W5 EARIXTE

Enquiry through Phone on Availability of a
Person 1THERIFEA

Typical Scenario of Boss and Secretary for
Typing a Letter EHGFEMBITEH
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PR EEX 7 Y LT

Enquiry on Purchase Order by Client to
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Chat between Employees on Incentive
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Talks between Professor and Student
B G¥E Z ARG

Scenario of an Office Meeting
INVAZELUWRESE

Unit 1 Chat During Lunch Break
PR PR




Chat after Lunch 448 )5 IHHI

Reception Clerk Addressing a Guest
B R 5B ANE

Discussion between Colleagues on Office
Work S5RZEHEAEHE

Introducing a Person /T3 A

Colleague Invitation for Coffee

b AGIE Sl
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Progress RISATIHIHE

Chat about a Rip-off 7ESAEERRT/EA

Purchase of a Jacket J4p%E

Talks During an Interview HiRH X%

Reporting a Complaint FIF#4R

Door to Door Enquiry $RFHRFIHF] - eevvevveeeees

Unit 1 Door to Door Sales #RFHRFEE
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@ Good morning, how can I help you?
Bz, BERHFTG?

’ Ah, hi. Can you connect me to Mr. Anderson, please?
W, W, REWEREFRBREIRCEG?

@ Please hold on sir, I will check if he is in.
KA, ENE—S, REMESE.

Ok.
¥,

I am afraid he’s out to lunch. May I take a message?
BHHEZFRT . REETE?

Can you please inform Mr. Anderson that Mr. Austin
called?

YREEE IR RBRR B, BT SR g R ?

Will do sir, have a nice day.
B, 4, HRmb.

You too.

N

D i D

©




Fill in the blanks based on the above conversation.

RIEESOAD

@ Good morning. How @ you?

Ah, hi. Can you @ me to Mr. Anderson, please?

Please ®___ _ sir, I will check if he is in.

Ok.

Iam @ ______ he’souttolunch. _ Itakea 7
Canyou ®__ _ Mr. Anderson that Mr. Austin called?

Will do sir, have a nice day.

You too.

D ) DD D B




Extra dialogues for further practice H#h%:>]

The secretary says ## T XX # K

© Good morning, may I help you? B%, FKEEFLGE?
© Hello, may I help you? MM, FREEHFICG?

The guest says EA T XX H K

Is Mr. Anderson available? ZZfEZxjc4H SS9

Is Mr. Anderson in? ZEZRIEEFEND?
This is Austin. Can I speak to Mr. Anderson, please?

REBWTT, WROHRBEZEREE,
Austin here. I would like to speak to Mr. Anderson, please.

R, RIEREEHRELE,
Mr. Anderson? —ZHEFRFEEWG?

The secretary says #:4 T Wl X # K

© O 000

Please hold on. I will connect you through.

He is currently away. B FEATE,

May I know who is calling, please? & 7] /REFL?

He is out to lunch. He will be back in an hour’s time.

st X, —/PRASER,

I am sorry, but he is not in his seat. May I know your name,

please? fR#UHK, HRMIMIENERAL L, H&FIREAL?

© ©00 o0

®




The guest says EA T X H ik

© Can you inform Mr. Anderson that Mr. Austin called and requested
to call me back?

BRI R AR e, BT ST TS, Wit .
© Can you pass on the message that Mr. Austin called?

PRI S fth, BUHT oA AT i iE 3R At
© Thanks, I will call him back again. #fiff, KEEITK.

Questions and Answers [B] & o] & j

Who called and asked for whom?
WEATHER? BRHE?

Who spoke to Mr. Austin?
R AT SEE?

Why was Mr. Anderson not available?
I ABIERFCENE?

What did Mr. Austin want to convey to Mr. Anderson?
BT e BEA IR RER AN AT

What is the meaning of the word “connect” in the above
paragraph?
FE_EARCEH, “connect” XAMARAARE?




&%) What is meant by “Pass on the message” ?
“pass on the message” & B EfH49

Answers -




Hello. Can I speak to Ms. Lily?
R, ERATE/INET B,
@ Hold on, please.
HHE,

Ok.

ﬂo

) Sorry, but there seems to be more than one Lily. By any
chance do you know her department?
ﬁﬁ,@Eﬁi%i—ﬁﬁﬁ¢m°$%ﬁWﬂ$ﬂﬁm
HIERI]?

She’s in Finance, I guess.
2% R 4538

@ Oh, I got it, kindly hold on please.
B2, RAGET, #HRE,

Ok.
¥,

- She is off for the day. Can I take a message?
WOREBLETHT, HREHZG?

2*y Thanks. I will call back later.
wl. RZISEHEITE,
@ Good day!
PR KB MR,
You too.
R,




FHHnthetﬂanksbasedontheaboveconvemaﬁon

RIBESURE

@ Hello. Can ©® _______ to Ms. Lily?
Hold on, please.
@ Ok.

Sorry, but there @ than one Lily.
" By ® : do you know her department?

(@ She’ in Finance, I guess.
Oh, I got it, kindly hold on please.

@ Ok.

She is ® day. Can I take a message?

(gj; Thanks. I will call back later.
Good day!
(%j; You too.




Extra dialogues for further practice B #h% 3]

The guest says EA T i # 4,

© Hi, may I speak to Ms. Lily? B, FRAERFFI/MA,
© Hello, Ms. Lily, please? FAT, BRGIHRATH/ME,
© Hi, can you connect me to Ms. Lily’s extension, please?

W, BROUE LB AFIH/IME,
The receptionist says ,%.#L T 1 ix # %,

© Ms. Lily of Finance or..? W%&3BRIFTAI/IME, HE---- ?

© M. Lily of which department, sir?
BEANERITROFTFI/INEIE, Se4E9

© Can I know her last name, please? 5 1)t A 2.9

Extension number, please? {4 HlE/529

© She has left for the day. Can I take a message?
WHSRKELETHT, HREZSTE?

© Iam afraid she has left. Shall I pass.on your message?
THBELEH T, RERBREEESD9

© Sorry, but she has left. You can leave a message in her voice mail
after the beep. Thank you.
ik, BERMELTHT . BE W B2)5, FEHESE
FMEET. B,

©

’




