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Chapter 1
Business Communication &353R

(1) Building Relationship &% B%

PART

01 i¥ﬂ§365$€ﬁﬂﬁﬁ] -

RO LIRS SE?

A:

B:

Manager Wang is not in right now. May I take a message?

FLERAENE, RAIIBIRESG?

Yes. Could you please ask him to call me? I'm at the Beijing Hotel, Room No.514.
W, WHEMITEFEAR, §8? RELTRE 514 55.

@ Mr. Chen is out at the moment. Would you like to leave a message?
PREEHRET . BEFHIEG?

@ Mr. Chen is away from his desk. Can I take a message?
PRAEAEDAE. BEREG?

e Would you tell her to give Mr. Zhang a call when she gets back? She has
my number.

whERE, fRAEEASRES RIS TKAEEIT A Ei1E? hHEROEFESH.

® Could you inform him that I can be reached at school?

SR b7 B R AR L, 15 2

® Would you ask her to call Manager Liu at 521-27607 ?

WL XIS T BT, 9?7 @i SR 521-2760.

MIRERTE

A:
B:

May I speak to Miss Chen? 3 7] DA PR /INH #1512

She is not in right now. She went to the gym with her friends.
WIAEARLE, MAMKRALEREET.

o She is out for lunch right now. fFLLESHHIZFR T .

® When is a good time to catch him? 2 i & 7T LL#R 3 fth ?
® I'm not sure when he'll be back. &7~ &1 fh fa B £ 5] % .

AILIKE R ?

A:

Who? I can't hear you well. Would you talk a little higher?
WAL ? AT ANIE R, AT LAKHE (5 ?



Building Relationship #iZEAR °

B: Oh, I'm sorry. I am calling from a pay phone and it's noisy out here.
I'll call you back from my room in two minutes.
¥k, REITHAMEE XBEAWT. REER, B EEITAR.
 Could you speak louder, please? #REE K A /5 i#H1E ?
* Could you speak a little louder? #5 fE A/ S 0g?
e Can you speak more loudly ? ¥R B PR K75 s ifi ?

BB R RARSC R,
A: Hello! May I speak to Mr. Smith, please? #&4F | FAAIR o & Hr e A Bediif .
B: Hold on a minute. I'll see if he's in... I'm sorry, but he's out right now.
HE 2L, REFMRSE -, WNAR, MRERTE.
® I'd like to speak to Mr. Li of the National Bank.
REFERXRATHZ REBE NI,
® Would you put me through to the international operator, please?
WHEREBERKEEIERER.
& May I speak to Mr. Smith? F ] LA 5] 52 % Hy 6 42 58 i 1 2

PART

b ¢4 365 STRAINE
,

(%% CD 1101)

F=Frank= E=3 R=Robert= {8%%

F: I'd like to speak to Robert.

R: Speaking.

F: Hello, Robert. This is Frank. I'm coming to Guangzhou on the 7th and I'd like to
call in to discuss the project plan.

R: All right. What time are you coming?

F: Well, my flight leaves at 9 a.m.,and I'll arrive at about 10 a.m. Shall we say 11
o'clock?

R: Can we make it 11:30? A customer will come to the office at 11.

F: Oh, yes. That's fine with me. Maybe we can have lunch together.

R: Great. And I'll see you on the 7th.
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F: && F 1445,

R: &3t 2.

F:i/4F, Fa%., RRAFT2A, &FTH 755 M, Bletsik, H—TA
BA%E,

R: 4769, ththauikk ?

FroB, Sk LEFO SR T, KRKY 10 54r2) ik, RMNYE 11 LELH?

Ri11 530 2044, BAHAEF 11 52 KANE,

Frof, "TVA, XBF M st RARAE, LARMNTRA—-RAFE,

R: 4765, R4 75 R,

‘onversation 2

(%&CD 1102)

J=Joan=3% |=lan=#ZE

J: Good morning, Mr. Smith's office. Can I help you?

I: Good morning. This is Mr. Black's secretary calling from Global Trading
Company.

J: Global Trading Company? Ah, yes, we have received your reply to our invitation.
We look forward to meeting Mr. Black at the party this Saturday evening.

I: Thank you. But I'm afraid Mr. Black will not be able to attend the party. He will
have to go on a business trip to Europe.

J: I'm sorry to hear that. We'll miss the pleasure of his company. Still, we'll expect
him to come next time.

I: Thank you for your understanding. Goodbye.

J: Thank you for calling. Goodbye.

J FEHFIXZREFEMEEGANT, EALRLTD?

I ¥ L4 | RRLKF HAFEALEGHRE,

Ji FRHEF HAE 2, T, RMEZKE THARMTHRMEFHR5. KM
MBEEAR S BRL ERRLEFEALE,

Ik, EREAEFRALEREERET, REFLHRMEE

Jo HEEANEERBRBKRART, RE, KNSR RER, 2RMNEL
BT Rk,

I M, AR,

Jo AT gk, B,




Building Relationship BIZBtE o

;
(%% CD 1103)

R=Robert= 184§ F=Mrs. Frick= 2% &+

R: Good morning, Mrs. Frick. My name is Paul Robert from Softcom. I am the
Regional Manger for Europe.

F: Good morning.

R: Mrs. Frick, as you probably know, we are one of your suppliers of customized
software products.

F: Yes, Mr. Robert. I believe we handle some of your products.

R: Mrs. Frick, I shall be in Stuttgart on 18th and 19th September and would like to
meet you to discuss your needs in further details.

F: I'm very sorry, Mr. Robert. I shan't be available at all that week. But if you have
some new documentation about your products, I would very much like to see it.

R: OK, Mrs. Frick. I'll put some information into the post for you. By the way, could
you just spell the company name for me?

F: Yes. It's K-L-O-T-T-M-A-N-N.

R: Fine. Well, perhaps we could meet when I'm in Stuttgart in the spring.

F: Yes, I hope so. Please contact me before your visit.

R: I will.

F: Goodbye.

R: Goodbye.

R: FR4F, h 24+, KA%KH Softcom A& HRT Flask, RAKMHEK
HRKEAE,

F: R4

R: %2k +, thiifsmil, KA AFTAZHEMZRGHEHZ—,

F:2e), Faktd, RNEFHMNG—%>%,

R#WEZALLE, XRETOAISBMIA19R1EG THE ik, H 2 4ef kL&,
ik — TR E ey BRE K,

F:ikie#k, FhdEitt, RAR—AHREIARE, wRTA2IHXTFHRe¥
oy LA, RIRBAE.

Ri%F, h2Zhkt, Aol RedFetk, M@EFA—TF, FArdes
FEALBB?

F: #7¢5 , K-L-O-T-T-M-A-N-N,

R: 458y, R4, HFEANEARARENE LA,
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-

F:r2ey, RbAZet, B2 i—2LHKEA RN,
R: &4,

F: AR,

R: F W,

(& CD 1104)

A: Hello, you have reached the offices of Maddox and McKnight. Can I help you?

B: Yes, my name is Max Richards. May I please speak to George Nelson? 1 have
already called several times, it seems I always catch him out of the office.

A: Oh, I'm sorry, Mr. Nelson is away at the moment. I'm sorry that you keep missing
him while he is out of the office. Would you like to leave a message?

B: I'm sorry, I didn't hear you clearly. Could you repeat that please?

A: Certainly. Mr. Nelson cannot take your call at the moment because he is away. He
stepped out of the office for the whole afternoon and is not expected back until
tomorrow morning. His schedule is very unpredictable at times, so the best way
to reach him is to make an appointment by email or text messaging.

B: Can I leave a message for him please?

A: Of course, can you leave your name and number? I am sure Mr. Nelson will
return your call as soon as possible.

B: My name is Max Richards. My phone number is 898-3423. Could you ask him
to call me back as soon as he gets back, please? I have a rather timely matter to
discuss with him.

A: Can you tell me what it's about? I can make a note of it, so Mr. Nelson is aware
and prepared when he returns your call.

B: Yes, please let him know I would like to discuss the Girard case with him.

ArdrdF, REREBAGZNFERBHEINET, AHLATEEF G ?

B: 4y, A Gt 2%, HRKTALE R ARBEED? KTB4rid
HILARET, HFREAEBINCRESINT,

Ar o, fRBH, ARBEARINRESINET, RFEFHEHR, RAEIAE,
HIXBEREMET , RALREA 01ED?

B: st A&, REAAFAEREMGE, FHEL—THD?

A BRTA, ARBEAANAHET, RibiBhe v, EATFHRE
BAE, HHBARFRA SR, 6 BRTHA N R TR, FTAR




Building Relationship EBiZEXR o

AR AER BT S THARG o695 XAY—T.

B: ik E, RELLEADEG?

A SRTR, hikle s F bt T B TR ARFTEARBLE A TH
e ihm s,

B: A & FRG M- EEH, €552 898-3423, Hikibie—EI kLK
ik, 39 xHEFTEEGFH 0T,

A RAELEIF R R A FD IR TUILE—T, IHARBEAGRS AL
b SN P T A,

B: ¥ 69, L iffe Rt it A EEBNET.

— ‘onversation S

(%% CD 1105)
N=Nedra= R{&H; S=Sally= #3 W=Mr. White= 1R4&5%4
N: Hello, this is Nedra of Panasonic. May I speak to Mr. White, the sales manager of

your company?

S: Yes, just a second.

W: Hello!

N: Hello, is that Mr. White?

W: Yes, this is White speaking.

N: This is Nedra. Mr. Kings' secretary. He would like to make an appointment with
you sometime tomorrow.

W: OK. Could you come here in the morning?

N: All right. How about ten o'clock in the morning?

W: That'll be fine with me.

N: Thank you. See you tomorrow.

W: Thanks, bye.

N: 4R4F, SRR TAS G AZE, HRRMNGHE 2R AL TR EFDS?
S: ¢, HF—T.

W: 1R3F !

N: %, ZHREBAELED?

W: Z 5,

N: RRAELENR B AKLE, 2ALHRBFERYGAE LT,

W: 4F8h, ARATBERAE L £ 2

N: 47, £ 10 EdefT 2




